
 
 

INSTRUCTIONS FOR USING THE VI WEB TEMPLATE 
(Version 2/25/08) 

 
NOTE: A multi-media web template training cdrom with an audio and visual track explaining  

how to use the template is available from your Web Team Member or the Reclamation Manager.  
Contact information is listed at the bottom of these instructions. 

The most current version of all web related materials is available at http://intra.usbr.gov/web/ 
 
Download Web Template Corporate Internet or Intranet zip file, or the appropriate regional template, zip file 
from the VI Web site http://intra.usbr.gov/vip/IV-web.html and note where you have saved the zip file. 
 
If you have WindowsXP simply highlight the .zip file name and right click, select "Extract All" 
 
Extract to a folder you have created (it will sometimes make a subdirectory and place them in that directory, 
move them to the directory/level you want). 
 
There will be three directories: 1. images, 2. stylesheets, 3. templates 
 
Open Dreamweaver and create a site. 
 
Click on "Site", "Manage Sites-----> New-----> Site" - under the "Advanced" tab, give your site a name. Input 
the location of your local root folder (which contains the three directories extracted from the zip file) and the 
default images directory by typing in the location or navigating to it and selecting it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
If you do not need to add any left navigation items to the left menu, you simply select "File-----> New" and 
on the "New From Template" menu that pops up, under the template tab select the template on the right 
that you will be using to make the page (make sure you have "Update Page When Template Changes" 
checked).  You will need to have a new template for each navigation item that has a submenu (then that 
template will be used for all the pages under that submenu).  You will only need to indicate on that page 
that it is the active current page, and then add content to the content area. To indicate that it is the current 
page.  To indicate this will be a "current" page, after you have selected "File-----> New" and on the "New 
From Template" click on "Modify-----> Template Properties". There will be a list of all the navigation items in 
the left navigation, both a standard and a "current" listing for each one.  There should only be one "current" 
listing turned on for the page you are saving as the current page, all the rest should have the regular 
standard link turned "off". You turn the link on or off (current or not current) by highlighting the link and 
checking the box in front of "Show (title of link)" - that will make the value indicate "true" and change the 
color of the link on that page to show it is the current page.  The other links in the template properties menu 
should not have the box checked and their value will show "false". 
 

 
If you want to add a new MAIN navigation link to the left column, you will need to open the base_template 
to add the navigation item.  

http://intra.usbr.gov/vip/IV-web.html


 

 
 

 
1.  The banner will show as a gray area in the Dreamweaver template because it is linked to the image on 
the corporate or Regional server, it will show up on the website.  This link should not be changed in the 
template.  The image will periodically be changed on the corporate or Regional site and will change on all 
pages developed from the templates. 
 
2.  For navigation items, there will only be two choices - either it will be the standard link (which will be 
white) or the current link if you want to make it the current or active page (which will be light blue in the dark 
blue background, or dark blue in the light blue background). 
 
3.  If you wish to add a totally new navigation item without a submenu, use the following procedure: 
 
You must place your cursor where you want the item to appear – it must be after the </div> close tag of a 
current item and before the <div> of the next item (unless at end of list). Insert a <p> tag and in design 
code, add the menu item name, then add the name a second time.  Then link the first instance of the new 
menu item to appropriate location (url address). Then select that first menu item, insert Template Object, 
Optional Region, when the Dialog box comes up, name it (usually the same name as the menu item, leave 
"Show by Default" selected) select "Okay". Then select the second instance of the new menu item and do 
same thing, name it the same as first, but add "current" on the end (i.e. AboutUsCurrent), deselect "Show 
by Default".  It will show up as a "menu item" and a "menu item current" and show on the list as true or 
false (current or not current). 
 
4. To add a submenu to a new navigation item: 
 
Hit return after the menu item where you want to add the submenu. Type in new submenu title name twice, 
followed by two instances of each new submenu item. 
Select or highlight all this text and then select "Insert Template Object----> Optional Region", the dialog box 
will ask you to name it. Give it the name of the new submenu. Do not select “show by default”, you can use 
the template properties to open the submenu later when you want it to show. A light blue tab with the new 
submenu name in it will indicate this is an optional region.  With all the text still highlighted, select "Insert 
Template Objects Editable Region". The dialog box will ask you to name it, which should be the menu item 
submenu (deselect "Show by Default").    A darker blue/green color tab will indicate it’s an editable region. 
To turn this area into a submenu, select Insert ----> Layout Objects----> Div Tag---->submenu. This will put 
a light blue background for the submenu. 
 
 



 
 
 
Select the submenu title (both instances), then go to the properties bar and select style/menu title. This 
puts the dark blue line under the submenu title. 
  

 
 
Then save this base_template because you must open a new instance of the template to finish adding the 
optional areas to the new submenu items in the same method outlined above for the new navigation items. 
(Open New From Template – and select the revised base template that you just saved. 
 
5. After adding the optional areas and links to the new submenu, you will save this as a new nested 
template from which you will make your submenu pages. Simply select "Insert----->Template Objects-----
>Make Nested Template" and name it the same as the menu item.  This will save the document as a new 
"nested template" (one that will automatically be updated when the master template is changed - except for 
the editable areas). If you have done this correctly, the previously dark blue editable region around the 
submenu will turn orange (indicating that the region is now locked for editing on pages created from the 
nested template). 
 



When making a new page from the nested template,  Select "Modify----->Template Properties", and the 
new submenu will show up in the dialogue box.  Select new sub menu and check the box to select "Show".  
Highlight corresponding main menu item and deselect "Show" (turn off main link).  
 
 

 
 
 
For a thirdlevelsubmenu, insert a paragraph tag after the appropriate submenu item and type in the third 
level link name (twice) in same <p> tag, (if multiple third level links just add additional links the same way) 
then select first third level link down to last one and then select Insert Optional Area and give it the third 
level submenu name.  Uncheck show by default, it can be turned on using template properties when you 
want to work on the third level submenu, because it must be saved as another instance of the template, 
just as you did for the submenu. Then you would make another page from this submenu, turning on the 
third level submenu. Then you would add your links and optional regions as you did above and save it as a 
nested template that you would use for all pages for the third level submenu links. 
 
Modify Template Properties Information: 
Each MAIN menu link (white against dark blue background) will have two or three states which are 
selectable from the Modify-----> Template Properties dialogue box. For instance, “About Us” has the 
following entries which can be shown or not shown through the modify template properties dialogue. These 
selections are made via checkboxes, and will indicate and ‘on’ or ‘off’ state by showing ‘true’ or ‘false’ 
respectively.  
 

1. ‘About Us’ ; This is the main link which shows up white against a dark blue background, 
and which is clickable (the normal state of the link) 

2. ‘About Us Current’ ; This the main link which is NOT clickable, and which turns light blue to 
indicate the current page;  

3. ‘About Us Submenu’ ; Selecting this item will show or hide the expanded submenu for 
About Us. 

 
PLEASE NOTE: Of the choices for each item in the modify template properties dialogue box, ONLY 
one item should indicate true. If the ‘About Us Submenu’ is selected to show (=true), then ‘About 
Us’ and ‘About Us Current’ should have show deselected (=false). ANYTIME you make changes in 
the Modify Template Properties, make sure to check that the related items are configured to display 
correctly. 
 
 
 
Stylesheet Information: 



 
Three styles associated with the left navigation menu.  
 

1. “menuTitle” : This is a ‘style’ selected from properties bar, from the styles jump menu. This style 
formats text as the title of the light blue submenu. 

 
2. “submenu”: This is a class that is entered into the insert div tag dialogue box as the division 

class(div class=”submenu”). This class formats the text, background, and links as a light blue 
submenu. 

 
3. “thirdlevelsubmenu”: This is a class that is entered in the insert div tag dialogue box as the division 

class (div class=”thirdlevelsubmenu”). This class formats the text and links as third-level links on 
the light blue submenu.  

 
 
Horizontal Navigation 
 
Remember, the horizontal navigation can only be used on the specific web pages approved by the 
Reclamation Web Manager and Team. 
 
Because of the constraints on limiting the header and navigation area on the horizontal templates, 
there will be no sub-menus.  The links in the horizontal navigation will simply take you to that page 
which has the standard left navigation. 
 
Horizontal templates will be provided to those who receive approval for their use. 
 
_________________________ 
 
 
Change Dreamweaver Default Extension to HTML  
Dreamweaver defaults to an ".htm" extension when saving a web page. The Reclamation standard is 
".html" for that type of page. To change the default setting to ".html" in Dreamweaver:  
 
Copy the following file: MMDocumentTypes.xml into the following appropriate folder on your computer 
(assuming your programs are on your "C" drive)  
 
For Dreamweaver MX:  
C:\Program Files\Macromedia\Dreamweaver MX\Configuration\DocumentTypes  
 
For Dreamweaver MX/2004:  
C:\Program Files\Macromedia\Dreamweaver MX 2004\Configuration\DocumentTypes  
 
For Dreamweaver8:  
C:\Program Files\Macromedia\Dreamweaver 8\Configuration\DocumentTypes  
 
For Dreamweaver CS3 (9):  
C:\Program Files\Adobe\Adobe Dreamweaver CS3\configuration\DocumentTypes 
 
_________________________ 
 
 
If you have questions or need assistance, contact the appropriate Regional representative on the 
Reclamation Web Team or the Reclamation Web Manager. 

Reclamation Web Manager - Robert (Bob) Gabour, 337-266-8891, rgabour@usbr.gov  
Denver – Peter Soeth, 303-445-3615, psoeth@do.usbr.gov 
PN Region - Kelly Bridges, 208-378-5101, kbridges@pn.usbr.gov 
MP Region - Wilbert (Louis) Moore , 916-978-5106, wmooore@mp.usbr.gov 
LC Region - Colleen Dwyer, 702-293-8420, cdwyer@lc.usbr.gov  
UC Region - Lisa Iams, 801-524-3673, liams@uc.usbr.gov  
GP Region - Buck Feist, 406-247-7607, bfeist@gp.usbr.gov  
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