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EZView User Guide 

Introduction 
An EZview website has been setup and is ready for you to start adding content. The template 
used to create your site includes the following pages: 

Updates: a blog page which allows you to make dated entries on the latest status of 
your work/project. 

Overview: a page used to describe your project for the benefit of those who are not 
familiar with the details.  Pictures can be uploaded and added in the right margin of this 
page. 

Contacts: a page which lists the contact information of the key project personnel. 

Events: a page used to list upcoming meetings or other events. 

Library: a page which contains the documents, photos and links related to your project. 

Manage Contributors:  a page to manage users of the webpage by assigning specific 
roles. 
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Project Portal URL 

After receiving a request for an EZview website, ORIA staff will send you an e-mail containing 
your website (portal) URL and sign-in credentials.  You can send this URL to others to view your 
portal or can post it on another website, such as your county or city website, as a link to your 
project portal. 

Getting Started 

1. Open your browser and type in your portal URL or go to the main EZview site at 
https://EZview.wa.gov.  
 

2. Click the Sign In link located at the upper right corner of the page. 

 
3. Type in your E-mail or SAW Account ID and Password and click the Sign-In button. 
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4. If you signed in by visiting the EZview main website instead of your portal, you will see a 
listing of all the portals (websites) you have access to.  To access your portal, click the name 
of the portal located under the Project Name column.  
 

 
 

5. To sign-out, click the Sign Out link in the upper right corner of the page. 
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My Account 

 
My Account allows you to edit your name, e-mail and phone number as well as change your 
password; follow the steps below to access and update your information: 

1. Sign into your portal, 
2. Click the My Account link located in the upper right corner,  
3. Add or update your information, and  
4. Press Save Changes. 
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Adding and Modifying Content 
After signing into your EZview website, you will see buttons (controls) only available to you as 
the site manager (i.e. Add New, Edit).  In the sections that follow, we will describe how to use 
these controls to add and modify the content on your website. 

Updates 

The Updates page allows you to add dated blog entries to provide status updates on your 
project.   

To add a new entry, click on the Add New button. 

  
Complete each of the fields to describe the status of your project and press Apply Changes to 
post to your site. 

 
To edit an entry click the pencil icon; to delete an entry click on the trash can icon; both icons 
are located next to the entry date. 

Title: Article name; shows up as 
link to open the full article on the 
Updates page 

Subtitle: Additional article name; 
shows up in parenthesis on the 
Updates page 

Description:  Project status; a 
HTML text field; allows for 
formatting changes using HTML 
coding 

Send Notification: sends an e-
mail of article to other site 
managers and contributors listed 
on the Manage Contributors 
page. (Optional) 
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Overview 

The Overview page is used to describe your project.  This page is split in two sections:  Summary 
of the project and Pictures.   

• Summary of the Project Section: allows you to add a narrative describing your project 
for the benefit of those who are not familiar with the details.   

• Pictures section: allows you to upload pictures related to the project summary. 

Summary of the Project 

To create your project summary, click the edit button located under Summary of the project. 

 
Complete the project summary field and press Apply changes when completed to post it to 
your site. 

 
  

Desktop HTML Content:  Project 
summary; a HTML text field; 
allows for formatting changes 
using HTML coding 
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To Edit the Summary click the Edit button located under Summary of the project. 

 
Update the project summary field and press Apply changes when completed to post it to your 
site. 
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Pictures 

To add photos or other graphics to compliment your narrative, click the Add New button on the 
far right beneath Pictures.  

 
Complete each of the fields, press Choose File to select the picture you wish to add and then 
press Apply Changes when completed to post it to your site. 

 
To Edit or Delete the picture click on the Edit button located under the picture. 

 

Display Order: Used when 
multiple pictures are uploaded; 
which picture should show first, 
second, third, etc. 

Caption: Name of the picture 

Short Description: Picture details; 
text is added below the image on 
the Overview page 

Long Description: Additional 
picture details; text is added 
below the full-sized picture 

Choose File: Control used to 
upload the picture. 

Note: When image is clicked on a full-sized 
version of the picture opens up on a new 
page 
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Update each of the fields, press Choose File to select the picture you wish to add and press 
Apply Changes to post to your site or press the Delete button to remove picture from your site. 
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Contacts 

The Contact page provides an address book style listing of key project personnel.  

To add a new contact click Add New under Contact project members. 

 
Complete each field as you see fit (there are no required fields) and press Apply changes when 
completed to post to your site. 

 
To edit or delete a contact click on the Edit icon next to the contact name.

 
Update each of the fields and press Apply Changes to post to your site or press the Delete 
button to remove the contact from your site. 

Name: Contact Name 

Role: Role in the Project (Project Lead, 
Member, etc.) 

E-mail: Email address 

Office: Agency or department name 

Mobile: Phone number 

Address: Office or home Address 
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Note: Each contact must be added/edited and deleted separately. 
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Events 

The Events page provides a listing of upcoming meetings and events. 

To add a new event click Add New under Here’s what’s coming up.  

 
Complete each field with your meeting details and press Apply Changes to post it to your site.   

 
To edit or delete a meeting click on the pencil icon located next to the meeting/event name.  

 
  

Title: Name of event or meeting 

Field 2: Meeting details; a HTML 
text field; allows for formatting 
changes using HTML coding. 

Where: Location where event or 
meeting will occur 

When: Date of event or meeting; 
manually enter the date or use 
calendar icon to select the date 

Time: Time the event starts (no 
end time – recommend adding 
that information in Field 2) 

Expires: Date meeting entry is 
automatically removed from the 
Event’s page 

Field 2 
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Update the applicable fields and press Apply Changes to post it to your site or press Delete to 
remove the meeting/event from your site. 
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Library 

The Library page contains the uploaded documents and miscellaneous links related to your 
project.  This page is split up in three sections: Documents, Photos and Links.   

• Documents section: allows you to upload documents such as, meeting notes, contracts, 
or other documents deemed important.   

• Photos section: allows you to upload pictures of your project (this is separate from the 
Overview page) 

• Links section: allows you to add links to other websites. 

Documents 

To upload a new document click Upload a File located under Documents. 

 
Press Choose File to select the document you wish to add, update the fields as desired, and 
press Add to post to your site. 

 

 
  

Choose File: Control used to 
upload the document. 

Category: Optional pull-down list; 
when selecting and adding a new 
category, press save before 
pressing the Add button 

Optional description: Field used 
to briefly describe the document 
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To edit the Description or Category of the document, click on the pencil Icon located next to the 
File Name.  

 
Update the document information and press Save to post the changes to the site. 

 
To delete the document click on the trashcan icon located next to the File name. 
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Photos 

To add a new Photo click on the Upload a File located under Photos. 

 
Press Choose File to select the document you wish to add, update the fields as desired, and 
press Add to post to your site. 

 

 
To edit the Description or Category of the photo, click on the pencil Icon located next to the File 
Name.  

 
  

Choose File: Control used to 
upload the document. 

Category: Optional pull-down list; 
when selecting and adding a new 
category, press save before 
pressing the Add button 

Optional description: Field used 
to briefly describe the document 
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Update the photo information and press Save to post the changes to the site. 

 
To delete the photo click on the trashcan icon located next to the File name. 

 
  

Page 18 of 26 



EZView User Guide 

Links 

To add a new link click on the Add New button located under Links. 

 
Complete each field of the link details and press Apply changes when completed to post it to 
your site. 

 
  

Title: Name of the hyperlink 

URL: Hyperlink address (i.e. 
http://www.ezview.wa.gov) 

Description: A field used to briefly 
describe the link; pops-up when 
mouse hovers over the link 

View Order: Used when multiple 
links are added; which link should 
show first, second, third, etc. 
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To Edit or Delete the link click on the Edit button located next to the link name. 

 
Update each of the applicable fields and press Apply Changes to post to your site or press the 
Delete button to remove the link from your site. 
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Manage Contributors 

The Manage Contributors page allows you to add new users and assign specific roles to assist in 
the management of the site. 

To add a new user click the Add New button located under Manage Users. 

 
Complete each field, select the role you wish to assign and press Save User Changes. 

 
 

  

Full Name: Manually enter user Name or select from the pull-down located under 
Available User 

E-mail: Required for EZView sign-in 

Password: Required for EZView sign-in; Assign an easy password for new users 

Roles 

Contributor: Minimal access; can add/edit information on the Updates and Library pages 

Site Manager: Medium access; can add/edit information on all pages 

Admins: Full Access; can fully edit all pages 
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To edit user click the pencil icon; to delete an entry click on the trash can icon; both icons are 
located next to each user’s name. 
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Appendix 
Definitions 

ABCDEFGH IJKLMNOPQRSTUVWXYZ 

 
A 

Add – see Apply Changes 

Add a File – the form used to upload a document or photo in the Library page 

Add New – a control used to open a form for adding information on the website 

Apply Changes – the control used to apply or post information on the website 

Article Detail – the form used to create/edit a blog entry for the Updates page 

 
C 

Cancel – a control used to cancel and close form without saving or applying changes 

Contact Details – the form used to create/edit contacts in the Contacts page 

Contacts – pages used to provide the project member’s contact information 

 
D 

Delete – the control used to remove information from the website 

 
E 

Edit – the control used to open a form to edit currently posted information on the 
website 

Events – page used to provide upcoming events/meetings related to the project 

 

H 
HTML Editor – the form used to create/edit the narrative for the Overview page 
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L 
Library – page used provide access to documents, photos and links to information 
related to the project 

Link Details – the form used to create/edit link information in the Library Page 

 
M 

Manage Users – the form used to create/edit users in the Manage Contributors page 

Manage Contributors – page used to manage users of the website by assigning specific 
roles: Contributor, Site Manager and Admins 

Contributor – minimal access; this role allows users to add/edit entries in the 
Updates page and upload documents, photos or links on the Library page 

Site Manager – medium access; this role allows users to add/edit entries on all 
the available pages 

Admin – full access; this role allows users to add/edit entries and edit all pages 

Meeting Detail – the form used to create a new meeting or event on the Events page  

My Account – used to manage your account information on EZview 

 
O 

Overview – page used to provide a summary of the project 

 
P 

Pencil Icon – see Edit 

 
S 

Save – see Apply Changes 

Save User Changes – see Apply Changes 

Sign In / Sign Out – used to sign-in and sign-out of your EZview account 

 
T 

Trash Can Icon – see Delete 
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U 

Upload a File – see Add a file 

Updates – page use to provide updates on the status of the project 
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