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How to get to the Content Management Solution (you@web)

1. After logging into the Henkel NA Portal, use the navigation bar on the left side.
Click the “+” in front of the green link “Editor Profile”.

+ Our Comparny
Hos Shared Sandces

Lk (Personal Cane)

Workplace PersonalDala  Infranet

i
+
4 LW (Laundry & Horme Cang)
e
e

Welcome Robert

Enter indernal Ad]

fou are hera: kA Foral

Mo News available

+ U-A (Adhesive Global .. MNorth
Technologies) Latest news from Henkel Nor
#+ Policies & Procedures
» Web Agplications, Tools, & . el
Links | To
& Arens 3
+ HelpFaR 4 ot f00 £ Te
- Editor Profile < ra
+ Content CMS
* Mews (Headlines) o H
[+ Cnptent Tanle , o

2. Click the “Content CMS” Link

3. A new screen will open with a blue banner and the “You@Web” logo in the upper

left corner.

Hew fon Tooh (el Predes
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Finding your way around in You@Web

1. Once in You@Web, you will see a navigation on the left and one on the top. In
the middle of the page will be to links, “Collaboration” and “Portal Content”. You
will only EVER go to “Portal Content”.

Hew Sort Tools Delete Preview

» Folder Structure by Website Area

E content
Collaboration

Portal-Content
“ Folder Structure + Conterts

“ Folder Structure

7 by Status

Contert Overview

7 by Contert Type

7 Replicstion-Conflicts

2. When you click the “+”, the resulting expanding items will match the navigation
on the live Intranet.

+ Our Company

+ Hok Shared Services S Portal Contert

+ LW (Laundry & Home Cang) I & Our Company

# LK (Personal Care) I© = Hod Shared Services

+ LA (Adheshe I 3 W iLamedny & Homse Cara)
Technologies) T @ LK iPersomal Carel

+ Policies & Procedures T 3 WA ifuhesve Technologes)

+ Web Applications, Tools, & r Podicies & Procedures
Links I wah Applications, Tools, & Links

+ HelpFaG T = HelpFAQ

+ Editor Profile I @ Editor Profile

_ r Cuestions’ Comments

3. Use the “+” to drill into the content to find the page you want to edit or where you
want to add a new page. You can use the “-* to hide content levels.
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= Hoa Shared Senices

-
L r # Corporate Comnmunications
by Condgnd Tops r = Financs
Azl r [ Dnger to Cash
— r @ Purchage to Py
by Fasporaible EFeTE] r = Financial Controlling Operations
bt Ll woed Ecions) r Organization
il r Comact Information
e Wicr Ml Erves r Closing Schedule
e rd r Accounl Besponsibilin;
r CO Masier Data
LR r KE Planimin
I SN r Fo g Cureency
il . r I Er COTnpanmy
| igongl Pafrggh — Byl ey Bt

Adding new pages of content

1. Navigate down to the page / area you want to add a link to. This link will be to
the new page you want to create.

2. Check the box in front of the page you want the link added to. (E.g. by putting a
“check” in the box in front of Corporate Communications, | would be creating a
link in the Corporate Communications menu to the NEW page).

Sort Tool= Delete Preview

gnlend Sub Content Top Cortent Folder Sub Conden Folder
# Folder Struchuns by 'Websibe Area
E contert
b H Collaboration
b wﬂ+ = Portal-Contemnt
. et St DoottOl [~ o Coanpiarg
N o St T = HoA Shared Serices
» Lonterd Choarviaes L [ Corporate Communications
tex Bambard Ty r = Finance
T : r 2] v IR I}
— snlin r @ Infanmation Technalome

3. Go to the top navigation item and hover the mouse over the “New” link. A
second menu bar will appear directly below the “New” Link.

4. From this second bar, click the link “Sub Content”. This will be the only option
you will EVER use.
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Hew Sorl Tools Delete Presdiew

Top Conlend Sub Contert Top Contend Folder Swub Condent Foldear

¢ Folder Strucbors by 'Website Srea

# Collaboration

= Portal-Conient

T & Qu Compary

T = HoA Shared Sendices

¥ F Corporate Communicsions
r H Financea

r H Human Resmwces

r

H Infnrmation Technology

5. A new page will open that will allow you to add the text for the link that will
appear in the menu.

MNew Sub Content
Content Title Tere——
bontenis
Content Type | 3LeveERank_FoxPoa_1024 = |
Workflow cnownrkiiow
* Language Engish =
o [ oc
liz)

6. Click “Ok” after entering the text you want for the link.

7. Another new page will open. This page allows text to be added. This is the text
for the page. There are some standards for the look which are part of the
Intranet Style Guide and Standards. For example, each page should have a title
which is Red, 16px, and Bold. Use the format menu to control the look.

: [E] Source & |ﬂ'ﬁ': EED—@*-ﬁ'_:E—jljll@
B 7 U ax|x it |lEEG(E=E==ian
= Format | Mormal ~ | Font | arial * | Size |12px - Ig Dy
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Y - -
B Send Mai Direcd Publcalion

Portal-Contend » Hof Shared Services + Corporale Communicalions » My new page + M

Content Basics File Container Comtent Link  Wisibility Hihval

Content Data
Responsible Person:
Additional Link: |

Link to this doc: JavaScript:inlineMavigationM2PWTWMIMZI0DEAPEN]

Content Counter: |
Additional Reader: |
ie) onal Reader:

Navigation color: [Defautt Defout

| [E] Souce | =3 dh B 2IBD=E60 a3 &3
B 7 O a|= F|ISES|EERMKIEEEE|Y o]

. =] e

s || Fomat Neemal *| Forn |acisl =| Siee [12px ||| T~ -
My Mew Fage

[’B‘ This is content for rmy new page

8. When you done adding content, click the “Direct Publication” link at the top of the
page.

|:|l:'lr-r.-. \ﬂ Save :# Preview E Send Mai Direct Pulblication

Editing existing pages of content

1. Navigate down to the page / area you want to edit a link to.

2. Click the name of the page you want to edit.

Mew Sort Tools Delete Preview

» Folder Struchure by Webzile Ares

# Collaboration

= Portal-Content

T @ our Compamy

T = Hod Shared Sendces

r = Corporate Communications

r & Corporate Communication Team

licds
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3. A new screen will appear where the current “Published” page and any “Work in
Progress” pages and “Archived” pages are also listed. Click the page version

you want to edit. This is usually, the one page under “Published”. WARNING: If

there is no “Published” page, then that page is no visible to the people on

the Intranet. Only Published pages are part of the navigation.

Pgamal Comignt » Hod Shared Sendces # Corporsie Communications
Easics B Donirgl Misihility Content Folde History
| “orterss Link
Foldar Title: Corporate Commiuricaliong
Camtenl H = .
- (hu“ﬂ?‘ ILevelBlank_FCHPortal_1024
Copteeptfg |
E"‘I WFL  Title Language Visibility Authar  Responsible Editenfs) Fast modified by Delety
B published
& Comporate EN Rok Loy  Rob Loy 1032000  Dana -
GO atinns [hans Diana Wiliamgon 020645 AW Williamaon
Williamsan
= archivad
il & Corporale EN Rob Loy  Rob Loy 09252009  Hathy 7
=% Comimunication 0331227 AM Woods
& Corporate EN Rob Loy  Rob Loy 9252009  Kathy 7
Comimunications 3312 AW Wands
- & Cornnrale EH Bekilnw  Bohlaw MGG Kathy - |

Sub Content Folder “Wargion 7.0.1, 0 2006 CON

4. A new page opens and you will be able to see the content of the page at the

bottom.

8 Content Warsmn 701, @
2006 COMET

Poral-Conbend + Hol Shared Serices F Conporais Comimumications + Conporate
Comamunicatiors [EN) &

lards Contem Basics Eile Content  Visibility  Advanced — Workilow Histary
Containgr Link

Responsible Person:
Additional Link:
Link 1o this doc: Jerva Serptinkeeblwagat ion[WaTRANIS I DEAPEN)

Contost Counder:
Additlenal Reader:

Hawigation color: Crefawit

Corporate Communications

Thie Comporate Commanications team i based in Scolisdale, AZ with some of T lam members kcaled in Rocky HIl, T,
Wi ane part of e ek o7 Arnencs Srganizaion and régo b I8 Prcoslonrd, Presiden of Henks| of Amdsica. Comporate

Communicaliong works elogaly with the Henkel Busing-soes ieough #e Regional Communs atioee Council (RCC), which
FnEls On & guaneity bagls

Corporate Communications Team

Extumal Commuynicalions
Comporate BR
Wedia inquiries
Wadia moriloring
Feess migases

Cindy Damers, Vice Presidend- Corporate Commmynicaions
Scoftsdale, AZ

4B0-T54-20080

) eenall

"

(e}

5. You will have to unlock the page to edit the content. Use either “Edit”, “Reset” or
“New Version”. Use “Edit” ONLY if you are working on a page you selected from
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“Work in Progress” from step 3 above. If the change you are going to make is
minor and you will republish the page within a few minutes, use “Reset”. For
more substantial changes or when you need more than a few minutes, use “New
Version”. “New Version” will create archived copies of the page so you can go
back to previous versions if needed, “Reset” does not create version. WARNING:
When you chose to “Reset” page, the page will be unavailable on the
Intranet until “Direct Publication” of the page.

B S Mad

Content
Portal.Comtert + Hoh Shared Services » Corporate Commurscations + Acroman List + Acronym List (EN) &

Content Basics File Container Confent Link Wisihility Audvancod Winrkdlonar

6. You will now be allowed to edit the page. There are some standards for the look
which are part of the Intranet Style Guide and Standards.

cese 4E Save & Pravies

Conte Wi
Portal-Contend F Hod Shared Services  + Corporaie Communications » Corporaie Communications (EN) &
Conign Basics Filg Comtaingr Content Link Wisibility Advanced Wiorkfl ow

Contersi b0 |
Responsible Person:

Additional Link: |

Link 1o this doc: JawaScnptinlinaMevigation (W2TRANISZI DEARPEN)

Content Counter:
Additional Reader:

Navigation color: [ Detaut -

=] Souce AL EZIBD -0 0= 00 0
Bz w o= 2|1 Fu(Ezamian
A Foimiat  Mowvnsl = Fond ahal = Gipe 1Em " Tﬁ' -)_.-.

[Corporate Communications

The Comporae Commianications Sam |5 based in ScoBsdale, A2 with soma of the team members locatad in Rocky Hill, CT, ¥y
the Henkel of Amanca organizaion and report o Jef Piccolomini, President of Henkel of America. Compormabe Commumications
with the Henkel Buginasees through the Regional Commianitstione Coumncl (RO, which meets on 8 quandemy beeis

Corporate Communications Team
] I_'_m_
Cinady Demars, Vice Frsident - Corporate Communications
Ecoftsdale, AS & Exiemal Communicalions
480-T54-4090 o Coporats PR
miail o Media inguires

7. When you done editing content, click “Direct Publication” at the top of the page.

a Send Mai Direct Pulbsbcation
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8. You might be warned that there is already content published. Just click “ok”.

Adding Files to the File Container

1. Navigate to a published page.

2. Get to edit mode, either “Reset” the page or “Create a new Version”.

& Predew iy Sered Mad

Content

Portal. Comtendt » Hodl Shared Serdces » Corporate Commurscations » Acromm List + Acronym List (EN) &

Content Hasics File Container Confent Link Wisihility fubvanced Winrhdlonar

4 Cordards

:| Cloze
Content
Portal.Comtert » Hoh Shared Services » Comporate Communscations + Acromem List + Acronym List (EN) &

Content Basics Eilg Containgr Confent Link Wisihility Aubvanced Wiorkdlonar

b mdarde

4. The page will add a few additional fields at the top of the page. The content area
is still there just farther down on the screen, you might have scroll down to find it.
You will need to use the “Browse” button in the “File Container” area.

Content Basics File Container Content Link Visib

Attach File here ... Please prevent double attachment namest

| Browess..
Nl]rﬂl State Innne -
Mouseover State [rone =l
Selected State [ none =

Ful Navigation |
Images and for
Media Base Files

5. This will bring up a box that shows all the files on you local computer. You can
browse your computer like you do normally from Windows. Find the file and
select “Open’”.
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Choose file

K E

Lock i | [f Desking

=l + & ek [FE-

Files ol frpec

[raFiez )

]
=] Dpery |
Zl o |

6. When you get back to the You@Web screen, you will see the box in front of the
“Browse” button is not populated with file information you are trying to upload.
Click the Paperclip icon next to “Browse” to upload this file to the File Container.

Content

Attach File here ...

igation Ima
Hormal State

Mouseover State
Selected State
Iternative Text /

itle

For Navigation
Images and for
Media Base Files

Basics

File Container Content Link Visikh

Please prevent double attachment names

I Browese. ..
s =
fnone [

7. You can scroll to the button of the page to see all the files currently attached to
this page. You can also delete files from this area.
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hCache  Templateversion: 1.7 (06.10.2004)
=31

Mark aﬂachments for deletion

G D
- r Ii.r'rnmml ligt 6-00.doc [ A-7 Sheet.pdf

Creating Links

How to Link to Documents

1. Navigate to a published page.

2. Get to edit mode, either “Reset” the page or “Create a new Version”.

Content

Portal.Conterd + Hol Shared Services » Corporate Communscations + Acromen List + Acronym List (EN) &

Content Basics  File Container Content Link  Wisibility fubvanced Workilow

4 Cordarde

3. Upload any files (doc, pdf, xIs, ppt, etc) that you want to make accessible from
the page you are on. [see “Adding files to the file container”]

4. Type some text in the editor window that describes what the user will see when
they click the link. Avoid text like “Click here” or “More Information”. Use text like
“Travel Policy” or “Vacation Schedule for Scottsdale”.

5. Drag the mouse over the text or highlight the text you want to link.
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L | La T L T = = T =
B J U &&|x &= U IEETIANE S
Fowsnal | Hoimal = | Fonl | ana v Sie i || T~

Hankel from Ao £

acrorrym ar abbrevialion for evanthing.

ar @-mil 1o Hgn ko Lifg S henkel ¢

Updated June 2009

{This document can be edited 1o

Henke Avromam List (3 page PDFY

A Guide 1o Our Acrormans and Abbrewviations
Confused about the meaning of U-A and L-KF Canliell the difference babwesn

The affached lists hould help make things a litle mone understandable, Hyou
i And wrll add e 1o e Bl

|.IF oram acnanyms and abbreviaions)

6. Click the “Globe with Chain” Icon from the Editor Bar.

| E Soues |
B 5 0O #|x <]}

|| Foemat | Mol

4= Wiy Rk
HIEEFTE|&A ¢
- Sies 127 |- || Ty~ Py

7. A Link Properties box will appear over the text editor screen.

8. For documents previously uploaded, you will find have to find the file on the
server. Start by clicking the “Browse Server” button.

Link X
Link Info | Target Advanced

Link Type

fURL -~
ahil

Protocol URL

[hgerr =]l
b I alo
Byt

Browize Server |
ma r ak
| oK. | | Cancel |

to add your own acronyms and abbreviations)

9. After clicking the “Browse Server” another pop-up screen will appear that lists all
files you have previously uploaded. Select the one you want to link to and click

“Use Selection”.
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Use selection Close

File Container Nnk

Link File from Filecontainer

Flease selact the File you want to Link
© Acromym list 6-09 doc © A-Z Sheet pdf

10. When you get back to the “Link Properties” pop-up the URL will be populated
with the document information, just click “OK” at the bottom of the box.

Link
Link leds T

Lk g

= -
Fitsel WAL
Wi /7 =] [~HSE FVERNAME 51 2575 To0TAZ0E ST S 0CE LG 30 25T TIGOECI £ /3F b cscryms bl B-03 doc

™ | Bisin Sere |

Link &

Link Infa | Target | Advanced

Tau Tanget Frame Name
<not geb =]

< frames
<Lpapup windows
M | Mew Window [_blark] alon

ik | Toprost Windowe [_lop)
Same window [_self]
Parent Window [_parent]

0 A0 YULr U dCTUTITTTS did 0o ey T aeuTs)

11. Click “OK”.

12. When the “Link” box closes after clicking “Ok”, you text in the editor should be
blue (or purple) and underlined.
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How to Link to External Pages

1. Navigate to a published page.

2. Get to edit mode, either “Reset” the page or “Create a new Version”.

B S Mad

Content
Porial Content » Hofl Shared Senvices + Corporate Commundcations » Acroman List » Acromym List [EN) &

Content Basics File Container Confent Link Wisihility Audvancod Winrkdlonar

3. Type some text in the editor window that describes what the user will see when
they click the link. Avoid text like “Click here” or “More Information”. Use text like
“Travel Policy” or “Vacation Schedule for Scottsdale”.

4. Drag the mouse over the text or highlight the text you want to link.

Ty T TR O T T = T _
| B r O s x o IS ES | EEIANE S
|| Foemat | Mo =| Forl | ana * | Sioe 1200 || Ty~
Hierkl from A 1o F

A Guide (o Our Acromans and Abbrevations
Confuzed shout the meanng of LU-A and L-KF Cantiel the diferance babween
acrorym or abbrevialion for evergthing.

Thi atfached lists hould help make things a litle more understandable, Myou
an il 10 HinkoglLife s benkel com and will add e 1o the

Updated June 2009

Hankal Arranym List (Wor

{This document can be @

Henkel Aoy List (2 page POIF

5. Click the “Globe with Chain” Icon from the Editor Bar.

| [E Sowes | AL BELIAIBO0=S0 =0 & B
B J U &|x || 1= FuH EEFTEH| LA T
_|| Foemat Mo = | Ford aial =+ Size 12 || T~ B~

6. A Link Properties box will appear over the text editor screen.

7. For external pages, pages on other websites, just type in the name of the link.

For example: www.henkelna.com or www.henkelna.com/privacy into the URL
field.
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Link &

Link Info = Tamget Advanced

Link Type
URL -
Akl I _I
Protocol URL
[hgs =] ]
nif I alo
Frve Browize Server |
ma r at

| oK. | | Cancel |

to add your own acronyms and abbreviations)

8. For any links that are not houses within the You@Web, you need to change how
the page opens. All external links should open in a new browser. You do this by
changing the “Target” to “New Window”.

Link )

Link Infa = Target | Advanced

Tau Tanget Frame Name
<ok gety =]

< frames
<popup windawes
M | Mew Window [_blark] alon
e | Topmast WWindow [_lop)
Same Window [_sell]
Parent Window [_pareni]

| ok | [Cancel |

0 A0 YULr DT dCTUTITITS Jid o ey sy

9. Click “OK”".
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Link [
Link Info = Target Advarced

Link Type

|URL =]

Akl
Protocol URL

P [T |
Lt
Browze Server |

ma rak

| iT3 | | Cancel |

to add your own acronyms and abbreviations)

10. When the “Link” box closes after clicking “Ok”, you text in the editor should be

blue (or purple) and underlined.

How to Link to Internal Pages

1. Navigate to the published page you want to link TO.
2. Copy (Ctrl+C) the “Link to this Doc” information.

Conen Do

Responsible Person:
Additional Link: [
Link 1o this doc: JavaScnplinlinaManigalian{W27 TINLUSS4DEAFEN)

Content Counter: ﬁ
Navigation color: Diefaull Defaul -

[ — TP Ak AN VIR o ) PR = B | fn)

3. Navigate to the published page you want to link FROM.

4. Get to edit mode, either “Reset” the page or “Create a new Version”.

:| Cloze
Content
Partal. Contert » Hof Shared Services » Corporate Communscations + Acroman List » Acronym List (EN) &

Content Basics Filg Container Confent Link Wisihility Aubvanced Wiorhkdl onar

b Cordarde
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5. Type some text in the editor window that describes what the user will see when
they click the link. Avoid text like “Click here” or “More Information”. Use text like
“Travel Policy” or “Vacation Schedule for Scottsdale”.

6. Drag the mouse over the text or highlight the text you want to link.

L | La T L T = = T =
B J U &&|x &= U IEETIANE S
Fowsnal | Hoimal = | Fonl | ana v Sie i || T~

Hankel from Ao £
& Guide 1o Our Acromans anid Abbrestations

Confused about the meaning of U-A and L-KF Canll
acrorymm or abbresialon for evergthing,

& b ikl

Henke Avromam List (3 page PDFY

The affached lists hould help make things a litle mone understandable, Hyou
an e=madil 10 Hin kgL 3

m dnd wirll add Bugam 1o e i)

yaur owm atronyms and abbreviations)

gll the difference batween

7. Click the “Globe with Chain” Icon from the Editor Bar.

._f—IS--:u:-:e. AL B/ IBO=0H S0k @
B f U &% £ | = i= I EEFTE QR T
|| Fommal | Mom = Ford aial | Size 12 || T~ M-

8. A Link Properties box will appear over the text

editor screen.

9. For internal pages, paste (Ctrl+V) the information from Step 3 into the URL field.

Link
Link Info

Target  Advanced
Link Type

|URL
Al

Protocol URL

=

X

’ [hgerr =]l
Frve Browize Server |

ma

ak

oK. | | Cancel |

to add ywour own acronyms and abbreviations)
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10. For any links that are not houses within the You@Web, you need to change how
the page opens. All external links should open in a new browser. You do this by
changing the “Target” to “New Window”.

11.Click “OK”.

Link
Link Infa = Target | Advanced

Tanget Frame Name

Tan
Lnot zety

= |

< frames

<popup windawes

M | Mew Window [_blark]
e | Topmast WWindow [_lop)
Same Window [_sell]
Parent Window [_pareni]

| ok

alon

| [Cancel |

Link
Lirk Info

Tar ng:l. A anced

Link Type

fURL
Abl

Protocol URL

=l

[hetpesr =] ]

i I
Lt
Browze Server |

ma

| oK

| | Cancel |

to add your own acronyms and abbreviations)

12. When the “Link” box closes after clicking “Ok”, you text in the editor should be
blue (or purple) and underlined.
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