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PROJECT DESCRIPTION

This document includes responses to frequently asked questions on the wing website project
received by the MAC team. Additional questions may be sent to: capwebsites@capnhg.gov.

GENERAL FAQ

Information on the new wing donation module on the wing websites can be found here.

. Are wings/squadrons required to convert to the new template?

o

>

MAC recommends that standalone squadron/unit websites can be eliminated, as some wings have
already done, at the discretion of the wing PAO and with the concurrence of the wing CC, since
each squadron/unit will be represented on the wing website. Having a unified web presence as
One CAP is critical for our digital footprint. It's also a key piece in modernizing the brand as a
dynamic 21%t century organization, which is needed to align CAP as a Total Force partner for the
future. And it ensures that we mitigate risks to network security. Wing commanders, PAOs, and
ITOs were briefed on the wing website unification project in early September. These changes are
part of a multiyear web strategy that CAP's Board of Governors directed MAC to implement. The
overall web strategy has been reviewed and approved by CSAG and is supported by the Command
Council.

. Will anything happen to region websites?

o

>

Updates to region websites will be a separate project that will run parallel to the wing
website project. More details will be shared with the region commanders and region
directors of public affairs at a later date.

Can | keep my existing standalone squadron websites?

©

>

MAC recommends that with the new wing website design, with a page (or a few child
pages if needed) for each squadron, wings really do not need separate, standalone
websites for each squadron any longer. The content here is duplicative of what's in the
wing website template. Also, wings would then need to ensure multiple websites are
maintained and updated, with nearly the same content.

No new standalone squadron websites are authorized after Sept. 7, 2023 (communicated
during an update meeting with wing CCs and PAOs). Existing squadron/unit websites may
remain only if they are hosted on Global Reach, include all brand-compliant enhanced
content imported from MAC's resource library, and are updated and maintained. Any
standalone squadron site not hosted on Global Reach with approved content will be
deactivated once the parent wing's updated website goes live.
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That said, we will allow wing public affairs officers, with concurrence of their wing
commanders, to decide whether to keep existing standalone squadron websites. You'll be
required to migrate each one to the new SiteViz template as well. Any standalone
squadron websites that remain must have the same navigation and required content as
the wing website.

The new wing website must be live before any pre-existing, standalone squadron sites are live.
And, all standalone squadron websites within the wing must go live all at the same time. Any
standalone SiteViz squadron websites that have not been updated with the template have no
more than 6-months after the new wing website is live to complete the migration or it will be
deactivated.

Q. Is an activity calendar required? If so, how do | create a calendar in SiteViz

A. As per CAPR 60-1, “Units will maintain a web-based calendar listing all cadet events the unit
plans to host or participate in during the coming year, updating the calendar throughout the
year as necessary. At a minimum, all special events (except events that are small in scope and
involve only a small portion of the unit) should be announced at least two weeks in advance to
allow families time to plan accordingly.”

At the wing PAQ’s discretion, the wing calendar may be added as a link on the About page
under the links that are included in the new template. These calendars should not include
internal activities to the wing such as aircraft maintenance, subordinate unit inspections,
compliance inspections, pilot clinics, logistic and supply, ES trainings, staff meetings, etc.
Public viewable calendars on the wing website will only contain entries pertaining to the
public and to cadets.

Squadron calendars may be added as a link in the left-hand navigation under the squadron
landing page. SiteViz has an in-depth help manual for the Events module in the admin site.
You'll need to select Events and then the Need Help link to access it. Units may also use a
Google, Microsoft Office, Teams, or some such online calendar that can be shared with
parents and members. Public viewable calendars for squadrons placed on squadron or wing
websites will only contain entries pertaining to the public and to cadets.

Q. Can | promote my activity calendar in one of the six “container boxes” on the homepage?

A. MAC recommends that you include this as a link at the end of the links on the About page. See the
OKWG model site for examples.

Q. How do | embed a Google Calendar that auto adjusts for desktop and mobile?

A. You can refer to this tutorial on embedding Google Calendar into SiteViz:
SiteViz Tutorial 2 - Google Calendar Walkthrough
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Q. Howdo | embed a Google Map to showcase all the squadrons/units in my wing?

A. You can refer to this tutorial on embedding Google maps into SiteViz:
SiteViz Tutorial 1- Interactive MAP walkthrough

Q. lunderstand about consolidating everything at the wing level, but what do | do with
the photo galleries I'm currently updating on my squadron website? Those are
important to my members and their families.

A. Your photo galleries ideally would be housed in some sort of password-protected or
limited-access setting. This could be a private Facebook group to which you admit
members of the squadron and their families. It could also be a Google Drive folder with
limited access.

Q. I have several squadron pages to build on my new wing website. Are there any shortcuts?

A. See the updated OKWG website, the top section of the squadron page is unique to the squadron.
Below that is identical content that can be copied and then pasted into each squadron page via the
source code, recreating graphic placements, table setups, video links, etc. This method eliminates
the need to build multiple individual pages, saving time. These pages serve as recruitment pages
for the squadrons. Each squadron has a redirect in SiteViz that they can use that is short, in this
example; okwg.cap.gov/jenks. This is the perfect short name for business cards, etc.

Q. Are there any wings that have completed their work and you could share as an example.

A. Yes, the OKWG wing website has been updated using the new wing template, and they do not
have any standalone squadron sites.

Q. What types of member information should I include in the new wing website?

A. The primary target audience for the websites is external. Much, if not all, of information for
members, including encampment information, wing conferences, unit reports, etc. is for internal
audiences. The wing website is for external audiences, extended details beyond dates, locations, and
brief descriptions for activities should be placed in a password-protected platform such as OneDrive,
SharePoint, Google Drive, etc., where this information is saved and accessible by members.

Also, the wing PAO may choose to include information about the wing's command team, or limit this
to the wing commander. In any case, use a child page under the Wings and Squadrons page that’s
included in the template. We recommend that a photo and short bio of your wing commander should
suffice. Do not add the bio as a file to download.

If the wing includes other members of the wing command team, list only their name, rank, and CAP
contact information —and do not include a bio. This should be placed directly under your wing
commander’s information, i.e. all on the same page.
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Q. Can | create a password-protected area in SiteViz?

A. Not as this time. This authentication process would be challenging in this context, as our
current instance of SiteViz does not have a solution for controlling access to member-
specific information.

Q. Where do | put information about my wing conference and encampment?

A. Encampments. The encampment page should be added as a new child page under the Cadet
Programs page (which is accessed via the Programs link in the top-level navigation) for general details
about your encampment. This is a public page used to drive recruitment for the cadet program. It
should only include high-level details.

The main purpose of a CAP website is external information for the public. Since this activity is for CAP
members, most of the details, registration directions, costs, forms, etc. should be placed in a password-
protected platform such as OneDrive, SharePoint, Google Drive, etc., where this information is saved
and accessible by members. These are not details that should be available to the general public. If you
have more than one encampment during the year, i.e. Summer and Winter, then all encampment
information should be on this one page.

In addition to the general encampment page, you may create an article about your encampment and
place it in your wing news page annually. You can link to this news page from your general
encampment page. This would be where you could post your daily updates for a specific year’s event
for parents. Things to include on this news page would be a gallery link to photos.cap.gov, daily activity
updates, etc. Things to not include are internal registration forms, permission slips, etc.

See the Oklahoma Wing Encampment page as an example. You may also consider using one of the six
container boxes on the wing homepage as another place to promote it.

Wing Conference. Since this activity is for CAP members, the details, registration, costs, etc. should be
placed in a password-protected platform such as OneDrive, SharePoint, Google Drive, etc., where this
information is saved and accessible by members. There should not be a separate page created on the
wing website for wing conferences. If wings fFeel it's important to have access to this information via
the wing website, you can use one of the six container boxes on the homepage. This should link to a
password-protected platform such as OneDrive, SharePoint, Google Drive, etc., where this information
is saved and accessible by members.

Q. Can I change the order of the left navigation links on the pages in the template?

A. The order of these links should remain the same as on the template. If needed, you can place
additional copy on the page under the base copy in the template, or add a child page under them,
wherever possible, try to limit the number of new child pages that you add.
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Q. Can our wing website include our Groups?

A. Yes, if the wing has a group structure, this can be incorporated into the left navigation on the Locations
page. Itis not required, but optional, See the example below from a working draft of the CAWG site

Main Locations page:

- Groups must be labeled by geographic area or other description, not just a group number. If you
include a group number, it must come after the group name.

- Onthe main locations page, consider including a map that illustrates the boundaries where each
group is located in the state.

- The Group listing in the left navigation should link to a new group page that includes a map of all the
squadrons in the group.

- Indent the individual squadrons in the left navigation as child pages under the Group Name, If you
include charter numbers, they must come after the squadron name

ABOUT NEWS JOIN CAP

HOME / LOCATIONS

LOCATIONS
LOCATIONS

Los Angeles (Group 1)

Van Nuys (Sq. 3)
El Monte (Sq. 21)
Pacoima (Sq. 35)
Santa Monica (Sq. 51)

La Verne (Sq. 64)

Torrence (Sq. 107)
California Wing is a Wing of Pacific Region o
Van Nuys (Sq. 128) of the Golden State of California, comprising

waterways, and 40 million people.

o
NY =
:/E o
(S

Te L1
orrance(>q:129) Our squadrons consist of adult members 18

types of Squadrons, Senior, Composite, and Cadet, contribute

Pacoima (Sq. 137, S
4:137) Program, and Emergency Services. To learn more about our p

Bell (Sq. 138) As background on our echelons, a senior squadron is open on
but must have three adult members. A composite squadron i
San Francisco Bay (Group 2) a squadron and may have a charter or be part of a squadron./
wing is a state, commonwealth, or district headquarters. Ther
Palo Alto (Sq. 10) Columbia. CAP’s eight regions are composed of several wings
IT FAQ

Q. Can the wing commander or wing PAO restrict admin access to certain areas of the
website?

A. At this time, CAP IT does not provision (i.e. provide) access to certain areas of the website.
In the past, you could limit admin access to squadron sites to certain individuals, while
others could have access to only the wing website. For the new wing websites, admin
access is granted to access both the wing website and any squadron pages under the new
top-level Locations link. This supports the change to a wing model for websites, with the
wing PAO/Marketing director managing the content on the website.



Q. What specific member does a squadron commander identify as the member who
needs to understand these details?

A. The answer to this jumps ahead to implementation of the pending new regulation for the
Marketing and Communications program, which will replace the existing Public Affairs
program. Right now, it's fairly clear. The PAQ is responsible for content and IT is
responsible for infrastructure. With centralized wing Marketing and Communications
teams, there will no longer be PAOs in the squadrons. There is a public relations liaison
position that could be tasked with this responsibility. But again, we strongly recommend
that squadrons not continue to maintain individual websites.

Q. Should our squadron name or URL include our charter number?

A. We recommend that your all units use their name rather than a charter number in their
name (in eServices), for example, acme.cap.gov. Our primary focus of these websites is
external audiences and charter numbers won't make sense to them. If you wish to change

the name of your unit in eServices, send a request to the capwebsites@capnhg.gov email
address.

Q. Can we remove the related links on the right side of many pages in the content
libraries?

A. Allthe content included from the content libraries, including links along the right side of
the page, is curated/managed by MAC. These should remain as they are in the template.

Q. I made a change to my website, but nothing changes on the screen. Did | make a mistake?

A. Thisis aresult of the website being cached for optimal performance. The cache automatically
clears every five minutes, but you can expedite the process by pressing CTRL + F5 to refresh the
page and clear the cache. Then your change should appear.

Q. Under the Website Content Boxes, it has the old content boxes as well as the new ones. |
cannot delete the old ones because it shows they are still active.

A. You may notice that some content boxes cannot be deleted. That is because they are in use, either
on your current site or the new template site. Once your template site has been made live and

your current site has been deleted, you will be able to delete any content boxes that are no longer
in use.
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Q. What is the Google Analytics (GA) measurement ID that | enter in SiteViz to make
sure tracking is set up on my wing website?

A. Below areinstructions on finding and inserting your measurement ID:

Organizations
MAC Resource Library » Edit Website

t_I_?

General Website Users

~ General

“ Name:

Admin Email:

Window Title Postfix:

* Website Template:

MAC Resource Library

MAC Resource Library

“ Enabled: | Yes v
“ News Enabled: | Yes v
~ Domains
* Domain: | mac-resource-library.cap. gov (O Primary g
* Domain: | mac-resource-library.cap.gov.production.pre | @ Primary .J
Note: Please make sure the primary domain's DNS has been setup correctly before making any changes.
Add Domain
= Tracking

~

Google Analytics Account:

~ Google Analytics

UACOO00COEY

Google Analytics Measurement ID:

Click Admin.

Click the data stream.

Vo N hAWN =

Sign into your Google Analytics account.

At the top of the Property column, select your property.
In the Property column, click Data streams.

Find the measurement ID in the first row of the stream details.
Copy the measurement ID.

Log in to your SiteViz admin site.
Paste the measurement ID here in the website tab of your organization editor

TRAINING RESOURCES FAQ

. Howdo | get a member of my wing trained on SiteViz?

General training materials are on the CAP Websites page on GoCivilAirPatrol.com. A new

training video about how to use the new wing website template has been added to this
page, along with a recording of the Update meeting held Sept. 7, 2023. There also are
volunteer members of the HQ MAC staff who can help answer basic questions if you get
stuck while updating your website. Send your questions to capwebsites@capnhqg.gov.
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MAC REVIEW AND APPROVAL PROCESS FAQ

Q.

A.

Regarding approval of changes, where we will need to submit our new wing website
layout For approval before our wing website is live?

Once changes are completed in SiteViz, wings should email the MAC team at
capwebsites@capnhg.gov. We will review the site and provide any required and/or
recommended changes, if needed. Also, if your wing chooses to keep past squadron
websites active, they will need to be updated with the new template before starting the
review process. Since this is duplicative content, we recommend deactivating these old
squadron websites and using the new squadron page on the wing website. Once any MAC-
requested changes have been made, the MAC team will review your website and then
push it into production.

Any “private” sites will no longer be allowed, correct? They must be SiteViz? If so, will
the compliance date wait until the wing goes live with its SiteViz site?

All sites currently hosted privately (e.g., with GoDaddy, HostGator, etc.) should be

converted to the new SiteViz template and hosted with Global Reach. Any sites that were
previously hosted privately should be deactivated. All Public Affairs compliance items are
currently on hold pending publication of CAPR 150-1, Marketing and Communications
Program. See the CI/SUI waiver memo here.
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