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Web CMS: Area Creation Checklist


	Area Creation Checklist 


	Review Information

	Project Name: WebCMS: 
Area Creation for ____ area
	Contact /  Manager:


	Date:


	


	Prerequisites

	(
	

	(
	Name and login ID of folder /area administrator.

	(
	Request to set up new area in the Web CMS repository has been completed

	(
	The create area batch file (CreateArea.bat) has been updated with the username, password, and area name by the WebCMS Administrator.

	(
	The path to the Documentum folder is set to the correct location.


	Step
	Completed

 FORMCHECKBOX 

	Comments

	Set-up

	· Create a folder for the new area
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

	Completed by NCC Admin

	· Run the create area batch (createarea.bat) file, passing in the appropriate arguments for the new area
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

	Completed by NCC Admin

	· Assign the group administrator (hyper webmaster) 
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

	Completed by NCC Admin

	· Add default areanav.xml with the security alias set to the area name.
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

	Completed by NCC Admin

	Users

	· Assign the users: web developer (web master), content manager (approver), content author.  
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

	Completed by folder /area administrator

	Migration

	· Prepare files for migration to the new area by running the preparation scripts. (Code cleaning)
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

	Completed by Content Owners with Contractor Support

	· Parse the HTML files into XML files to be uploaded to the WCMS
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

	

	· Prepare CSV files with metadata properties to be assigned to the migrated files
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

	

	· Upload files (XML), categorize via CIS, and, add metadata (CSV) to WCMS using the scripts.
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

	Completed by NCC Admin

	· Review, approve and publish the web pages and content.
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 

	Completed by Content Owners. Approvers and Webmasters
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