WebCMS


Area Creation Checklist


Note: this is a sample checklist

Request to set up a new “Folder / Area” in the Web CMS repository

Use this form to request setting up a new area for WebCMS
1. Environment:

Which environment do you want the new area created in?
 FORMCHECKBOX 
 Staging (Lippizzan) 

 FORMCHECKBOX 
 Production (ecms.epa.gov)

2. Web Cabinet: /EPA
Area name:
 ”demo    ” 
Folder / Area name is always in lowercase; no special characters are allowed. Based on primary aliases.  The area name will be url on the website e.g., if the area name is “demo” then the url on the website will be http://www.epa.gov/demo
3. Area Administrator: (aka “Folder Administrator”)

Name: 
_Judy Dew______________________

LAN ID:
 __jdew____________________________
Use the table in the next page to identify additional users and their role(s).

The Area administrator will be responsible for adding and removing users to the area.
4. Comments:

__Add PAVE users to the web master group_________________________

The “area creation script”, which the system administrators execute, will:

- create a folder in the EPA web cabinet, 
- create a group with the four standard user groups, Author, Approver, Webmaster, and Folder / Area Admin, and, 
- add the Folder / Area administrator to the Area admin group
5. Fill in the table below with user names and roles
	User Name /Role (s)
	
	LAN ID

	Judy Dew
	
	jdew
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