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About this Guide

Background information

This CS Officer's Guids based on material written bommunicationService©fficers from
throughout the Auxiliary, past and present, as well as reviewed by aH04@Schodd

students fom 2004 to 2008 (a total of abouDB). It was originally coniipd and edited by Hob
Bonnett BCICT) and then converted in early 2006 fronTML to PHP by Todd Thuma, of the |
Department (National Statfjo make it easier for users to print and download guide contents.

In December 2006, a CS Guide Team was formed to update and reformat this guide to a more
userfriendly Adobe Acrobat formatln early January 2007 a table of contents and an index
were added to make it even easier to use.

Designed to be a "living document,” this guide will continue to change as the AXi@&y

program grows to meet the NH I y A tomiunigayof Aeeds. Assers identify needed

changes, updates, or deletiortbjs guidewill be reedited and major change informationili
be listed o the CS Guide Change Page

The efforts of the original author (Hob Bonnett) are greatly appreciated. If you find any
mistakes, or have suggestions tochange othavematerialwhich should be included, please
send aremail toAmy SeeleyBCIMG) atamy@aux04.auxservices.org

Privacy Statement

CGAUX.ORG is the sole owner of information collected in this guide. This CS Guide is in an
Adobe Acrobaf.pdf)file format and does not collect user information, but CGAUX.ORG may
collect infomation from users at several points on its WebsiBee the CGAUX.ORG website
privacy statement for further information. A hyperlink to this guide maybe found on various
USCG Auxiliary websiteg be aware thaeach site will have their own privapplicy on
information collection.

CGAUX.ORG contains links to other external Websites. If you decide to utilize any of the
external links, you will be directed to a site which is not covered by our privacy policies. We
recommend that you to read the privactagements of these sites, since their policies may
differ from ours. This privacy statement applies to both this CS Guide and CGAUX.ORG.

Notice/Disclaimer

Links to norCoast Guard entities are not under the control of the United States Coast Guard or
the United States Coast Guard Auxiliary, and are provided for the convenience of our
customers. They do not, in any way, constitute an endorsement of the linked pages or any
commercial or private issues or products presented there. We cannot make any waorant

! http://aux04.auxservices.org/documents/GRuide.pdf
2 http://aux04.auxservices.org
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How to use this Guide

representation concerning the content of these sites, or secondary sites from the pages to
which they link.
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CS Guide
Introduction

Introduction

ThisCommunicationServicefficer's Guide (CS Officer's Guide) is intended to be a living
document that will continue tehangeas theCommunicationServiceprogram changes. As a
work in progress, it will evolve with the technology and services needed to support the missions
of the USCQ\uxiliary. The Goal of the CS Officer's Guide is toGpwemunicationsServices

Officers at all organizational levela tool that will provide easy access to the information

needed to effectively perform their jobs. By providing clear na&lddS program direction we

can better focus our CS activities. This electronic document makes use ofiriiyguiiext so

the user can easily read it and access the level of detail needed to meet the individual needs of
a diverse group. It also makes dgsible to include both Auxiliary policy and "h¢ovdo-it"
information in the same document. Material that is Auxiliary National Policy has been marked
with an identifying banner saying "U.S. Coast Guard Auxiliary National Policy".

Throughout this guideCG Auxiliary National Policy has been marked with the following
message block.

U.S. Coast Guard Auxiliary National Policy

[-Department Mission & Vision

Visionn We will be the technology source experts enthusiastically supporting the various
technologically driven Auxiliary programs and projedi¢e will provide the Auxiliary leaders

and membership with guidance, honest answers and feedback at all times. We will constantly
be looking forward, proactively implementing new ideas, and using the latest technology tools
available.

Mission The Depament of Information Technology will serve the Auxiliary organization and
Membership in two key areas:

f ¢KS WL{ Q Ly Feldlivthelcallecion dnd mMddhterudcd of member activity
data, which is administered via AUXDATA. The AUXDATA taskiageis directly with
the Coast Guard via OSC Martinsburg, and OCX Headquarters.

1 TheW/ GofdmunicationServicesasking is focused on employing emerging
technologies. In the first decade, we have seen major improvements in how we use
these resources toditer communicate and manage Auxiliary needs, at all levels of the
organization.

Both processes are driven by evolving technologies, a team of very talented National |
5SLI NIYSYydG {GFFF hFFAOSNAR | YR ySI|rbrdghius 2 (K2 dz
the organization.

Pagel12



CS Guide

CSGuide Changede

Change Page

Date of Version

Change Number Section | Change Description

16 Jan 2005 | Draft05-01 | All /I { hFTFFAOSNRA DdzA RS I LI

17 Dec 2005| Draft05-16 | CS News | Last change to versiddb of the CS Guide

20 Feb 2006 | Draft06-01 | Various | Updated pages to change Dept. name, updated
Section 2.7.2 Best of the Web Schedule & Chan
page.

28 Jan 2007 | Draft 0201 | All CG Guide updated and reformatted by the CS
Guide Team for presentation aflfRAIN 2007

15 Feb 2007 | Draft 0203 | All Access given to all DSTS officers for input into
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How to use this Guide
Hypetinked text:

This CS Guide makes extensive use of hyperactive linking. These links might be to another page
or section within the guide or to another document or page somewhere within toedYVide

Web (WWW) Anytime external (Internet) linking is used, these possibility of someone

changing a link address or removing a referenced document. If you find a broken link, please
send an email tamy@aux04.auxservices.aagd a correctiorwill be posted as soon as

possible.

Navigating around this guide:

As a1 Adobe Acrobat file, this guide uses the O EF B opions - X
I ONR o I (i Q& (figued.}oYriakésedtion to
section navigating easier. You can also use the
Acrobat Search functiofbinocular iconjo find
particular words or you can use tigpertext linking
(Figure 2. psa searchaid. ! f a 2 2 epagdzQf f
footnotes andan Index in the back of this guide whict |
is hyperlinked into the document. 2 LJS ¥ dzf f & 4 :
find one or more of thes®ols uful in finding the Figure 1. Adobe Acrobat’s Bookmark pane.
exact information you need.

e

1 Use GoodSearch to support the #

Bookmarks

1 Introduction xiv

3 l-Department Mission & Vision xv
3 CS Guide Change Page xvi

3 How to use this Guide xvii

3 For the new CS Officer xix

e~

J &=

|29 Section 1. CS Program Overview

i T Signatures

4 Jof 122 b 5 | ‘?

If you have problems using /’4‘ ,/’ f L
this guideor have i 1 = 1 J !

. . Beginning Back apage forwardapage End Back Forward
suggestions foits

improvement please contact Figure 2. Adobe Acrobat’s Document Mavigation Buttons (bottom of each page)
amy@aux04.auxservices.org

Word use,emphasis, and capitalizatiofound in this guide

2 KSy NBFTSNNAYI (2 (RS W2So3xQ R2 ¢S OIFLAGETATS
Ly GKAa& 3dweRS 56 AifKES 02 NR Lw\ulfi\ | SR 6KSYy NBFSNBy
2 ARS 2So00® 2S0a 2y LINAWEhsI® YSGE2N] &2 BREONBES
wordW2 So Q 2NJ W2 So4axQ (GKAA 3IdzA RS F2fft2¢a (GKS aly

LA GKS g2NR WY2S0628AGSQ 2yS g2NR 2N (g2

In this guide, the wordVebsitewill be one word and capitalized. The present trend is toward
Website as one word. When two words expresaglsi concept, they tend to grow together,

Page 14


mailto:amy@aux04.auxservices.org
mailto:amy@aux04.auxservices.org

CS Guide

How to use this Guide

I KeLKSylFrGdSR LKIFasSo

LI daaAy3a GKNER
2 KFa 0SSy 1jdzAGS NI LA

a
SoariusSév U2

The transition from\World Wide Websitéo Websiteto Websiteseems to
have progressed as rapidly as the technology itself. The development of
Website as a single uncapitalized word mirrors the development of
other technological expressions, which have tended to evolve into
unhyphenated forms as they become more familiar. Thosil has
recently been gaining ground over the foramailand email,espedally

in texts that are more technologically oriented. Similarly, there has been
an increasing preference for closed forms likemepage, onlineand
printout.

Is it Email.email or email?

¢ KNRdzZAK2dzi (0 KAemail@dza RE6& & & S did SeRiRiicihaiNSeES NSy OS
http://www.bartleby.com/61/57/W0075725.html as it describes aen two words express a
single conceptransition to a single word.

Why is bold text used in this quide

Boldtext is used to highlight a word or words significant within the discussion. Bold text helps
the student locate important discussion words.

Why is some texitalicized?

The purpose oitalicizedtext is only to emphasis certain words or phrasesttsy stand out
within the text and does not, in any way, change the meaning of the word or phrase.

Imagesand graphicaised in this guide

Images used in this guide are from the Microsoft Office 2003actigallery unless otherwise
noted; graphics are generated [®green printcut/paste, or Microsoft Visio.

® http://www.bartleby.com/61/57/W0075725.htmlAlso ®e note [11in the Biography
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For the new CS Officer

The tasks of a CS staff officer can be daunting at first and knowing where to start can be the
most confusing partAll members of the Coast Guard Auxiliary are flotilla merabest, so this

will be the frame of reference generallyadsin this guide Getting started, as with any other
staff b NBlj dZANB & 'y FaaSaavySyid 27 ¢KDuthilsathaz | NS
process belovare foundin Section 2.6.Df this guide.So takea few moments and determine:

Yes, What must |
learn and what
equipmant do |

need?

Ne. | don't have
the skills,
equipment or
interest

Should | be the
CE Officer?

Image built using Microsoft Visio 2003®

Where do you start/Assuming that your unit has assigned you as the€ES0Oyou need to

know the duties of the CS (s&ection 4.5.8 Before you get to step 1, ask yourself a few
guestions.Do | have the equipment, computer skills and most importantly, the time to be the

CS officer?Am | willing to learn the skills and purchase or obtain the equipment needed to
perform my duties as the CS officel?you saidye< to both questions then proceed, but if

you saidino ¢ then someone else should be the CS offiderf &2 dzQR tA1S G2 0S5
R2Yy Qi KIF@S GKS aiAftta 2N 0KS SldzZALIYSYyilds FAY
the Website vhich youcan manage., 2dz YA3IKO o6S 6tS G2 FAYR |
grandson/granddaughter that has the talent and equipme¥ibu might even find a student at

your local college that needs community support credit.

Step 1.Does your unit have a Websité®any fotillas have an existing Website, which has

0SSY YIFIAYGFrAYSR o0& | LINB@A2dza | OGAGS [/ { 27FF
the past CS officerCher flotillas may have had a Websiteat hasQi 6 SSy dzLJRI (SR
sometimeor even abandonednd no one knows the passworé&ach situation is different, but

you have thesupport of CS officers around yotlihese resources could be within your own

flotilla, or aflotillaclosetoyouX 82 R2y QG F2NASG (2 62AIFS) s A 0K
and yourdistrict CS office(DSGCS) Part of their job is to be available for questions and give
guidance.

1. Computer SkillsMost of us have some experience with comput8§€3Sy A T Qa

Al
of Websurfing or sending and receiviegnais. ! & GKS / { 2FFAOSNE @& 2 dz

assist others wittlearning information technologyYou can learn btaking online
courses, such as those found on WW&Schools websiteeading‘magazines, talking to
other CS officers, aniflyou have the time, attend K S | dzE3chobl (AN®4E.E /

* See the AUX4 Website ahttp://aux04.auxservices.org
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Information on AU>04 can be found isection 4.1.br by visitinghe AUX04 Student
Support Wbsite

2. Equipment.Most of us have a computer tiaveaccess to onelt is expected that the
CS officer does own or have access tcomputer and is an activenail user and Web
surfer. Does your computer need to have the latest technolody@®, it does/ Qlii ®
requires only a reasonable capability (capable of running Web development and
management sftware and have mail connectivity (aialup connection at minimum).

Okay, so | do have the necessary computer skills, the equipment, and willingnesth&eo@®
officert what now?

Step 2.Starting or rebuilding the unit WebsiteYour Website dog6 Qi KI @S G2 06S f I N
complex. Jst tell the story of your unit, the services your unit offers the public and information

that could benefit your membershipb 2 Yy Qi ¥ 2 NH S dy fotitBe pubtiedofcdntada | &
member or members of your unigither by displaynga phone numbefget permission firstpr

an active enail address.Find out what Vébsite development application programwas usedo

build the dd Website Maybe the past CS officer will give you the software, Inesthe unit

owns it.

2 KAES GKS 1 dzEAEfAINE OFyQi SyR2NAS Fyeée LI NIAOdz
you that the national Web Server hicrosoft FrontPage (FP) Extemssloadedwhich means

that most CS officers usgontPage oExpression WebExpression Weleplaced FrontPage

2003 back in 2007 and will be the application taught at th& Auf A | N#GS&hodin! 20009.

If you do have a copy of FrontPage 2003, it will work dim¢he national web server, but
NEYSYOSNI aAONR&2FG y2 f2y3aASN adzLILI2NII & CNRydht b
obtained a copy of the latest Expressifeb (version 2.0 as of this writing), it time to do so.

Also note thathere are other software packages on the market that could be usedSsegon

4.8.7 for a list of available tools)f you need assistanag A 0 K (0 KS LINPINIF Y @& 2 dzQN.
other local CS officersAgain, there is a wealth of Auxiliary knowledge outtrel®2 y QG 06 S

afraid to use it.If you need ideas, surf the Internet and find a fawxiliaryWebsites you likelf

you still need somadditionalassistanceén Website formationcheck out theAuxiliary Website

templates

Note: The above should not exclude the use of other Web augiideveloping software

product likeAdobe Dreamweavepor other possible free/low cost solutions Ikeu Also, as

Web tetinology advances, Auxiliary Web degdrsmust be looking at coding that conforms to
HTML 4.0KHTML 1.0 and make extensive use of CSS (Cascading Style SheddsNP & 2 T i Q&
Expresion Weband Adobe Dreamweavearaneasily configured standards compliant code.

Step 3 The basic processDuring NTRAIN 2005, masttification and accesmanagement
responsibilitiedo access th@ational Webserverwere passed down to eadatistrict DSGCS.
With that change mosDSQOCSofficers have published procedures to collect the needed
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information the national staff requires to setup web server resourdafth the DSACS being
in this pivotal position, manyave adopted procedures similar to the following:

The basic CS officer process from appointment to Website approval

Start

Unit decides they
need a CS officer

A CS officer is
appointed

CS officer
determines CS
unit needs

Webwatcher
and building
Website
duties
performed

CS officer presents
proposed Website to
unit leadership for
approval

publishes
Website and
notifies
DSO-CS

DSO-CS reviews
Website for policy
issues and if
approved, notifies
National staff for
their review

National staff
builds space for
unit® Website and
notifies DSO-CS/
Unit CS officer

National staff
approves
Website

DSO-CS submits
form requesting Web
server space and
reviews Website

0

|

National staff posts
Website on approved
site list. Site qualifies

for the annual BOW

competition

J\

CS officer publishes
Website to temporary
Web server, notifies
DSO-CS and requests
space on Auxiliary
National Web Server

Unit approves
Website

Website
maintenance/
updates
continue

The unit decides they need an Auxiliary Website.
A CS officer is appointedhe CS officer can be the Webmastw a separate

Webmaster who works under the guidance of the CS officer.

The CS/Webmaster builds the Website. The site must be built following Auxiliary

Web policy and along the way, the CS/Webmaster should usé/ite Policy
Checklist (seBection 2.Y.

The CS officer presents the new Website to the unit leadership. The unit

leadership approves or disapproves the new Welisiteey should also decide if

this new site will reside on the national server or another serWPlacing a flotilla
Website on the national Web server is highly recommended.

Then the CS officer/Webaster notifies the DSQGS, by mail or by completing an
online form requesting space on the national Web server.

The DSELS receives the request from the CS officer/Webmaster for national Web
server, which includes all the necessary information to complete the request (see

the AIRS Site Request fQtnNote: ARSforms can only be completed arsibmitted by the
DSQCS.

Nationalstaff builds space on the national Web senand notifies the DS@S via
email, who in turn, passes on the access information to the CS/Webmaster.
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h. The CS/Webmaster publishes the Website and notifies the ©SOThe DSCS
reviews the site to determine if it meets Auxiliary Web Policy, and if it does,

requests National to review and approve the site using$ite Notification Form
Note: AIRS formsan only be completednd submitted by the DSS.

i. The staff at national reviews the unit Website and either approves it or asks for
corrections. If approved, national sendsemailto the DSECS of the approval.
The DSECS forwardshis information bak to the CSNebmaster and adds this
new site to any district Website approved list.

j.  National adds the Website to thdst of Approved Websitesd to theFlotilla
Finder. Now the unit site can compete for the annu@é'st of the Web
competition and/or other district Web competitions.

k. For those units who prefer to host their site on a server other than the national
server, the processivery similar. For details, contact your Remember,
regardless where the Auxiliary Website resides, it MUST confoiational
Auxiliary Website Policy

Step4Areyoudone?b 23X (G KS / { 2é& finlsi@® MEbaite @dintenahca ang S &
updates should belone whenevenecessary. Remember, your Website represents your
unit, the CG Auxiliary and the Coast Guard. Many communities never see ardatyive
Coastie but they do see you so keeping your sitap-to-date is an important job. Thanks

for volunteering!
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Section 1. CS Program Overview

?ﬁgl | This section contains tH&€S Program OverviewThese are reader aids that use
ot hyperlinks to locate information related to the topic covered by the aid. To use
an aid click on the aid name listed below and then review details on each topic.

The following items are discussed in this section:

1.1 The Communication Services (CS) Program
1.2 The FAuxiliary

1.3 The Communication Services Organization
1.4 The Responsibilities of the CS Program

1.5 Auxiliary Internet Resources System (AIRS)
1.6 Regulations and Policies

= =4 8 48 -8 9

1.1 TheCommunicationsServicegCS) Program
1.1.1Purpose

This program is aimed at the improvement of internal Auxiliary communications by utilizing
technology to facilitate the relay of information between Auxiliary members and down the
Auxiliary chain of leadership and management.

1.1.2 Goals an®bjectives

The CS Program provides support services to facilitate internal Auxiliary communications and
AYLINRGBS GKS ! dzEATALFINEQE OlFLIoAtAlGe (2 | OKASOS

1.1.3 History

In 1998 an Auxiliary Long Range Planning Committediidel a number of internal
communications problems. In their report, "Communications within the Coast Guard Auxiliary,"
they made eleven recommendations for improving these problems. Five of these
recommendations provided much of the foundation for 88 program, which was established

by the Chief, Director of Auxiliary in February 1999. Since its establishment, there has been
rapid growth of the CS programMuch of this growth idue to the value of the technology to

our activities, the efforts of € Officersand advances in available tools.

1.1.4 The CS Officer's Guide

The CS Officer's Guide provides CS Officers at all levels a tool that provides them easy access to
the information needed to effectively perform their jobs and to focus CS activitiese they
are most needed. Use of an electronic document for the CS Officer's Guide allows use of the

Page20



CS Guide
Section 1. CS Program Overview

OF LI o Af AGASA 2F KELISNISEGET oKAOK KIF & tadJSNXYAGGS
do-Aé AYF2N¥IFGA2Y Ay 2ySs Slhaeée G2 | 00Saa R2O0dzy

1.2 TheEAuxiliary
1.2.1 Concept

E-Auxiliary is the movement of the Auxiliaigward electronic based media (computer,
internet, CBROM, etc.) for conducting our businesaway¥ N2 Y (G KS GNJI RAGA 2y | §
systems and processes of the past.

1.2.2 The ECoas Guard & EAuxiliary

The ECoast Guard and-&uxiliary are terms that describe the concept and tools being used
today in the Coast Guard and Auxiliary. The Coast GualjHs the creation of a Coast Guard
that leverages information technology and inragion to improve performance and reduce
workload. The Huxiliary concept is similam some ways to the Coast Guabdit different in

both cost and organizational needs. In February 2004tating the concept of-Buxiliary, the
NACO stressed its impance to the Auxiliary in helping us communicate with our members
and distribute information and materials throughout the organization.

1.2.3 TheCommunicationsServicedRole

CommunicationServicesStaff Officers at all organizational levels are resgadador providing
leadership and support to Auxiliary membership in the implementation of tAengliary

concept by providing electronic communication services and helping members use them
effectively.

1.2.4 National Rsources

TheCommunication$Service®rganization has the responsibility of helping to provide the
support and tools for Ruxiliary. Some of the tools currently available include:

AIRS Auxiliary Internet Resources Site

GSchool PortalAUX04 & AUX10 - student support sites
Authorized Auxiliary Websiteslatabase of approved Websites
Flotilla Finder uses zip codes to identify the closest Flotillas
Forms Library Auxiliary forms in electronic formats
e-Directory- secure database of Auxiliary member information
AUXDATA Auxiliary Information Management System
AUXINF@ Auxiliary Public Access to AUXDATA information
Howto Libraryg A library of howto articles and presentations
Bits & Byte; the FDepartY' S vy inéhtnly technology resource
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AUXImage, a national resource for Auxiliary images
1.3 TheCommunicationsServiceOrganization
1.3.1 Structure

CS staff officers, at all four of the Auxiliary unit levels, follow the stahdaxiliary parallel
staffing principles. They function as support staff to the elected officer who appoints them to
their position.

1.3.2 Flotilla/Division/District Staffs

TheCommunication$ServicegCS) Staff officers at the District (DSO), Division (SO) and Flotilla
(FSO) all play a key role in the development and implementation of theirQaitsnunications
Servicegunctions and the application of technology to support unit activities. Desoriptof

the duties for the following CS Staff Officers are included in Section 4.5:

DistrictCommunicationServicesStaff Officer (DSQS)
DivisionCommunication$ervicesStaff Officer (SE@S)
FlotillaCommunicationServicesStaff Officer (FSGS)

1.3.3Information & CommunicationsServices

At the National level the Department of Information Technology is responsible for both the IS
and the CS programs. The Department Chieflj€d Deputy Department Chief (B}

provides overall direction to allepartment activities which includé/eb Services, Software
DevelopmentCommunication$ervicesSpecial Projects, Member Support, Information
Services, AIRS, and tResearch and Development Divisions. The Departme@nization
chartand Websiteare great resources for additional information.

1.4 The Responsibilities of the CS Program

Theresponsibilities of the Communications Services organization vals include
organizational support in the areas listed below. Details related to these responsibilities vary
with organizational level and unit requirements. The responsibilities of individual CS Staff
Officers are described in their "Descriptionglod duties” which are included in Section 4.5.

1.4.1 Information Dissemination

The job of facilitating the relay of information is one of the key reasons for the establishment of
the CS function. At some levels this function is described as the "Webwatahetion and

calls for monitoring electronic communications and Auxiliary Websites and ensuring that this
information reaches appropriate member3he importance of relaying information to those
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members without access to electronic media should be stsed. At other levels, this

responsibility includes setting up systems and providing tools to ensure information is
disseminated to all members. At all levels CS Officers need to make sure officers and staff are
receiving and passing on importanformation.

1.4.2 EAuxiliary Tools and Support

The job of supporting the implementation of thefauxiliary concept iaresponsibility of the CS
job. The diverse related activities have been categorized as Elec@ommunications

Services CS activigs include providing assistance and support to all of our units and their
members by helping them useteols to facilitate their activities. Support services and
assistance includes electronic communications services, internet services, and helpingnsiemb
acquire and learn to uset®ols. Through coordination and cooperation with other Staff areas
they help ensure electronic tools and media are used to their fullest extent in providing
information to members and to the boating public.

1.4.3 Website Deglopment & Maintenance

The design, creation and maintenance of Auxiliary Websaiteanother key CS responsibility.
Jobs include ensuring that Websites provide useful information to the targeted audiences, are
professional in appearancand meet all Aukary policystandards.

1.5 Auxiliary Internet Resources Site (AIRS)

1.5.1 Description

The "Auxiliary Internet Resources Site" or "AIRS" program was
AIRS established to provide the necessary resources for the Auxiliary
National Website and to aid local Auarly units by hosting their

Web pages. Units utilizing this service are provided with free use of an Auxiliary Web Server,
sufficient disk storage space for an average size site, and a unique Internet Website address. All
sites hosted by AIRS, like alxfiary Websites, must meet the standards established by the
Auxiliary Internet Web Poligs well as additional requirements established by the Auxiliary

Web Services Division Chief (BWJ). When onlingthe AIRS & can be accessed at
http://airs.uscgaux.info/

1.5.2 History

The AIRS program and the national Auxiliary Websgee established in 19974under the
direction of Randolph Bogdan (DVW@), withleased space on a canercial Internet Service
Provider's (ISP) facility. Today AIRS has multiple servers, one is the "Localvénittatr

hosts our local sites. ndther is the "National Web Server" which hosts the National Website
(NWS) and Departmental sitegnd a thid is dedicated to the Auxiliary Association.
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1.5.3 Site Resources

TheAIRS site provides all the "interactive" information for Auxiliary webmasters (individual site
status updates, etc.), including:

link to the CS Guide (this document)
the DSGCSSiteNotification Statugorm
the DSECSAIRS Site Requdsirm

the DSECSAIRS Site Notificatidiorm
the DSECSlotilla Finder Updatéorm

= =4 -8 4 -4

1.5.4 Policies

If your Flotilla or Division has a Website but it is not yet linked from
http://slist.uscgauxinfo/linklist.html, your webmaster should contact your D83 who is
responsible for the following AIRS Website related issues:

Requests for local unit AIRS Website service

Requests for access code changes, or for reissuing existing access codes that have
been lost

Notification of a change of official unit, or that webmaster's email address

Local unit requests for new Website services or access codes will not be accepted
by the DV@Wnr that information will only be accepted through the D8S

)l
)l
T
T

1.6 Regulationgnd Policies

CS Officers need make sure that all CS related activities are in compliance with Coast Guard and
Auxiliary policies and regulations. Sgection 4.3or currentAuxiliary Website policy

1.6.1 Use of Axiliary Email Nets
SeeSection 4.7.2or information onAuxiliary email nets
1.6.2 Privacy & Freedom of Information Acts

Records maintained by the Coast Guard and by the Coast Guard Auxiliary may be subject to the
provisions of the Freedom of Information Act and the Privacy Act of 1974. Initiatives by the
Auxiliary to collect and store information as well as responsesduests for information shall

be referred to the Director of Auxiliary for that region to ensure compliance wittCibast

Guard Freedom of Information Act (FOIA) and Priveeg theCG611 websitefor further

information.
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Section 2. Checklists & Subject Outlines

This section contain&ob Checklistsind"Review Outlines.The following items are discussed
in this section:

= =4 4 48 -8 8 -9 19

2.1 FS@S Job Checklist

2.2 SCCS Job Checklist

2.3 DSACS Job Checklists

2.4 Auxiliary Internet Site Checklist

2.5 Auxiliary Internet Resources Site Establishment Checklist

2.6 Website Development Checklist

2.7 Website Policy Checklist

2.8 Best of Web Award Procedures

2.1 FSACS Job Checklist

This section contains a list of topics that a Flo@ammunicationServicesstaff Officer ESQ
C3 should read and understand:

Click on théhyperlinks to access details about each topic.

= =4 4 -8 8 -8 -5 _9_9 -2

Description ofCommunication$Servicefrogram
The EAuxiliary

TheCommunication$ervice (CS) Organization
Communication$ServicegCS) Responsibilities
The Auxiliary Internet Resources Site (AIRS)
Related Requlations argblicies

FSQGCS Job Description

The responsibilities @#OCSand DSGCXOfficers
Website Developmenthecklist

Website Policy Checklist

Websites the FSQS should be familiar with dmeguarly visit the following websites (when
online just click on the hyperlink):

= =4 4 -4 2

Auxiliary National Websitettp://nws.cgaux.org

Chief DIRAUX Websitétp://www.uscg.mil/hqg/cg3/cg3pcx/

CS Officer's Guiddtp://www. cgaux.org/it/documents/C&uide_2.0.pdf

Auxiliary Internet Resources Website (AIRS)://airs.uscgaux.info/

Local Flotilla, Division, and District Websitieookmark your unit, division and district
website URLS)
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2.2 SGCS Job Checklist

Thissection contains a list of topics that a Divis@oammunication$Servicesstaff Officer (SO
CS) should read and understand:

Click on the hyperlinks to access details about each topic.

=4 =4 8 8 -8 -9 _95_42_9 -2

Description of Communications Services Program
The EAuxiliary

The Communications Services (CS) Organization
Communications ServicesJICResponsibilities

The Auxiliary Internet Resources Site (AIRS)
Related Requlations and Policies

SQOCS Job Description

The responsibilities dFSECSand DSGCOfficers
Website Development Checklist

Website Policy Checklist

Websites you should be familiar with and visit regularly are listed below (when on line just click
on the hyperlink):

= =4 -4 4 -4

Auxiliary National Websitkttp://nws.cgaux.org

Chief DIRAUX Websitétp://www.uscg.mil/hg/cg3/cg3pcx/

CS Officer's Guiddtp://home.auxidept.org/documents/C&uide _1.0.pdf

Auxiliary Internet Resources Website (AIR§)://airs.uscgaux.info/

Local Flotilla, Division, and District Websiteookmark your unit, division and district
website URLS)

2.3 DSACS Job Checklist

This section contains a list of topics that a Dist@iommunication$ServicesStaff Officer (DSO
CSxhould read and understand:

Click on the hyperlinks to access details about each topic.

= =4 4 -4 -4 _-5_9_9_-°

Description of Communications Services Program
The EAuxiliary

The Communications Services (CS) Organization
Communications Services (CS) Responsibilities
The Auxiliary Internet Resources SitéR3)

Related Reqgulations and Policies

DSQGCS Job Description

The responsibilities gFSGCSand SOCSOfficers
Website Development Checklist
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Website Policy Checklist

Websites you should be familiar with and visit regularly are listed below (when on line just click
on the hyperlink):

= =4 -4 4 -4

Auxilary National Websitéttp://nws.cgaux.org

Chief DIRAUX Websitétp://www.uscg.mil/hg/cg3/cg3pcx/

CS Officer's Guiddtp://www.cgaux.org/it/documents/CS5uide_2.0.pdf

Auxiliary Internet Resources Website (AIR8)://airs.uscgaux.info/

Local Flotilla, Division, and District Websiteookmark your unit, division araistrict
website URLS)

2.4 Auxiliary Internet Site Checklist

The following checklist should be reviewed by Webmasters and site maintenance personnel to
determine if their site meets the standards set forth for Auxiliary Internet sites.aBoepage
Auxiliary Website Poliayhecklist go toSection2.7.

2.4.1 Approval and Authorization

1.

2.

The operation of this site has been authorized by the governing board of the unit that it
represents.

The local DS@S has beenotified this site's existenceNotification is generally made

by an email.

2.4.2 Site ldentification

=

4.

5.

The sponsoring unit is clearly identified in the site's HTML code.

Either a graphic Auxiliary banner (From thexiiary Style Usage Guiyjeor the text

heading "U.S. Coast Guard Auxiliary" shall be located at the top of the main page.
Directly below the above noted title, a subordinate heading shall identify the sponsoring
unit.

When a graphic image is used for sdentification, alternate text identification shall be
provided in the HTML code that displays the image.

Alternative text labels should be included for all graphic imagediaksl.

2.4.3 Links To and From Other Internet Sites

1.

Any link to sites outside ahe Coast Guard and Auxiliary must:
a. Support a legitimate business objective.
b. Not endorse any private issue or commercial product.
c. Bein good taste.
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2. If links are provided, the standard Website Notice/Disclaimer must be included on the
site.

3. All known linkgo this site have been verified to ensure that they accurately depict the
sites purpose and intent.

2.4.4 Content

1. Materials on a site may only represent the materials and/or policies of the unit level
that they represent.

Links are provided to sites at fdifent levels to avoid duplication of posted materials.
The original source of all posted materials must be clearly indicated.

Restricted items:

a. Items, which are not intended for public distribution, WILL NOT be published on
any Auxiliary Websitdtems intended for public distribution, if published, will be
verbatim reproductions of official informationNo text changes are allowed.

b. The only CG and CG Auxiliary mgoemblensthat areapproved folWebsite
useare the standard Auxiliary Bannienages (found on th&UXImage Websije
YR GK2a8 OftlaaAFTASR a a!'{/ D ! dzEAf Al NEB
AppendixA page of theCG Auxiliary Style Guide

5. Information not described in #dboveshall require prior approval as described in
current Auxiliary Manual and Publication Guide.

6. Neither inappropriate materials nonformation that infringes the rights of an
individual, or cogright violations are contained on thsste.

7. The official Auxiliary Seal may NOT be reproduced or posted owelipage. See

Chapter 5, Section 1.5.b, Auxiliary Manual COMDTINST M16790.1F

hpwn

2.4.5 Privacy Statement

1. All Auxiliary Websites must post a Priydolicy Statement.
2. The policy statement should inform the user if, and wimhbrmation is being collected
(Seeparagraph 9 irSection 4.3.8

2.5 Auxiliary Internet Resources Site Establishment Checklist

The Auxiliary Internet Resources Site or AIRS program was established to provide the necessary
resources for théuxiliary National Websitelocal Auxiliary units can post their own Web

pages without charge. Like all Auxiliary Websitesy must meet tle standards established by

the Auxiliary Internet Web Poligg addition you should review thAuxiliaryWebsitePolicy

Checklist AIRS specific requirements are listed in the following check list which should be
reviewed by those interested iastablishing an AIRS Website.
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2.5.1 Site Requirements:

An Auxiliary unit that would like to postvleb pagemust have these three important elements
in place before requesting a site:

1.
2.
3.

Appoint a CS officer (see tli@r the New CS Offiger
the dgte must be approved by the governing board of the sponsauimiyy and
the site mustserve a useful purpose.

2.5.2 To Apply for an AIRS Site:

1.

The unit CS officer contacts the DES. The DSCS will requireecific information
from the CS officer. This may be by email or a prepared district form.

2. AIRS Site Applicatiogsubmission byhe DSGCS
3.
4. Nationalstaff sendsthe DSGCS the site access information anébrwardto CS officer.

Nationalstaff processes the application

2.5.3 Services Included In AIRS Site:

1.
2.

3.

Sites will be set up for FTP and FrontPBgpression Web sitmaintenance.

Sites will have a limit on online storage availabilityhe National Web Server space is
set at 15MB for flotilla, 208 for division and 25MB for district level sites.

Site backup services are not provided for unit sites. EachNeltmastershould
maintain a current local backup copy of theiresit

2.5.4 AIRS Site URLs:

1.

2.

AIRS site URL assignmemhe current assignmerior Auxiliary
Website ishttp://axxxxxxx.uscgaux.info

Ly GKS +62@S SEIFYLX ST GKS al é
unit number identifier, uscgaux.info identifies US Coast Guard

Auxiliary. (e.0.
http://a1300509.uscgaux.infoneans, a = Auxdry, 130 = District 13, 05 = Division 5, and
09 = Flotilla 9.)
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2.6 Website Development Checklist
2.6.1 How to Bring Up an Auxiliary Website

Bringing up a basic Auxiliary Website need not be particularly complicated. There are several
steps in the process:

Identify someone who is able and willing to serve as webmaster

Discuss together what kinds of information you want to post on the Website
Send a brief overview to the unit for preliminary approval of the concept
Develop the Website in compliance with Aliaty web policies

Display the Website to the unit for final approval

Get authorization from national for the Website

Work to achieve district and national staff website approval

NogbkrwhpE

Let's look at each step in the process
2.6.2 Identify a Webmaster

Creating a AuxiliaryWwWebpageobviously requires some familiarity with computers and,
preferably, some prior experience creatitéeb pags. Conent of theWeb pagewill change

over time,soa modest commitment of time will be needed. Perhaps someone in your unit
already has an Auxilial/ebsiteonline or in preparation (FCs, DCPs and DCOs should be aware
of suchWebsites; a list of all official Auxiliaby/ebsites is available online at
http://slist.uscgaux.info/linklist.htnl.

Alternatively, there are certainly members who have credtéebsites either for themselves or
for their businesses. They are all good candidates to approaanfduxiliarywWebsite
Consider requesting an F&$ SOCSor ADSAS/CSppointment for theWebmaster

2.6.30utline Website Content

The next step is to identify Website content. The most basic content would be simply a link to
send email to someone in the Flotilla so people caniigfermation on PE classes, vessel exam
events or membership. Beyond that, yooight include some information about the unit (its
coverage area), a list of classes benffgred,and so on Here is small list of items that might

be found on an Auxiliary website:

Links to other Auxiliary Websites

List of unit officers/contacts
Messages from the FC, DCP or DCO
Directory of Auxiliary Newsletters

= =4 4
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Unit-specific forms

Photographs of members or missions or events

Unit schedule of events and meetings

Selected articles from the unit publication
Information on marine safety

Unit email diectory

Training aids

Links to regional boating information (tides, weather)
Place to provide feedback, ask questions

= =4 8 -4 -8 -9 -5 _9 -2

TIPS: Start small with only basic information. Let the Website grow as time and interest permit.
CheckAuxiliary Web Policiger required items.

2.6.4 Submit Content Outline for Approval

When developing any website, one of the first steps after determining the site structure is to

develop an outline of the information (content) you plan to place antepage. The outline

F2NJ SIFOK LI 3IS R2SayQi ySS Rmaingopiodhd sRidpick. ATo SR> 0 dz
obtain examples on what could be placed on various pages, look at other unit websites in your

area. Somevebsiteswill be well organize@nd some not. After visiting a number of these

websitess YR aSSAy3a K2¢ (KSe QO Syo fEHa sghseloBRat § KSA NJ Ay
contentis appropriate and how it should be organized for easy reading.

2 KSy @2dzQ@S 2dzif Ay SR printk3z00 2WJ SWwi AZy IS IO@HIBLIGRS
elected officers for commentsuggstions, andbr preliminary approval. If you have questions

on what should be placed on your web pages, study this guide, taith&y unit officers, or

contact other flotilladivision or district CS officer§.heycan give gu ideas as to appropriate

contentfor your Website.

2.6.5 Develop Website

Now the webmaster can set about actually developing the Website.
There are a number of resources that can be extremely usethlsn

process but by far the begiace to start iseading this guide Here you'll

find all the basic information you need including Auxiliary web policies
variouscheckliss, links tobasic Website templatg and some helpful
resources to include in yolWebsite. Th&S officemwvebmaster will have
their preferences as far de look, feel, and formatWeb pages are simply text documents
with various instructionsembedded "tags whichtellsthe web browser how the page should
be displayed. Some dii¢ popular ways of creating web pages include:
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1. Using alVYSIWY Goftware progransimplifieswebpage development. Virtually all
computer magazines ratilicrosoft Expression Wehs one of the best for the nen
professional web developer. Other similaots includeAdobe Deamweaver
HoTMetal PRQletObjects Fusigrand QuickSite These programs cost @600, with
most in the $106B00 range.If you like to use open source programs, a free version is
available calledNvu

2. Writing the document in a word processor and then savirag an HTML document is a
possibility, but is not recommended.

3. lItis also possible to copy the source code for other Websites and mbthfyneet your
own needs. Obviously, to the extent that your resulting Website "looks and feels" like
the original you should obtain permission from the original webmaster to use the code.
Be aware that some Websites (such as CGAUXWEB) are copyrighted and may not be
copied without written authorization from the holder of the copyright. In any case,
studying the cod of other Websites is an excellent way to become skilled in web
programming techniques! YR A ¥ @2dzQR fA1S G2 tSINYy Y2NB
internet languages used today, go to tié3 Schools websiteAll tre courses on this
site are free

Website Templatest T €2 dz 2dzald R2y Qi (y26 6KSNEb:G2 ail NI
pageor Website, go tdittp://aux04.auxservice.org/templateguide/index.htm This page gives

you various site templates, which can be used by the Auxiliary webmaster. Downloading

instructions are also includesh the template page

2.6.6 Obtain Final Approval from the Unit

Once the Websités "ready for primetimé' it should be demonstrated to the unit for final

approval. ldeally this would be an online session actually signing onto the Website and showing
how it works, but a PowerPoint presentation with screens captured from the site vedsid

work well. Printouts of the welpages might also be acceptable. The goal, of course, is to
ensure that the appropriate group has seen how the unit will be represented to the wanttl

has given its approvaMajor revisions to the Website shoupfobably also be run past the unit
leadership but that's a local decision. A good rule of thumb here would be "If it significantly
changes the look and feel of the site, then the unit should have another chance to approve it."

2.6.7 Notify National

And bst, but not least, the national webmaster must be notified of the existence of the Website
(including its URL) along with the name and email address of the webmaster. Let ye@GSDSO
know of this new Website, who will complete the foand notify thenational staff. Additional
information and assistance is available from Randy Bogdan\®y®ho can be contacted
through theAIRS Websiter by email advciw@cgaux.org
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USCG Auxiliary Web Policy Requirements

9.

Your Website has been authorized by the governing board of your unit

The DSES has been notified of your site's existence and date of appr

. Your unit is clearly identified in the site's HTML code (i.e., <title>

XfkUAGE SHOY RA & (Sadexainple igeaichMB.2 2 y
Either you have included a graphic Auxiliary banner from the National
Website or the text heading "U.S. Coast Guard Auxiliary" is at the top
your homepage (index.htm)See paragraph 2 &ection 4.3.4

Directly below the item mentioned in #4, you must include a subordina
heading identifying your unit. It may be graphic or text. If a graphic is
used for site identification, you must include alternative text in the HTN
O2RS GKI G NBI ARE ! @iE®R{ miningI<SedSetindzl
4.3.4

You have includedescriptie alternative text labels for all graphic image
and links to provide a means of navigation for rgmaphic browsersSee
Section 4.3.4

You have made sure that links to sites outside the Coast Guard and C
Auxiliary have a legitimate business objective, are not endorsing any
private issue or commercial product, and are in good tageeSection
4.3.7

If you provided external links, the standard Website Notice/Disclaimer
from the CS Guide is included on a page in your Website with a link or
your homepage.SeeSection 4.3.7

The content on your Website is appropriate for your unit level.

10. You have included links to sites at differemit levels to avoid duplication

of posted materials.

11. Posting is allowed for material released for distribution on the internet.
12.You hae no material or information that might infringe the rights of an

individual or copyright violation on your Website.

13. Information that could compromise Operational Security or release an)

proprietary information about the Coast Guard or Coast Guard Auxiliar
should not be postedSeeSection 4.3.9

14.You have NOT reproduced mosted the official Auxiliary Seal on any pa

Reference AUXMAN, Ch. 5, Sec. I.5.b [3]

15. Your Website has a posted Privacy Policy Statement. This statement

0S dzyAljdzS G2 @& Saydiagiaph6f Sedtior? 43@ax anli
example.

16. Your checklist is complete.
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2.8 Best of the Web Award

The National Best of Web Competition (BOW) highlights the "Best of
the Best" Auxiliary online presence, recognizing good performance of

to participate. Winners receivedistinctive 5Star Logo for their
Website and a beautiful trophywhich will be presented at NACON.

Runnersup will also receive a logo for their Websites. Several Districts also have Best of the
Web contests.

The following is a list dBOWsubjectsCommunicationServicesStaff Officers should be aware
of regardingthe Best of Web Competition:

= =4 =4 48 -8 -4 -5 _2_°

Nomination Procedure
AdvanceNotice
Judges

Evaluation Criteria
Selection Procedure
Feedback

Website Changes
Schedule of Events
Time Limit On Award

2.8.1 Best of the Web Award Procedures

2.8.1.1 Nomination Procedure

1.

A seltnomination procelure will be used fothe Best & the Webprogram. The
Website nominated MUST be on thiationalSite Notification Listvith an approval date
in the APVD columnAny flotilla or division that wishes to enter the competitishould
notify their SGCS or DSGS well in advance of the deadline (choice and nomination
deadline is up to the DSOS.
The SACS or DSQS will screen candidates for compliance withftiilowing Auxiliary
Website Policies:

a. Auxiliarylnternet Websites PolicChecklist

b. Auxiliaryinternet Site Checklist

c. AuxiliaryWebsite Link Criteriésee paragraph 4)

Websites not in compliancghould be pomptly notified. The screening process should be

initiated early enough so that those sites not in compliance can be brought into compliance and

resubmitted before the deadline.
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The DSECS (perhaps with the assistance of SOs) will then evaluatgbatiitted sites on the

three criteria below and identify the best Websites at the flotilla and division levels. Though we
prefer that only two flotilla Websites be submitted for the national competition, up to five will

be accepted; only two division Weles may be submitted for the national competition; the
district Website may also be submitted if desired.

DSQCS officers (or their designee), should use the Best of Web Submission Form available on
the AIRS site to submit a list of their candidate WedssiA hyperlink to this form only appears
earlyin the calendar year and removed in August.

2.8.1.2 Advance Notice

1. Changes to the procedures and criteria for judging (as contained in this document) shall
be announced by 01 February, for that yeadsnpetition. At that same time the
schedule and due dates will be announced.

2. DSQCS officers should immediately begin their local selection process following the
announcement irparagraph 1 aboveThis will provide time for local webmasters to
bring ther Websites into compliance with Auxiliary web policies, and also to improve
their Websites in light of the judging criteria.

3. The panel of judges shall be selected and instructed on the selection process at least
seventyfive (75) days prior to the first geof the Fall Meetingf the National Board
(NACON).

4. DSQCS officers must submit their list of candidate sites to the Division Chief, Web (DVC
IW), during a sixty (60) day window, ending seveng (75) days prior to the first day
of the Fall Meeting ofhe National Board (NACON).

2.8.1.3 Judges

Four members of the "I" Department staff and two DSO staff officers will form the panel of
judges. Each will be selected under the supervision oDisgartment Chief of Information
Technology@Cl).

2.8.1.4Evaluation Criteria
2.8.1.4.1 Technical

1. Websites must be written in a manner that provides access to viewers using all currently
distributed browsers. The need for proprietary software or specialized browser-"plug
ins" is discouraged.

2. Web pages should beasily viewable on all screen resolutions. Although screen formats
are transitioning to higher resolutions, users with lower resolution displays must have
full accessibility. For example, if page elements do not fit on a 680x480 format, unseen
elements sould be made accessible through the use of scroll bars.

Page35



CS Guide

Section 2. Checklists and Subject Outkne

3. The use of new technologies and innovative features is highly encouraged. Such
features should be used to enhance site operation, and not as a substitute for the basic
elements of a site.

4. A means teeasily navigate the Website should be provided. Generally stated, the
viewer should be able to easily navigate throughout the site, and return to the entry
point, without becoming lost. The use @@mmonnavigation buttons, frames, or
standardized boarers can provide the necessary tools.

5. Webmasters are encouraged to adopt thé3C standardfor Website authoring
standards. Additional information may be found at WSCWelbsite.

2.8.1.4.2 Content

1. Proper Auxiliary and sponsoring unit identification must be visually provided on all
sites. The name of the sponsoring unit must also appear in the <TITLE> section of the
page header.

2. All posted information should further thobjectives of the Auxiliary, and should be
relevant to the interests of Auxiliary members and/or the boating public. In addition,
information should be accurate, current, concisely stated, and understandable.

3. Content for Auxiliary Wepages must be developed and maintained at the most
appropriate level. Websites at other levels must link to that material rather than
duplicating it. Thus, information regarding national policies and information will be
developed and maintained on the ti@nal Web pageo which other pages can link;
district policies and information will be developed and maintained on district Websites;
and so on.

4. All links should be functional. Links to sites outside of the CG and CGAUX must provide
a "value added" sowe of information or service directly related to Auxiliary activities.

5. Links should be provided to the national Website, and other relevant district, division,
and flotilla sites.

6. All sites should display the standard Link Disclaimer as listed in theaAukilternet
Web Policy.

7. Webpages should be designed to load quickly. Unnecessary gimmicks, large high
resolution pictures, overuse of action icons, and background music should be avoided.

8. All sites must display a Privacy Statement that specificallgries the site's collection
and use of personal information.

9. All sites must post an email contact address or MAILTO: link in a prominent location.
The contact person must be someone who will respond to inquiries in a timely manner.

2.8.1.4.3 Website Valation

Auxiliary sites should make every effort to accommodate viewers with disabilities. Itis
reconmended thatwebmaster/CS officeevaluate their websites using the HTML and XHTML
validator athttp://validator.w3.org/ , and Cascading Style Sheet validator at
http://jigsaw.w3.org/cssvalidator/.
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2.8.1.4.4Appearance

1. The Website opening page should be designed to catcimtieeest of the viewer.

2. Web pagdayout shoud provide a visually appealing framework to display the materials
being presented. Effective use of graphics, images, backgrounds, frames, bardkrs
common site navigationan enhancéhe effectiveness of the site.

3. The overall appearance of a Webssteould present a consistent look and feel. It is
important to maintain this uniformity through:

Visual continuity throughout all site pages

Consistent page format, color schemes, and identification headers
Consistent applications of text size and style

Standardized navigation procedures between site pages

o op

2.8.1.5 Selection Procedure

1. Judges will independently assign each Website a rating for each of the three categories
of criteria above. In reaching a rating, they will consider the specificieriistedwithin
each category.

2. The average (mean) rating of all judges will be determined for each Website on each of
the three criteria. Judges are not permitted to vote on a site within their own District;
the average of the other judges' ratings will be useddplace any missing ratings due
to a Website being within a judge's own district. A total rating for each Website will be
determined by adding the average ratingseach of the three categories.

3. Judging for this award shall be done and the winner daieed at least fortyfive (45)
days prior to the first day of the Félleeting of the National Board.

4. The finalists and runnengp will be reviewed by the "I" Department Chief (D@nd
Deputy Chief (D@) to confirm that the award winners are indeedtstanding
Websites and deserving of the awards.

2.8.1.6 Feedback

No detailed feedback will be provided regarding the winners. By definition, the judges
determined that relative to the other candidates the winning Websites best met the published
criteria.

2.8.1.7 Website Changes

In order to avoid the problem of significant changes to a Website between the time of judging
and the time of the award announcement, a copy of each winning and rumpé&¥ebsite will

be stored online at the time of the judging-hese site copies will be made available for viewing
after the winners are announced. In addition, one or more screen shots of the winning and
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runner-up Websites will be made and included with the certificate at the time the awards are

made.

2.8.1.8Annual Schedule of Events

(This section will be updated annually before each Best of the Web judging)

)l
T
T
1

l

Changes to the procedures and criteria for judging will be announced by 01 Feb.
DSQCS Officers immediately begin their local selection process upon anement of
procedures and criteria for judging.

Panel of judges shall be selected & instructed on the selection process by 15 June.
DSQCS officers must submit their list of candidate sites to the Division Chief, Web (DVC
IW), during the period 16 April tb5 June

Judging will be done and winner determined by 15 July

2.8.1.9 Time Limit on Awar®isplay

Since the award logo carries a date, there is no time limit on how long it may be displayed on a
Website.
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Section 3. What Works for Others

This section contains information on how various units get their CS job done and the tools
(hardware and software) they use. If you know of other techniqarestools that have worked

for you, let us know about them so we can include them here. Keep in mind that what works in
one unit may not work for your unit. The content of this section is a collection of ideas for your
consideration.

The following itemare discussed in this section:

CS Services

E-Auxiliary Tools

Website Development & Maintenance
More Tools& Solutions

E NN

3.1 CS Services

This section contains informaticand case studiesn how various units get their G& done
This material has beerategorized in to two areashe first covers "Information Dissemation”
and the second addresses-Zervices" (which includes everything elské)ou know of other
approacheshat work for you, please contact the edittBGIMG), so that information can be
included

3.1.1 Information Dissemination

The following describedifferent approacheghat units haveused to disseminate the
information they receive via the internet. These are techniques liaateworked andmay be
useful to you.

3.1.1.1Insure key players aré&ully informed

"| feel it is my duty to insure that the key players in our Division and Flotilla are fully informed
as to what's happening throughout the CGAux organization. In this area, | find the most
effective system iscut and pasté of pertinent iformation from the AUXWeb (and other
sources) and practive email of thesepastes to distribution lists of our officers. | find that
most of our CGAux officers have little time or inclination to spend time wandering around the
AUXWeb and so | find thisanual pusHeed to be very effective. They are kept in the loop and
can use the hyperlink to find out more, or they can discard unwanted info with a keystroke.
This process takes very little timemaybe2-hours per week altogether. Once email

distribution lists are assembled, and cut/paste techniques mastered, it's very easy to do and
very effective.”

Page39


mailto:amy@aux04.auxservices.org

CS Guide

Section 3. What Works for Others

3.1.1.2CS role in information relay

"The CS officer is the one person that can relay information from the internet that flotilla
members without internetapabilities can turn to for timely information. Therefore, in

addition to 'What's New' there are a lot of other resources the CS officer needs to keep an eye
on... i.e.National Safe Boating Counarndthe Coast Guard's Boating Safssction for boating
recall information, and on and on it goes."

3.1.1.3Providing information to "non Electronic" members

"When the Long Range Planning Committee recommended traioreof the CS office, it was
to ensure that'non-electronic"members continued to get the wordt was felt that a CS officer
wasneeded at the flotilla levetb directly pass information on to the members, the division
level andto make sure the wordvas passed on to the members of flotillas that had no-ESO
Although the CS officer might also be the person responsible for the unit's Websise, th
functionsare not the primary responsibility in our recommendation.”

3.1.2 EServices

The followingdescribes different approachesised byunitsto provide E-Services. These are
techniques thahave worked ananay be useful to you. If you know of other approaches that
work for you let us know.

3.1.2.1Facilitate the use of electronic equipment

a ke CS officer's jobis thefacilitator of the AV equipment used in PE. Aftkrian't that
communications?So | think that organizing PE officers for effective speakimgwing them
how to use the AV equipment effectively, maintaining the equipment, ithigting and loading
updating PowerPoint project GROMs, falls into the CS aréea.

3.1.2.2Building a Website the easy way

"A Website can be developed very simply by primarily using link&XMEENd other sites
that contain necessary infmation. If a \\bsite is seen as critical, it can even be one page,
referring users to the various parts of the National welges. No need to reinvent the wheel
unless Websites are something you like to do."

3.1.2.30fficers need for emaill

"In our division, | am constdly pounding away on the need for Internet Access and Email. |
simply don't think that an officer can function effectively without it. | think it should be a
mandatory, minimum requirement for officer level participation. Most everyone in our officer
corps now has email. But the CS officer can help with recommendations of ISP's, workshops on
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email programs and effective use of email, overcoming those objections frofit'ithtee before
| use a computéercrowd."

3.1.2.4Facilitating communications

"TheCS job is a support job and requires crossing over various turf boundaries. So the CS
Officer becomes atOfficer without Portfolio'whose job it is to bring together other
departments, including our local regular CG departments, to help make thingghdpp

3.2 EAuxiliary Tools

This section contains information about the hardware and software Auxiliary units use to get
N . their CS job done. In addition it includes information on equipment acquisition
S Qﬁ/. and sources. Let us know about other hardwa@fware, and sources that you

//c\x use.

3.2.1 Acquisition of Hardware & Software

Affordable hardware and software acquisition by Auxiliary units has been standing

problem. There are several sources that have offered good service and competitive prices to
the Auxiliary in the past. While this is not an endorsement of theseasntdhey might be a

good source for compariseshopping. The pointsf-contact listed may be changed without
notice and if you become aware of a change plaastify the CS Officer's Guidaditor.

For Software & Hardware contact:

1 Aimee NuccigHomeland Security GovernmeAtcount Executieat PCMallGov.com
800-MALLGOW 8114

Note: For software purchases you "must" be an Auxiliary Instructor. They will ask you to FAX
your Instructor Certificate to them to verify thmurchase).

For Hardware contact:

91 Dell Federal Governme@SA Contract # GS5F40760 (800) 456-3355 x 57640
1 Mike Silverstri (USCG Auxiliary Account Retfp)//adtech-sys.conB00-359-0077 x 602

3.2.2 Hardware

Minimum requirements for the home computer of Auxiliarists attending AUX04 GSchool
Traininginclude the following:

Y ForaPC
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Microsoft Windows® XP with Service Pack 2 or Windows \Gp&@ting system
700 MHz or faster processor

512 MB of RAM or more

1.5 GB of available haudisk space

DVDROM drive

1024 x 768 or higheresolution monitor

Internet accesgbroadband access recommended)

NoghkrwhpE

Y For aMac

Power Macintosh G3MAC OS 9.0 or later

700 MHz processor or faster

512MB of RAM or greater

DVDROM drive

1.5 GB of available hadisk space

Internet accesgbroadband access recommended)

ogkwNE

3.2.3 Application Software
3.2.3.1 Adobe Acrobat

The Adobe Reader software is used to readable documenformat files (pdf) documents
that are frequently used on Auxiliary Websites to download documents. iSfrese software
and can be downloadeflom the Adobe website atttp://get.adobe.com/reader/

As new ersions are released making more features available. There is the possibility of some
problems showing up when using our existing Electronic Farmdsolder version of the Acrobat
Reader, sat is a good idea to use the latestaderversion.

3.2.3.2Internet Browsers

As of November 2008he two most popular browsers are Microsoft's Internet Explater
-~ 46.5%and Mozilla Firefoat 44.2% Other less populabrowserss NB D22 3f SQ4&
@ ‘ /| KNRYS:s al OQpdra. {TheThilNdifferéngeRimong sedrowsers is
their compliance with the standards of the Interndhternet Explorecomples
with some of the standards but (n& &trictly 100% complaint. Browsers suchFasfox,
Chrome andpera are more compliant and may one day be the browsers otehBiee
Section 4.9.5.1or link to these browsersTo see the current browsersin use, gothe / Qa
browser statistics web page
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3.2.3.3Virus-Protection, Adware and FirewalSoftware

Be sure to have a good viqpsotection program installed on your computer ana
update it frequently. This action could save you from many problems.

For an excellent free check of your computer's overall ggcalickgoto{ & YI yi S0Qa& { S Odz
Check websitelt's a free service provided by the makerd\ufrton Antivirus To identify and

remove surreptitiously installed programs placed on your computer to report on your web

browsing, you may want to consid@dAware Antivirus programs doot protect you from

these applications often called mére or spyware For a review and recommendations on

anti-spyware gotiR2 g Y f 21 R®02YQa NBJASS

If you are connected427 with either DSL or Cable you need to consider installing a Firewall,
especially if it is not built into your cable router systeiftiere are a number of products that
serve the purpose and often sales on Norton or McAfee firewalls offer a great Metd. that

with Microsoft XP service pack 2 (SR2firewall is includea@s part of the operating system

(OS) so additional firewall software is not recommended. If you still operate an older operating
system version, such as XP SP1 or earlier, a firmaamust.If you are looking for entry level
Firewall protection consider the ZoneAlarm basic application (FREE for home use version)
available by clicking on the following link:
http://www.zonelabs.com/store/content/company/zap _za_grid.jsp?lid=ho. za

3.2.3.4 Graphics Programs

There are more "packages" for graphics than you can count. You can spend a lot of money and
have a fine graphics package but if it's diffitaltise you won't be happy. There are shareware
packages that let you try before you buy and then there are free packages. Different
webmasters "swear by" their favorite graphics package. We all are comfortable with what we
know and know how to useln the AUX04 clas$aint.NETs recommended to the students

using Windows. It is knowfor ease of use, flexibility, updated often, and it is free.

3.2.3.5 Viewers & Readers
You don't need to have MS Office to view RoRoint presentations (.ppt), Excel spreadsheets

(.xIs) or Word documents (.doc). Microsoft offers FREE viewers/readers so that you can open
any of the above files. Links to those viewers are:

For Microsoft Office 2003 For Microsoft Office 2007
1 Word Viewer 1 Word Viewer
i PowerPoint Viewer 1 PowerPoint Viewer
1 Excel Viewer 1 Excel Viewer
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Other viewers you will need arkdobeReader AdobeFlashPlayerand various audio players. If
you create or have documents on your website thequire additional browser plugns, make
sure you add a link ttmadthat viewer/player or add the option to have that viewer/player auto
load. When downloading pldgsfor your own computerprint and review the installation
instructions carefully.You should note that if you use a viewer, you will betable to edit the
files, only view them.

As of this writinga free download of th®©pen Offie Suiteis available Theprogram includes
text, presentation, spreadsheet, database, and drawing software and ctaibes compatible
with Microsoft Officesuite of programs

3.2.3.6 Internet Connection $ed

Are you interested in determining the speed of your internet connection? You can access a free
bandwidth speed test aBpeedTest.netThis test gives you your download and uploads speeds

in Kilobits per secontkb/s). Check with your Internet Service Provider (ISP) for what level of
service you curremy have and what download/uploads speeds you should expect.

3.3 Website Development and Maintenance
3.3.1 Developer Do's and Don'ter File and Folder Names

1 Whendeveloping file names for images and pages withiveasite, don't use spaces,
dza S G KS dzyZRNINREORKNSG & Y€
o Using the underscore__ the file name is read as: "mysite_at_auxieland.com"
0 Using spaces the filgame is read as: "mysite%at%auxieland.cam'some
systems, but not all. To be sure that your files are properly identified on ALL
systems, DO NOT use spaces in you file names.
1 In addition to the abovet is ALWAYS best that file names be in lowercase. Using upper
and lowercase file names invgebsite can cause a future troubleshooting nightmare.
1 Itis also a good ideldOTto place spaces in folder or directory names and you should
try to keep all directory, folder and filrkames in lowetase characters.

3.4 More Tools and Solutions

Thissection contains information about other tools used by Auxiliary units to get their CS job
done. Itincludes information on techniques, sources, articles, unit instructions and provides
samples of aids they are using. In other words if it doesn't therprevious sctions you will

find it here.
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3.4.1 Important Information Sources
3.4.11 Securing our Future The Role of Operational Security

by James M. McCarty, BUE|
Posted 1 January 2005 on the What's New! of the National Website.

bLY (2 Rilofingtant ifatnfion sharing through Websites and email, there are some
basic security issues that deserve a few minutes of our tikithough we want to encourage
the use of new technologies, we must be careful that we are not distributing sensitive
operational information to the wrong people. So how do we improve the security of this
information, while still using technology to the fullest? See3aeuring Our Futurarticle.

Fa more information on Operational Security (OPSEC) policy, gddbigon 4.3.9
3.4.12 A Guide to Setting up AV Equipment
by Brett Grooms, DSOS Er. For District 7 Spring Conference 2005.

This pictorial guidshowssetting up the Dell Laptop 1100 and Dell LCD projeantoiis a good
example of a howto-do-it hardware manuatan be developedView this file(2.5MBpdf).

3.4.1.3 Department of Homeland Security (DHS) Seal &ndos for the Web
Where used on Auxiliary Websitgbe images of th®HSSealsand Logos

must come from examples found in tlESCG Auxiliaigtyle Guideno
modified seals ologos areauthorized.

=)
3.4.1.4Department of Homeland Security (DHS) Seal and Signature Usi

The DHS guidelines contain details on how to use the Seal and related Signature. The guidelines
show both approved seal / signat layouts and incorrect uses. A common error is use of the
seal without the DHS Signature text.

Download thecomplete 33 page officiaDepartment ofHomeland Security Seal and Signature
Usage Guideliné.36 MB document.
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Section 4CommunicationsServicedResources

This section contains the "hete-do-it" and detailed irdepth information that many CS
Officers need to refer to.

The following items are discussed in this section:

4.1 CS Officer Training Opportunities

4.2 CS Support Directory

4.3 Website Policies

4.4 Requlations and Policy Messages

4.5 Staff Officer Job Descriptions

4.6 Auxiliary Internet Resources System (AIRS)
4.7 Internet User Information

4.8 Website Development Tools & Techniques
4.9 Reference Links

=4 =4 4 48 -8 -4 -9 _2 -9

4.1 CS Officer Training

4.1.1 Online and Resident Training

4.1.1.1AUX04

CS Officers have a number of sources for the traitorfgelp themperform their jobs. At the
National level theras theAuxilianQ a -04|Gschool, whichs well worth attending The AUX
04 course was revised in 2004 and is now offeregaaibuslocationsaround the country
annually Links tather Auxiliary €Schoolkcourses are providedn the Chief, Director of the
AuxiliaryWebsiteand theGschool Portal

4.1.1.2CpastGuard and CG Auxiliary Training

For a comprehensive list of -IEearning Links" visit that section of the Website of the Office of
the Chief rector of Auxiliary ahttp://www.uscg.mil/hg/cg3/cg3pcx/training/ In addition the
Auxiliary OHdine Testing and Exam Gateway can be accesseftipat/ntc.cqaux.org/ Some
Coast Guard commands offer computer classes for their personnel which might be open to
auxiliary members. Check with your local CG command. ddsg districts and some divisions
have offered workshops that address how to use availatdetednic tools including softway
computers and LCD projectarsheck with you member training officer.
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