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[bookmark: getting_started]Section 1 – Getting Started
[bookmark: _Section_1.A_–]1.1 – Welcome to the Arkansas Judiciary Website

Our goal is to make your experience with the website as simple as possible. If you have any questions beyond the scope of this document or would like to provide additional feedback, please feel free to call or email a member of the web team.
	Name
	Position
	Office
	Mobile
	Home

	Curtis Weeks
	Web Coordinator
	501-410-1965 
	501-889-8479
	501-432-1251

	Stephanie Harris
	Communications Counsel
	501-370-2004
	501-920-9167
	



Important: To report a service impacting issue (e.g. the website is unreachable or defaced) please refer to the support requests section of this document.
1.2 – Authentication

Visit the login page directly at https://courts.arkansas.gov/user or use the Login link (1) located at the bottom of each page.
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[bookmark: content_management]Section 2 – Content Management
2.1 – User Interface

2.1.1 – User Menu
After authentication, users will be presented with an additional menu (2) that provides links to useful information and common tasks.
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Figure 2
2.1.2 – User dashboard
The Dashboard (3) provides access to content specific to its owner, such as the ability to review and edit content, manage the approval process and other custom features.
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2.2 – Adding content

Adding content can be accomplished by selecting the Add content link in the user menu. A basic page will have a Title (displayed at the top of the page) and a Body (text, images, tables, etc) that can be entered using an editor (4). A piece of content can also have attachments (e.g. PDFs) and be associated with a group (e.g. Juvenile Division) for administrative purposes.
[image: ]Figure 4
Different types of content may require additional fields, for example a meeting or event on the calendar would need a start and end date, location and time.
Types of content currently available to users may include:
	Album
	Annual report
	AOC staff member
	Attorney

	Basic page
	Book page
	Certified mediator
	Circuit judge

	Committee
	County court staff
	Court of appeals judge
	Court of appeals staff

	Court rule
	District court staff
	Domestic violence shelter
	Embedded video

	FAQ
	File list
	Flash video
	Formatted files

	Job opening
	Managing public defender
	Meetings and events
	News

	Prosecuting attorney
	Supreme court justice
	Supreme court staff
	Webform


2.3 – Editing content

There are several options available for editing content. A user can locate and edit content using the Dashboard or Find content link in the user menu or by visiting the page they would like to edit as an authenticated user and selecting the edit tab. To minimize complexity, some sections of content may not be editable unless requested specifically.
[bookmark: approval_process]Section 3 – Approval process
When a user saves a piece of content it does not become immediately available to the general public. This section explains various pieces that make up the approval process workflow.


3.1 – Contributors
Contributors are users with permission to create and edit content assigned to their group. Revisions and newly created content can be stored as a draft and submitted for review by a moderator. Submitting content for review will send an e-mail to appropriate parties.
3.2 – Moderators
Moderators share the same permissions as contributors. Moderators are also responsible for approving (or rejecting) new content and revisions for their assigned group(s).
3.3 – Administrators
An administrator will review content for technical accuracy, ensuring that URL path aliases, image compression, menu items, sitemap entries and other “behind the scenes” aspects are provisioned correctly before the content is made public.



[bookmark: email_notification]Section 4 – Email Notifications
Information about this feature will be added as it becomes available. Currently email notifications can be sent by the web coordinator but we plan to develop a user interface that exposes tools for users to send, schedule, and retrieve subscriber lists, etc.
[bookmark: web_forms]Section 5 – Web forms
Many groups have expressed an interest in collecting form data over the website. While this functionality is currently available, it is currently only used for the website contact form. Information about web forms and retrieving their results will be added here in the future.
[bookmark: support_requests]Section 6 – Support requests
The correct way to request assistance with the web site is to place a request in AtTask. This ensures that changes are documented and that the involved parties can account for time spent.
To place a request in AtTask, use the request type “Arkansas Judiciary Website Support”.
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