ACC Webpage Content & Email Approval Process

The ACC website is maintained within a Content Management System
named Omni Update. The web templates within Omni Update are used to
manage and control web page content throughout the ACC website. Web pages
within the ACC website each have a main deader, title and sub-title. Depending
on the length of the content in a page, additional subtitle and paragraph titles

may be used.

Omni Update also has an email module for approving, returning or denying
new web pages and web page changes. Employees must first attend an Omni
Update training session in order to obtain access to the ACC website. The

following document outlines the steps of this process.



How to Send for Approval
Once you saved your changes you should preview the page and then click the Send for Approval button.
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The Send for Approval button will bring up the email form below. Fill in the information as indicated and
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You will receive a success message once your request has successfully been submitted. The Web
Services department will then receive an email notification to process your request. If this is an urgent
or time sensitive update please state that in the form.
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