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About This Document

NRCS has begun the process of converting its existing web sites to a new design template based on the USDA Web Style Guide. Additionally, the agency is transitioning from a largely manual web operations model to one that incorporates more automated support. 

This document describes the business requirements for content delivery as well as the processes for creating and managing information on the NRCS web sites. The document is divided into two major sections.

· Content Delivery Requirements – based on the approved Information Architecture, this section describes how information will appear in the presentation layer of the site (i.e. the user interface). It details the business rules for maintaining a consistent user experience. 

· Content Management Requirements – this section focuses on internal processes for maintaining data and information on the site. It includes definition of roles, processes and workflows required to support the agency’s web operations from a business perspective.

Once finalized, these requirements will be incorporated into the technical specs used to build the new system.


The next phases of this initiative involve a redesign of the NRCS state web sites and the NRCS employee intranet site.

Definition of Terms

The following terms are referenced throughout this document. The definitions are in the context of NRCS web content management. 

· Business or Functional Requirements = describes the tasks and processes used to complete a non-technical operation.

· CMS = Content Management System, a generic term referring to a software or system that facilitates web content management. The main functions of a CMS generally include the ability for non-technical people to create and maintain web content without the use of HTML or other programming languages.

· Controlled Vocabulary = a set list of terms 

· Information Architecture = the “blueprints” for the site, diagrams and documents that provide instruction on the organization of content on web pages (i.e. the user interface).

· Metadata = information about a piece of content. Provides context such as who owns the content, when was it last updated and who is the intended audience. This information helps to identify content.

· Process or Process Flow = broadly describes the tasks required to complete a standard business function such as “web content creation process”. 

· System = a generic term used to represent the set of tools and applications that will support NRCS web content management functions. ITC will define the final system architecture based on the final business requirements.

· Taxonomy = a classification system for web content. Provides a guide or standard for grouping content into categories and making it easier to find.

· Technical Requirements = detailed specifications about operations to be completed by the system. These requirements are not a part of this document.

· Templates = a standard format for a web page or content object. Templates “lock down” certain aspects of a page design and ensure consistency. 

· Workflow = detailed description of how a content object is routed through the its lifecycle from creation to archiving.

· WYSIWYG = acronym for “What You See Is What You Get,” which means the ability to preview content in the context of an actual web page with all the styles applied.

Information Architecture

NRCS recently completed the development of a new Information Architecture (IA) based on the framework provided by USDA. The strategy for the IA identified five strategies:

1. Keep the focus on utility – the overall intent of NRCS web sites to arm employees, technical service providers, producers and all audience members with information and tools needed to support their offline efforts.

2. Draw in non-technical users without alienating technical users – The IA will support the ability for the most general users to grasp basic NRCS concepts while providing channels for users to select more in-depth (i.e. technical) content. 

3. Quickly orient users – The NRCS web site will provide guideposts for those users who follow an external search link (e.g., Google) and drop into the site several layers down.

4. Maintain a strong NRCS presence – the new NRCS web site will be fully compliant with the USDA Web Style Guide (Version 2.0 published 09/30/2005), while at the same time preserving the NRCS brand. 


5. Plan for the “care and feeding” of the new site – information architecture is an on-going process that involves constant evaluation of user feedback and aligning the online user experience to audience expectations and the agency’s web strategy. A strong commitment from each Deputy Area and content area manager is critical to the success of the web site. The web site is only as good as the content and the active participation of content owners.

The resulting information architecture was based on these strategies and vetted through meetings with internal stakeholders, leadership and NRCS web audiences. The tactics used to organize content included modeling the “Browse by Subjects” after the NRCS Strategic plan: Soils, Water & Climate, Plants & Animals, Air, Energy and Working Farm and Ranch Lands. Each of these subjects is designed to provide a broad overview for users less-familiar with NRCS programs and technical resources. Additionally, the IA provides a gateway for those users who require direct access to program and technical information that spans all NRCS mission areas.

Based on audience feedback, the approach to Subjects meets the needs of both the technical audiences (i.e. employees, scientists and media) as well as those who are less familiar with NRCS offerings (i.e. produces, teachers and homeowners). The primary navigational elements of the site include the Browse by Subjects, Top Navigation, Browse by Audience and Browse by Location. Each of these content areas are described in detail in the Content Delivery Requirements section of this document.


Overall Sitemap

Subjects are further divided into sub-topics. These sub-topics have been approved by the content stakeholders in each deputy area and NRCS leadership and represent the secondary navigation for each subject area.
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Templates

The new site will be template-driven, that is graphic look and feel of individual web pages will be automatically applied by the system based business logic about the content. For example content that is created with the Soils subject area will automatically flow into a pre-set template for Soils content.

Templates for all pages are based on five primary page types. The Homepage, a Main Page, Newsroom Main Page a Detail page and a Newsroom Detail Page. Variations of these page types are described in the Content Delivery Requirements section of this document.

Homepage Template – to be used for the main landing page for www.nrcs.usda.gov:
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Main Page Template – to be used for the main page for all pages found in the first and second level navigation. Specifically it is the basis for all main pages for Subjects, Sub-topics, Audience, and Top Navigation Pages. Additionally this template will be applied to Programs pages.
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About NRCS Main Page – this template is used for main pages within the About section such as “Overview” pages. Detail pages in this section would follow the same center column format used on General Detail Pages, but inherit the right hand navigation used throughout the About section.
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Newsroom Main Page – this is the page template to be used on the landing page for the Newsroom section of the web site. 
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Detail Pages – this basic page type is the basis for most pages on the site. It allows for the most flexibility to accommodate all content types.
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List Pages – this is the basic template used for index or list pages where editors need to manually create a list of links with descriptive text. It will also be used for the Help and Contact Us pages.
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Search Results Page – this is a system-generated page type that would be used to display search results. 
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News Releases – this page type is used specifically for news releases. 
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JOHANNS ANNOUNCES APPOINTHENT OF ARLEN
LANCASTER AS CHIEF OF THE NATURAL RESOURCES
CONSERVATION SERVICE

WASHINGTON, Aug. 23, 2006 - Agriculture Secretary Mike
Johanns today announced the selection of Arlen Lancaster a5
Chief of the Natural Resources Conservation Service (NRCS).

“Arlen Lancaster's dedication, leadership and experience has
well prepared him to serve i this new leadership role on our
USDA team,” said Johanns. “He has a passion for conservation
2nd 1 look forward to working with Arlen in this new capacity
T'm very confident that our nation's farmers and ranchers w
have a strong advocate in him for improving the quaity of our
natural resources and conserving our and."

Lancaster succeeds Sruce Knight 5t NRCS, who was recently
confirmed by the U.S. Senate as under secretary of agriculture
for markeing and reguiatory programs. Lancaster has served
5 deputy assistant secretary of Congressional Relations at
USDA since April 2005 Prior o his service at USDA, Lancaster
served in various senior staff positions in Congress, having
worked since 1899 for Senator Mike Crapo, a5 a senior policy
advisor and s the staff director for the Senate Subcommittee
on Forestry, Conservation, and Rural Revitalization since 2001,
e played a key role in crafting the conservation tdle o th

Lancaster is a graduate of the University of Utah with a
Sachelor of Science and an avid fly fisherman and outdoor
Fecreationist. He and his wife Staci live in Alexandria, Virginia.
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Content Delivery Requirements

Based on the approved Information Architecture, these requirements define the expectations related to user experience on the NRCS national web site (www.nrcs.usda.gov). 

To ensure a consistent and rewarding user experience, all pages within the NRCS national (NHQ) site will be based off a single template with variations based on content type. This section provides details about the components that make up the page templates and describes the user functionality for each.

1.0 Left Navigation Bar

1.1 Search

1.1.1 Users will enter text into the search box and click the “go” button to trigger a search – the system will insert “smart terms” to auto-fill search terms based on popular search terms <yes, but no auto fill>
1.1.2 Users have the option to filter search results by clicking “search National site” “Search all States” or “search all USDA” <yes>
1.1.3 Users have the option to click the “search tips” link to view a page with information about how to search for information on the NRCS site<yes>
1.1.4 Users have the option to click “advanced search” to be taken to the advanced search page<yes>
1.1.5 Clicking the “go” button or hitting the “enter” button on the keyboard will take the user to a search results page (note: see the Search Results page template for detailed description) <yes>


1.2 Browse By Location <yes>
1.2.1 User will have the ability to click and view a pull-down menu that will show a list of that includes “NRCS Centers” as the first choice followed by a list of all US states.

1.2.2 User will be able to select a single state from the list, which will open a new window that displays the NRCS web site for that state (note: the NHQ site will remain open in the background)

1.2.3 User has the ability to click the “USDA Service Centers” link which will re-direct the user to the USDA service center locater web site (http://offices.sc.egov.usda.gov/locator/app )


1.3 Browse By Audience <no>
1.3.1 User will have the ability to click and view a pull-down menu that will show a list of all NRCS audiences: 
Farmers & Ranchers
Students & Educators
Homeowners
Communities
Tribal Government/Group
Media
Volunteers
Partners
Policy Makers
Researchers & Scientists
NRCS Employees

1.3.2 User will be able to select a single audience group from the list, which will link to a gateway page for that audience.


1.4 Browse By Subject <yes>
1.4.1 All subjects are persistent links in the left-column navigation. Subjects are listed in the following order: Soils, Water & Climate, Plants & Animals, Air Quality, Energy, Working Farm & Ranch Lands, Programs & Services & Technical Resources

1.4.2 Clicking on a subject (e.g. Soils) takes the user to the main page for that subject

1.4.3 Clicking on a subject also reveals an expanded menu of sub-topic links for that subject area. The sub-topics serve as local navigation for that subject area and remain visible as long as the user remains in that subject area.
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1.4.4 Clicking on another subject collapses the sub-topic menu



2.0 Top Navigation – towards the top of the page there is a horizontal navigation bar with the following links: Home, About NRCS, Newsroom, Help, Contact Us and En Espanol. <yes> but 2.3 is not supported (Espanol)


2.1 Clicking the Home link takes the user back to the NRCS homepage

2.2 Clicking About NRCS, Newsroom, Help or Contact us takes the user to the corresponding section of the web site.

2.3 Clicking En Espanol directs the user to an “Audience” page with links to existing Spanish-language content. (Note for future development: at a later date there NRCS will develop a Spanish version of the NRCS site that opens in a new window).

2.4 Users may also click the USDA logo in the upper left corner of the graphic banner. This will open the USDA web site in a new browser window.

2.5 Users who click on the NRCS logo in the upper right corner or the “Natural Resources Conservation Service” text (below the USDA logo) will return to www.nrcs.usda.gov. 


3.0 Center Column

3.1 Breadcrumb Trail <yes>
3.1.1 The breadcrumb appears on every page on the site at the top of the center column.


3.1.2 The breadcrumb provides a reference related to the hierarchical classification of content. The sequence is based on a parent-child relationship between pages:

You are Here: Homepage > Subject > Sub-topic > Page Name


3.1.3 The breadcrumb does not reference the “click-stream” of the user experience i.e. it does not list the page name for each page viewed by the user.


3.1.4 If a user clicks from one subject area to another the breadcrumb will reflect the directory structure of the new subject.


3.1.5 Users are able to click on the “home,” Subject or sub-topic to navigate to the homepage or a main page in that subject or sub-topic.


3.2 Subject and Sub-title bar <yes>
3.2.1 The title bar appears towards the top of center column on each page.


3.2.2 The title bar displays the name of the subject on subject main pages and the name of the sub-topic on subsequent pages. 
3.2.3 All pages within a subject area have the same color title bar.


3.2.4 The title bar on the following Subject main pages (Soils, Water & Climate, Plants & Animals, Air, Energy and Working Farm & Ranch Lands) are paired with the accompanying main page.
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3.3 Center content – text and images in the center column are formatted based on templates for each page type: <yes>


3.3.1 Homepage – includes an intro paragraph, two news stories with photo, three news headlines, up to four spotlights with photo. Users can click on any of the titles to view a detail page. There is also a “more” link next to the “In the News” banner that takes the user to the main Newsroom page.

The default display will show the most recent news release on top, but the page editor will have the option of manually changing the ranking of news releases and spotlights.
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3.3.2 Main pages – a main page template includes a center column with an intro paragraph, up to four spotlights with images and a list of up to twenty-five feature links. Users can click on any of the titles to view a detail page. This template is used on the main landing page for all Subjects, sub-topics and Programs.
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3.3.3 Link pages – a detail page that includes a headline and list of text links with descriptions. This template is used on pages like “view all related practice standards”. Users click on any title to view a detail page. <yes>
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3.3.4 News release pages – a detail page formatted for news releases. It includes a press contact name and phone number, link to a printable format, link to e-mail a copy of the release, an inset “see also” box with up to three related links a headline and full-text of the press release. 
<yes, without thumbnails (enhancement)>
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3.3.5 General Detail Page – the majority of pages on the site will incorporate a mix of text, images and links. Stylistically, content on these pages will adhere to the graphic design and editorial standards for USDA and NRCS.  <yes>

These pages include a title, text optional photo and an optional inset box of up to 15 text links under the “More Information” header. Users may click on any of the ‘More Information” links to view the associated page or file.

As a default, the center column will display a maximum of 50 lines of text on a page. If the content object has more than 50 lines of text, the system will automatically generate a “Next” link to continue the text on an additional page(s). This is to prevent excessive scrolling of web pages.

Example:
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In some instances, the center column of a detail page may include one or more additional images and/or tables. Users may click on an image to view a full-size version in a separate pop up window. Tables may also include links to additional pages or files. The user could click on links within a table to view the additional files.
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3.3.6 Search Results – similar to Link pages, the search results template will present the user with a series of links. These pages will include a hyperlink of the page title and the page description. Additionally, the search results may yield a set of “recommended links” at the top of the page. That is, based on the search term entered, the user will see up to three links that have been designated as recommended pages by an NRCS editor. If no “recommended links” have been developed for a search term, then the user would see just a standard list of search results. <yes sorted by relevance,  but no recommended pages>
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3.3.7 Wide Page – unlike the previous page types, this template eliminates the third column. This is to accommodate horizontally-oriented image and data files that require additional space. This template can be used for any pages that fall below the Sub-topic main page level (i.e. below 2nd -level pages). <yes>
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3.3.8 Pop-up Window – this page template will be used for opening applications and image files that do not fit the framework of a standard web page such as eDirectives. The system will open these applications or images as a separate browser window with an NRCS-branded banner. The banner will include a link to close the window. When a pop-up window is opened, the main NRCS web site is still open in the background. <yes>


3.4 Last Modified – the center column of every page will include a date stamp next to the words “Last Modified:” in the lower right corner. The date is not clickable. <no, detail page with enhancement>


4.0 Right Column – like the center column, the template for the right column varies based on the content type. <yes>


4.1 “I Want To…” Box – every page on the site has an “I Want To…” box in the upper right corner with the exception of Wide Pages, Search Results, Newsroom, About NRCS and Pop Up pages. In this box the user will view the descriptions of up to five related tasks. Each description will be a hyperlink. The user may click on the link to be redirected to the corresponding detail page. 

The tasks listed in the “I Want To” box will relate to the center column content of each page and are created by the page editor. For example, the “I Want To” tasks on the EQIP program page will relate directly to the EQIP program.
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4.2 Related Topics – the related topics box appears in the right hand side of all the Audience, Browse by Subject and sub-topic pages with the exception of Wide Pages, Newsroom, About NRCS and Pop Up pages. 

The user is able to view a set of links to content types that are related to the center column content. These links are sub-divided by type and include: Programs, Publications & Documents, Tools & Data and See Also. The user is able to view up to three related objects per category. If there are more than three related objects in a category, a “more” link appears. The user may click on any of the object links to view the related detail page. Alternately, a user may click a “more” link to view an index page of all related objects. 

Every Subject has its own set of related topics. Furthermore, each sub-topic may have its own set of related topics. If there are no related topics for a sub-topic page, the user will see the same “Related Topics” as the corresponding Subject. (e.g. if there were no “Related Topics” for the Soil Quality page, then the page would inherit the Soils “Related Topics” box.
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4.3 Top-navigation sub-topics – the horizontal navigation bar across the top includes links to “Home,” “About NRCS,” “Newsroom,” “Help,” “Contact Us” and “En Espanol.”  <yes but no newsroom, help on top nav. Top NAV is unique to national site>



4.3.1 On the About NRCS page, the box in the right column is titled “About NRCS” and includes a series of sub-topics with related text links. Sub-topics include Organization, Accountability, Legislative Affairs, Outreach & Civil Rights, Education & Features and Working for NRCS. The user clicks on any of the links below the sub-topics to view a detail page. All pages within the About NRCS section include this right navigation element.
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4.3.2 On the Newsroom page, the sub-topics include: Media Contacts, News Releases and Newsroom Archive. Additionally there is a box below it titled “See Also” that includes related links. Users may click on any of the links to view a detail page. This right column appears on all pages within the Newsroom section.
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4.3.3 The Help and Contact Us pages include only an “I Want To” box in the right hand side. There is no additional box with links to related topics on these pages.


4.4 RSS – Each page in the Browse By Subject, Browse by Audience, About NRCS and Newsroom sections includes an RSS icon. Users who click on the icon will view a “Help” page that describes the RSS feed for that section. Users may then cut and paste the URL for the feed into their own RSS aggregator (separate from NRCS). <yes for specific content types but not for all>


4.4.1 There is also a “what is RSS” link next to the icon. Users may click on that link to view a “Help” page that provides a description about RSS and how they work.


4.5 Banner Ads – each page of the site may include up to three graphic banners in the right column. Users who click on these banners will view a detail page about the topic within the appropriate Subject area (e.g. an ad about Avian Flu would link to content in the Plants & Animals Subject area).


5.0 NRCS en Espanol – in addition to English only content, users may view a Spanish language version of the NRCS web site. <No,will need enhancement>


5.1 User clicks “En Espanol” link in the top navigation bar

5.2 User views a main-page with Spanish-language news releases, spotlights and feature links (similar to other Audience pages)

5.3 User views “I Want to” links in Spanish

5.4 User views “Related Topics’ in Spanish


5.5 Note: in the future, clicking on the En Espanol link will open a new browser window opens taking the user to a new site with the same look and feel as the English-language site.


6.0 Footer Navigation – at the bottom of every page is a series of text links that include:  <yes>
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6.1 Clicking NRCS Home takes the user back to the homepage

6.2 Clicking USDA.gov, FirstGov or White House links opens a new window with the corresponding web site

6.3 Clicking Site Map takes the user to a page within the “Help” section

6.4 Clicking Policies and Links, FOIA, Accessibility Statement, Privacy Policy, Nondiscrimination Statement, Civil Rights and Information Quality links takes the user to the corresponding page in the About NRCS section.

Content Management Requirements

This set of requirements describes the processes and workflows required to maintain content on the site. The tasks may be supported by NRCS staff using a Content Management System (CMS). Based on these requirements, the NRCS web development team will create a technical architecture for the CMS.

User Roles and Descriptions

Users of the content management system will have access to features based on the permissions assigned to their pre-defined role. This will ensure that content and the CMS itself will be administered by authorized persons.

The generic roles for the system are as follows:

	Role
	Descriptions

	Leadership
	· Not a direct user of the system

· Receives e-mail alerts with link to preview web pages

· Ability to set policies and standards related to content management

	System Administrator
	· Ability to create and delete users 

· Ability to set user permissions

· Ability to create, modify and delete page templates

· Ability to administer search functionality

· Ability to integrate web applications and data sets

· Ability to create, modify and delete workflows

· Ability to create, modify and delete reports

· Ability to create and modify CMS functionality

· Ability to publish pages

	NRCS Web Manager
	· Ability to create and delete users 

· Ability to set user permissions

· Ability to create, modify and delete page templates

· Ability to create, modify and delete workflows

· Ability to create, modify and delete reports

· Ability to create, modify and delete web content

· Ability to publish pages



	Web Section Manager (formally Deputy Area Web Master)
	· Ability to create and delete users within their section

· Ability to set user permissions within their section

· Ability to create, modify and delete workflows related to content in their section

· Ability to create, modify and delete CMS reports within their section

· Ability to create, modify and delete content within their section

· Ability to publish pages



	Web Editor
	· Ability to create, modify and delete content within their section

· Ability to review and comment on content that is in a workflow

· Ability to publish pages

	Reviewer
	· Ability to review and comment on content that is in a workflow

	Content Contributor
	· Ability to create, modify and delete content within their section


Users may have different roles depending on the workflow of a particular piece of content. For example, a soil scientist may be a Content Contributor for content in the Soil Quality section, but also serve as a Reviewer for information posted in the Soil Science & Education section. The responsibilities of individual users will be determined within each deputy area by the Web Section Manager.

The administration of user accounts and permissions is managed by ESS. But Agencies define who gets what access. The roles that are available are: content contributor, reviewer and director…

Content Management Processes

These use cases describe the day-to-day content management requirements from the perspective of the business users. A combination of human and machine supported processes will be used to facilitate content management functions.

Requirements for managing content are based on the Web Content Lifecycle:
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1.0 Assigning Roles and Permissions - the responsibilities of managing web content will vary in each deputy area. As duties and staff change, the system must allow each deputy area the flexibility to update user roles and permissions in real time. Specifically, each deputy area will have its own Web Section Manager who will serve as the primary administrator for content that falls under the purview of that deputy area. 

1.1 Web Section Manager is authenticated into the system

1.2 Web Section Manager selects “manage roles and permissions” link from the system main page

1.3 Web Section Manager views a matrix of all active users, roles and permissions in that deputy area

1.4 Web Section Manager is able to create or modify users within that deputy area

1.5 Web Section Manager has the ability to assign multiple roles to a single user (e.g., Editor or Content Contributor)

1.6 Web Section Manager has the ability to set a user’s permissions (i.e. grant access) for multiple sections and/or pages within that section
There are Administrator (Web Directors and Content Contributors)
2.0 Creating New Detail Pages In an Existing Section – based on their permissions, Content Contributors, Editors, Web Section Managers and the NRCS Web Manager may log into the system and create new content in an existing section of the site. <yes>
2.1 User is authenticated into the system

2.2 User views a matrix of content sections available based on permissions (e.g., Soil Quality)

2.3 User navigates to the desired section and clicks a link to “Create New Page In This Section”

2.4 User is prompted to select the appropriate center column template for the new page (either a General Detail Page or Wide Page)

2.5 User is prompted to create a title for the new page (up to 25 characters)

2.6 User is prompted to create a brief description for the page (up to 50 characters)

2.7 User is prompted to select one or more audiences from a controlled vocabulary <No>
2.8 User is prompted to select one or more key words from a controlled vocabulary (i.e., the user selects appropriate keywords based on the USDA/NRCS web content taxonomy – See separate Excel Spreadsheet) <yes>
2.9 The system automatically captures some metadata attributes based on the user’s authentication and the page type. This includes, author, creation date, subject and sub-topic. <yes>
2.10 User has the ability to change the default expiration date for the content. The default expiration date for content is 6 months. Upon expiration, the author will receive an automatic e-mail generated by the system. The e-mail will prompt the author to review the content and decide if the content should be modified, remain online as is, be moved to an online archive or be removed from the site all together (but remain in the CMS repository). The possibility of  changing the expirating date exists but no email capability today.


2.11 General Detail Pages – 

2.11.1 User types or cuts and pastes text directly into the center column of the page template <yes>
2.11.2 User is able to spell check text <yes>
2.11.3 Fonts are automatically converted meet web style standards (i.e. Word formatting and HTML tags will be stripped out) <yes, but it needs improvement>
2.11.4 User has the ability to select a photo to use in the center column by either uploading a photo from their desktop or searching for an image in the content repository. The system controls the size of the photo to meet USDA style standards. <yes>
2.11.5 The system will prompt the user to create or modify alt text for the photo <yes>
2.11.6 User has the ability to create up to 15 links to “More Information” by selecting related pages or uploading a file (e.g. PDF file) <not done automatically, but can be done manually>
2.11.7 User has the option of inserting additional image files into the center column. (note: follow same functionality as 2.11.4) <yes>
2.11.8 User has the option of creating a table in the center column <yes, based on what is available through standard WSIWG editor >
2.11.8.1 User designates the number of table columns and rows

2.11.8.2 User has the ability to enter text and links into the table

2.11.8.3 System controls the presentation of the table based on USDA style guidelines <yes>
2.11.9 User has the ability to change the default “I Want To” links for the page (note: the default is to inherit the “I Want To” links from the parent directory, i.e. the sub-topic or subject) <yes>
2.11.10 User has the ability to omit the default objects in the “Related Topics” box – e.g. user may check a box to “turn off” the related Programs that appear by default <yes>
2.11.11 User has the ability to omit or “turn off” the Related News box on that page. <yes>
2.11.12 The system will automatically create a “Printer Friendly” (i.e. HTML) version of the page (note: users will click a printer icon to view the printer-friendly page) <yes>
2.12 Wide Pages –  <yes>
2.12.1 User creates optional descriptive text 
2.12.2 User creates table using standard tools/formatting for creating rows and columns – system will enforce style and accessibility guides for fonts and colors

2.12.3 User has ability to upload or link to document files within the table

2.12.4 System will automatically create a “Printer Friendly” version of the final page


2.13 News Release Pages – <yes> 

2.13.1 User browses their desktop or a network server to select a file (Word) <no>
2.13.2 System automatically converts the source file to HTML <no>
2.13.3 System automatically extracts the title, contact and date of the press release if that information exists in the metadata for that file

2.13.4 System prompts the user to contribute up to six related links <no>
2.13.4.1 User searches the repository for related content

2.13.4.2 User has the option to browse for and upload a related file from their desktop or a network server 

2.13.5 The system automatically populates the right-column links based on the associated sub-topic 

2.13.6 User has the ability to preview the new page in a WYSIWYG environment 
2.13.7 User has the ability to go back and modify or delete the center column content

2.13.8 User has the ability to save the page as a draft

2.13.9 User has the ability to submit the page to a workflow


3.0 Editing an existing Detail Page or Wide Page <yes>
3.1 User is authenticated into the system

3.2 User views a matrix with all available sections and pages based on their permissions

3.3 User drills down to the page to be edited

3.4 System “checks out” the page to the user and prevents other users from accessing this page <yes but behind the scene>
3.5 User opens the page and has the ability to change the page title, page description, key words, audience, text, image and links

3.6 User has the ability to spell check text

3.7 User has the ability to preview changes in a WYSIWYG format

3.8 User has the ability to save changes as a draft

3.9 User has the ability to submit changes to a workflow <not yet>
3.10 User has the ability to “roll back” to a previous version of a page (i.e. the center column content) <not directly>


4.0 Editing/Modifying a Main Page – this task can be completed only by the NRCS Web Manager, Section Web Managers and designated Editors. The main page template is used on all Subject, sub-topic, and Programs pages. <yes> called overview in Portal
4.1 User is authenticated into the system

4.2 User views a menu page with available tasks based on their permissions

4.3 User selects “Editing/Modify a Page”

4.4 User views a matrix with all available sections and pages based on their permissions

4.5 User selects the main page to be edited

4.6 User has the ability to edit/modify the introductory text for the main page

4.7 User has the ability to change the primary image on the main page by uploading a new image or searching the repository for an image file – system will control the display size of the image to meet style guides

4.8 User has the ability to create up to five “I want to” links by entering test and then selecting the appropriate detail page link

4.9 User has the ability to create up to four Spotlights for the main page

4.9.1 User searches the repository to view all related content 

4.9.2 User selects up to four web pages to spotlight on the main page

4.9.3 System aggregates the page title, page description and associated image to display in the Spotlight area on the main page

4.9.4 User has the ability to change the order of the Spotlights

4.10 User has the ability to create up to twenty-five feature links in the center column of a main page. <no> but can be done manually through right column
4.10.1 User searches the repository to view all related content

4.10.2 User selects up to twenty-five web pages to list under the “Features’ banner on the main page

4.10.3 System aggregates the page title, page description and URL. The title appears under “Features” as a text link.

4.10.4 User has the ability to change the order of the Feature links

4.11 User has the ability to create “I Want To…” links for the main page <yes>
4.11.1 User creates up to five text links to include on the main page

4.11.2 User searches the repository to select the URL of the corresponding page and creates a link to that page

4.12 User has the ability to select Banner Ads to appear on the main page <yes, but a single banner for the entire site>
4.12.1 User is able to browse and preview available ads

4.12.2 User selects up to three ads

4.12.3 System inserts the ads with link to corresponding page

4.13 User has the ability to designate which links appear in the “Related Topics” on this page <yes, but with limited functionality, there is no automated linking, but the referencing can be done by manual effort>
4.13.1 User is able to view all related page titles/links under each related content type: Programs, Publications & Documents, Tools & Data, “See Also” links and Related News

4.13.2 User is able to designate the first three links to appear under each content type by placing a check next to the page title

4.13.3 If no pages are selected, the default display will be the three most recent entries

4.13.4 If there are fewer than three related content types in the system (e.g. there are no related Tools & Data for a particular Subject) then the system will collapse the “Related Topics” box accordingly (e.g. the Tools & Data would not appear)

4.13.5 User has the ability to report or flag a link that is misidentified

4.14 User has the ability to preview changes to a main page in a WYSIWYG interface <yes>
4.15 User has the ability to view/modify the metadata attributes for the main page <yes>
4.16 User has the ability to save edits as a draft copy <yes>
4.17 User has the ability to spell check text created for this page <yes>
4.18 User has the ability to roll back to a previous version of the main page <not right now>
4.19 User has the ability to submit changes to the main page to a workflow <no>


5.0 Contributing Word, PDF and Image Files <yes>
5.1 User is authenticated into the system

5.2 User views a menu screen with links to available tasks (based on the users’ permissions)

5.3 User selects “Upload a file” from the task menu

5.4 User is able to browse their desktop or network server to locate and upload a file

5.5 System automatically captures the file type (i.e., Word, PDF or JPG)

5.6 System automatically captures an existing title or prompts the user to create a title for the file

5.7 System prompts user to create a description for the file

5.8 System prompts user to identify the audience(s) for the file using a controlled vocabulary <no>
5.9 System prompts user to identify the related Subjects and Sub-topics for the file using a controlled vocabulary <yes>
5.10 System prompts user to identify optional keywords for the file using a controlled vocabulary <?>
5.11 System automatically captures the Author and File Creation information based on the user’s authentication

5.12 User has the option of submitting files to a workflow <not in FS portal, but the capability exists>
5.13 User has the option of converting Word and PDF files to HTML <no>
5.13.1 System prompts the user to select a center column template for the text (e.g. General Detail Page or Wide Page)

5.13.2 System would then follow the process for creating a new detail page


6.0 Batch Migration from Existing Source Files (Word, HTML, PDF, or JPG) <not automated but can be done manually by technical administrator>
6.1 User is authenticated into the system

6.2 User views a menu page with available tasks based on their permissions

6.3 User selects the option to “Upload Multiple Files”

6.3.1 System prompts the user to locate files

6.3.2 User has the ability to browse for a directory file on their desktop or shared server

6.3.3 User has the ability to select multiple Word, HTML, PDF or JPG files and click the upload or “check-in” link

6.3.4 System copies all files into the repository

6.4 System automatically captures the file type (i.e., Word, PDF or JPG)

6.5 System automatically captures an existing title or prompts the user to create a title for each file

6.6 System prompts user to create a description for each file

6.7 System prompts user to identify the audience(s) for each file using a controlled vocabulary

6.8 System prompts user to identify the related Subjects and Sub-topics for each file using a controlled vocabulary

6.9 System prompts user to identify optional keywords for each file using a controlled vocabulary

6.10 System automatically captures the Author and File Creation information based on the user’s authentication

6.11 User has the option of submitting the files to a workflow

6.12 User has the option of converting Word and PDF files to HTML

6.12.1 System prompts the user to select a center column template for the text (e.g. General Detail Page or Wide Page)

6.12.2 System would then follow the process for creating a new detail page 


7.0 Editing/Modifying the NRCS Homepage – to be performed by the NRCS Site Manager (note: there can be more than one Site Manager in the system) <yes, but most of it is done in pieces and through different components>
7.1 User is authenticated into the system

7.2 User views a menu screen with available tasks based on permissions

7.3 User selects “Edit/Modify NRCS Homepage Content”

7.4 User has the ability to change the primary image on the page by uploading a new image or searching the repository for an image file – system will control the display size of the image to meet style guides

7.5 User has the ability to create up to five “I want to” links by entering test and then selecting the appropriate detail page link from within the repository

7.6 User has the ability to create up to four Spotlights for the homepage

7.6.1 User searches the repository to view all related content 

7.6.2 User selects up to four NRCS web pages to spotlight on the homepage

7.6.3 System aggregates the page title, page description and associated image to display in the Spotlight area on the homepage

7.6.4 User has the ability to change the order of the Spotlights

7.7 User has the ability to create “I Want To…” links for the homepage

7.7.1 User creates up to five text links to include on the homepage

7.7.2 User searches the repository to select the URL of the corresponding page and creates a link to that page

7.8 User has the ability to select Banner Ads to appear on the homepage

7.8.1 User is able to browse and preview available ads

7.8.2 User selects up to three ads

7.8.3 System inserts the ads with link to corresponding page


8.0 Assigning or Modifying Workflows – the responsibilities of assigning content workflows will vary based on the content type. The system must support the ability to create ad-hoc workflows or modify generic workflows to accommodate the need to add or remove steps in the workflow process. This function can be completed by the NRCS Web Manager or Section Web Manager under direction of NRCS Leadership. <no>
8.1 User is authenticated into the system

8.2 User views a menu with available tasks and selects “Manage Workflows”

8.3 User views a matrix of available workflows

8.4 User selects a workflow (e.g., Soil Quality Workflow)

8.5 User views all steps and users/permissions for the workflow

8.6 User has the ability to add editorial or review steps to an existing workflow

8.7 User has the ability to assign (i.e. grant permission) to other users for each step of the workflow


9.0 Creating a New Sub-topic or Subject – this task can only be performed by the System Administrator under direction of the NRCS Web Manager and Leadership. <yes>
9.1 User is authenticated into the system

9.2 User views a menu with available tasks and selects “Create a New Section”

9.3 System prompts the user to classify the section as a new Subject or as a new Sub-topic for an existing Subject

9.4 User updates template with new Subject and Sub-topic navigation (Note: details of this process is TBD pending input by ITC)


10.0 Creating a New Banner Ad – this function may be performed by a Web Graphic Designer, NRCS Web Manager or Web Section Manager  <yes>
10.1 User is authenticated into the system

10.2 User views a menu with available tasks and selects “Create a New Banner Ad”

10.3 User may search the repository for a Banner Ad graphic file or upload a file from their desktop or network server

10.4 System prompts user to create a title for the Banner Ad

10.5 System prompts user to link the Banner Ad to a corresponding page on the NRCS web site – user has the ability to browse the repository and select a page title

10.6 System prompts the user to identify related Subjects, sub-topics and audiences using a controlled vocabulary

10.7 User has the ability to submit the Banner Ad to a workflow


11.0 Publishing Content – based on the workflow, only authorized users will be able to publish content to the production server. Approved pages will be published in real time (i.e. site is refreshed within the hour) unless otherwise indicated by the user. The process described below assumes the appropriate workflow has been completed (see Workflow section for individual workflows).<publish capability exist, minus the workflow>
11.1 User clicks “publish” link

11.2 System prompts user to set the publish date/time. 

11.2.1 The default date/time will always be set to “right now” for immediate publishing.

11.2.2 User has the option of setting a publish date/time in the future

11.3 System aggregates content into the appropriate page template

11.4 System pushes the new or updated page to the production server

11.5 System generates a URL and breadcrumb for the page

11.6 System updates the page status for reporting purposes


12.0 Archiving General Content – this describes the process for setting and managing the freshness of most content types. The exception is Newsroom content, which has an automatic archiving process described below.<can be initiated with support from ESS>
12.1 During content creation users have the option of setting an expiration date (the default is six months from creation date)

12.2 Two-weeks prior to expiration, the system will send an automatic e-mail alert to the Content Contributor <no>


12.3 Contributor clicks on a link to preview the page in a WYSIWYG environment


12.4 System prompts user to either refresh or remove the page <feature not available today>
12.4.1 Page Refresh – user re-sets the expiration deadline for the page

12.4.2 Remove – user pulls the page from the production server. All links to that page are updated and the page is no longer available to the public

12.4.2.1 Owners of pages that link to the removed page receive an alert notifying them of the expired link

12.4.3 Pages that are removed from the public site remain available in the CMS repository


12.5 Expired pages may be re-instated at a later date <yes>
12.5.1 User may search the repository for Archived content

12.5.2 User may preview the archived page and make any edits

12.5.3 User may submit the page for a workflow

12.5.4 User may publish the page with a new expiration date 


13.0 Archiving Newsroom Content– because of the volume and timeliness of News Releases, Transcriptions/Speeches and Audio/Video Files, these content types will have an automated archiving process. <same as 12>
13.1 The main newsroom page will always display the seven most current news releases as described on the page template.

13.1.1 Current news releases can also be automatically grouped by subject, state by language or by release date.


13.2 Releases that are more than 90 days old are automatically moved to the Newsroom Archive 

13.2.1 The online archive is categorized by year and month with the most recent dates appearing first. 


13.3 The system will maintain up to three years of archived newsroom content available on the public site.

13.3.1 Older materials will be available in the CMS repository and available to NRCS CMS users

13.3.2 Older materials will also be automatically maintained as official NRCS web records


14.0 Viewing Reports – the ability to view reports is a valuable management tool. Reports enable users to view the status of content in the repository. They also allow managers to view the activity of system users. <yes, but limited to check out item or workflow items.>
14.1 All system users have the ability to view status of their content

14.1.1 Ability to view status of all content created by that user (i.e., “draft”, “live,” “pending” or “archived”)

14.1.2 Ability to view the history of all content created by that user (i.e. all previous versions of that content as well as comments from viewers)


14.2 All Section Managers and the NRCS Web Manager have the ability to view workflow reports <no>
14.2.1 Ability to view workflow assignments/status for users (i.e. open tasks)

14.2.2 Ability to view workflow history for content (i.e. view reviewer comments and workflow timeline)

14.2.3 Ability to view publish dates and times for pages within each section



15.0 Modifying Right hand links on About NRCS and Newsroom pages – on occasion the NRCS Web Manager or the section manager for each of these sections may need to add or change links in the right hand side. <Yes, but some as part of Navgation, and some as part of right hand quick links, I want to etc
15.1 User is authenticated into the system

15.2 User views a menu of options and selects “Change/Modify Right Hand Navigation”

15.3 System prompts user to Add, Modify or Delete a link in the right hand side

15.3.1 To Add a link system prompts the user to designate placement of the new link in the hierarchy. User must then create a page to associate with that link.

15.3.2 To Change a link – system will prompt the user to select the link and change the text. System will automatically update links to associated pages

15.3.3 To Delete a link – system will prompt the user with a notice regarding the removal of associated pages from the public site. Should user accept the change, the link and all associated pages will be removed from the public site, but remain in the content repository.


16.0 Digital Asset Management <Image gallery exist,but not a true DAM>
16.1 Users will have the ability to upload image, video and audio files to the repository

16.1.1 Users may browse their desktop or a shared server for a digital asset

16.1.2 System automatically captures metadata attributes for the file (i.e. file type, size, creator)

16.1.3 System prompts user to add additional metadata based on controlled vocabularies (i.e. title, subject)

16.2 Users have the ability to browse and search the repository for digital assets

16.2.1 Users can search/browse based on metadata attributes

16.2.2 Users can view a thumbnail image of image assets

16.2.3 Users can view information about the image asset such as usage status and history of the file

16.3 Users have the ability to create links to digital assets


Workflows <simple step workflow capability exists but not turned on at the moment> 
A workflow is a system for routing web content through its lifecycle from creation to archiving. Depending on the content type, the workflow can rang from a basic two-step process to a multi-tiered collaboration. The majority of NRCS web content falls in the mid-range of workflow complexity with at least one review step between content creation and publishing.


The following pages describe the generic workflows required for NRCS web content. The individual roles identified in each workflow will be assigned by the NRCS Web Manager or the individual Web Section Managers (refer to Content Management Requirements section 8.0)

1.0 Direct Publish – in this workflow, the Content Creator is the only person that needs to edit or review the content before it is published to the site. For this workflow the author has the authority to publish content directly to the web site. The Direct Publish workflow applies to the following content types: 
1.1 Press release – press releases have a standard workflow/approval process that is external to the web content publishing process. The system therefore does not repeat that review/approval process.

1.2 Documents and Publications – official PDF files that have been previously approved outside of the CMS

1.3 Rules and Regulations – official NRCS policies and standards that have been previously approved outside of the CMS
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2.0 Single Author and Reviewer – this will be the most common workflow for creating content on the site. Content Contributors will create content within the system then submit it for editorial review/approval prior to going live. This workflow applies to the following content types:


2.1 Sub-topic Detail Pages – pages will be reviewed by the Web Section Manager for that sub-topic to ensure consistency with editorial standards prior to publishing. This includes all Browse by Subject detail pages as well as the About NRCS pages.
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3.0 Single Author with Sequential Review – in some cases new pages need to be elevated to a higher authority for final review before publishing to the web site. These pages are “high visibility” pages meaning they will receive significant attention once published. They include:

3.1 Program Main Pages – programs content receive a great deal of traffic and the information on these pages is subject to audit Therefore the pages require a review by senior management within the Programs Deputy Area prior to publishing.

3.2 Sub-topic Main Pages – because of the relative high visibility of these pages, they will be reviewed and approved by the overall Web Section Editor for the subject area (e.g. the Soil Quality main page will be reviewed by the Soils Web Section Editor).

3.3 Subject Main Pages – because of the high visibility of these pages, they will be reviewed and approved by Leadership in the appropriate Deputy Area prior to publishing.
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4.0 Single Author with Parallel Review – pages that feature cross-functional content will need to be reviewed by more than one Deputy Area. This workflow incorporates the following page types:

4.1 NRCS Homepage – the NRCS Web Manager aggregates and edits content on the NRCS homepage. Changes to the page are then reviewed by Leadership in LPAD and any required Deputy Areas. 

4.2 Browse by Audience Pages – the Web Editor for the page submits it for review to Web Section Editors to ensure appropriate links and context are represented.

4.3 Spanish-language Pages – the Web Editor for the Spanish-language pages submit content for review by Web Section Editors as a courtesy review prior to publishing. 
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5.0 Multiple Authors with Single Editor – in some instances there are contributors across the organization who add text and image files to the repository as source files. It is then up to an editor to review and aggregate content into a page for publishing to the web site. Examples of these content types include:

5.1 Image Files – graphic files that an editor may use to add photos to a page or create a banner ad.

5.2 Data Files – tables and charts that an editor may incorporate as content on a web page with editorial context

5.3 Related Documents – PDF files like reports and fact sheets that may be used by an editor to create content for a web page or link to a page.
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6.0 Editor Assigns Content Tasks – in some instances an editor may pro-actively task a Contributor with content development. This workflow is triggered in the system when a Web Editor, Web Section Manager or the NRCS Web Manager creates an assignment. The assignment is then available to track in the workflow report.
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7.0 Content Archiving – this workflow relates to the archiving process described in section 12.0 of the Content Management Requirements. It is the process used to ensure that all content is actively reviewed and maintained. With the exception of Newsroom content (described in section 13.0 of the Content Management Requirements) the archiving process requires a review by the content owner before it is removed from the site. Content owners have the option to re-set the expiration date keeping the content available ‘as is’ or making updates to the content, which then triggers the appropriate workflow based on that content type.

Once content is removed from the site it remains in the web content repository where it can be accessed for future use.
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