
US Army Combined Arms Center

AKO Administrator Training

Creating Organizational Sites



US Army Combined Arms Center

Overview

1. What is a site?

• Definition of a site
• Site types

2. How do I create a site?

• Site Wizard - walkthrough

3. How do I manage a site?

• Definition of a channel
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Definition:  What is a Site? 


 

A site is a set of components: a group, a knowledge center, 
and a page.



 

A group can be a contact list, an access control list, or a 
working group.



 

A knowledge center is used to store and share documents 
and images.



 

A page displays information and links and organizes 
documents.  Pages can be restricted, shared with a group, 
or open to the public.



 

Click on the Site Map tab at the top of the page to search and 
browse Team Sites.
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Types of Sites



 

Team Site



 

Community Site



 

Organizational Site
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Team Sites

Definition

A Team Site provides a private space where a small 
working group of geographically dispersed members can 
collaborate on projects, share files, post updates, and 
schedule meetings.  Typically, only members can see or 
search for the information owned by the group.
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Team Site Example: BCKS OneStop for 
Employees
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Community Sites

Definition

A Community Site—also known as a Community of Practice 
or Community of Interest—allows a large group of people to 
share information about a shared interest. Community Sites 
are typically open to all AKO members, but users who opt to 
join the Community Site will receive more information than 
the casual user.
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Organizational Sites

Definition

An Organizational Site is an official area for Army 
organizations to publicize projects and goals, and to share 
valuable information with the AKO community. 
Organizational Sites typically feature information about an 
organization's leadership and mission, announcements, and 
links (to external sites, documents, forums, and other AKO 
pages). This site will appear in the hierarchy under 
Organizational Sites on the Site Map page.
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Create a Site
When you are ready to begin 

creating your 
Organizational Site, click 
on Create a Site in the 
welcome bar.

Note: 
You will need to be an 

administrator of the 
community under which 
you plan to place your 
new Organizational Site.

You can either have a current 
administrator make you 
an administrator as well, 
or you can have a current 
administrator create the 
site for you and give you 
permission to add all the 
content.

Keep reading to find out 
more…
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Site vs Component

Rather than creating all the components of your site individually, 
choose to create a Site and all the pieces will be created and 
associated with each other automatically.

These pieces include:
• Group- to be used as an access list and/or membership list
• Homepage- to push out content to your users, such as links, 

images, text, etc.
• Knowledge Center- for storing all types of files such as Word 

documents, Excel spreadsheets, and PowerPoint presentations.



US Army Combined Arms Center

Type of Site

This guide will walk through the creation of an Organizational Site.
If you are not an official Army Organization, this guide will still be 

useful for creating a Team or Community Site, simply ignore the 
requirement for a “Parent” organization under which to place 
your new site.
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Type of Site
If your group falls within the official Army 

hierarchy, you’ll want to create an 
Organizational Site.  

Locate your parent organization by going to 
the Site Map tab at the top of the page and 
looking in Army Organizations.  Once you 
create your Organizational Site, it will fall 
under this same hierarchy.
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Organizational Site 
Wizard

The Organizational Site Wizard will walk you step by 
step through the creation of all the components 
of your site.  

This first screen is an overview of what you are 
about to create.

After completing each step of the Wizard, click Next.
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Name the Site

Step 2: 
Name the Site.
Provide a Description.
AKO’s search looks through both the site name 

and the description, so make sure they truly 
are descriptive.

Decide if you would like a link to the site’s 
homepage added to your Favorites 
dropdown menu in the green menu bar.
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Adding Administrators

Step 3: 
If you are creating this site for other users and plan to give them full 

control of the site, add their names to the list of administrators. It is 
also recommended that all administrators have at least one other 
person designated as an administrator. Add your back-up administrator 
here. 
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Adding Group Members

Step 4: 
You can add Users and 

other Groups as 
members of your 
group in this step.

IMPORTANT: In order to add a group as 
a member of another group, you 
must be an administrator of both 
groups.  Users added here will be able 
to view the page and will have 
authorship privileges in the 
Knowledge Center you create later.
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Group Properties

Step 5: 
Set the properties of the 

group.  Use the 
options shown to 
make all content of 
your site viewable.

Note: With these 
settings, you can still 
set the members of 
the group and restrict 
parts of the site to 
these

IMPORTANT: Use the Browse button to set 
the Parent of the new site to the parent 
community you found in the Site Map.  
You will need to be an administrator of 
the parent in order to see it in the 
browse search.
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Select Parent from Eligible Groups

Find your parent group and then “Select” it. 

You can page through all the eligible groups. 
Your list may be long, depending on how many 
sites you administer.
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Parent Selected

When your parent is selected, it will show in the 
“Parent Group” box.

Select “Next” to continue.
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Site Discoverability

Step 6: 

Set the Discoverability of 
the page here.  While 
users and groups you 
add here will be able to 
view the page, they 
won’t be added as 
members of your 
group.
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AKO Files
Step 7: 
Either create a new 

Knowledge Center or pick 
an already existing one 
for storing the files for 
your site.  Additional KCs 
may be created later.

If creating a new one, set the 
properties of the 
Knowledge Center.  Use 
the options shown to 
make all users able to 
read (not necessarily 
author) your files for the 
basic content you are 
making available to all 
AKO users.

IMPORTANT: Create a new community 
where your new KC will sit.  Choose 
the same parent you chose for your 
group to sit under. You will need to 
be an administrator of this 
community in the files area in order 
to see it in the drop down.
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Confirmation

Step 8: Confirm that the information 
above is how you would like your 
new site to be set up and then 
click Submit. If you must make 
corrections, select “Back” until 
you get to the point to make the 
correction, then forward again.
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Receipt

Congratulations!

You have completed the 
setup of your site.  
Now it’s time to start 
adding content!

You can begin by 
clicking to edit the 
page.

Note that all the links on 
this page, that direct 
you to the separate 
components you 
created, will be 
emailed to you.
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Edit the Page

This is your group’s homepage.  The different squares of information are called 
channels.  Configure the channels with your site’s content.  Add new 
channels, move channels around, and delete channels.  Once you are ready 
to make the page available to your users, click on Save and Publish.  Note 
that at any time, you can edit and update the contents of your page.

Notice the display of the KC 
you created in the 
Wizard.
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Manage the Group

Manage the properties of the group (a 
administrators and members) by click 
the Page Administration drop down an 
Group Management. 
You can also get to the group’s prope 
by clicking on Groups in the upper to
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Control who has permission to edit this page 
using Assign Roles.

Control who has permission to view this page 
using Discoverability.

Control the Page



US Army Combined Arms Center

Group Security Features: Administration
Add or Remove Members, 

Member Groups, and 
Administrators

Link the Group to 
a Files Community 
in AKO Files

Go to the Homepage for 
the Group (or create a 

Homepage)

Export the 
Group to Instant 

Messenger

Email Members of the 
Group

Rename the Group and 
change the Group 
description

Change the Parent of 
the Group

The Creator of the 
Group is automatically 
an Administrator and 
any Administrator may: 

Presenter
Presentation Notes
Reserve Language Support Program (RLSP)
AKO and AKO-S provides Virtual Translation support to the Warfighter
42 Languages
800 translators granted access to site, over 100 active on site
Daily – personnel in theater post articles/documents needing rapid translation in KCC, email is sent to translator somewhere in globe, 
article/document immediately translated and posted back to KCC = has resulted in immediate intelligence impact in theater
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Group Security Features: 
Administration

After the Group is 
created, the Creator may 
add additional Members 
and Administrators to the 

Group

Presenter
Presentation Notes
Reserve Language Support Program (RLSP)
AKO and AKO-S provides Virtual Translation support to the Warfighter
42 Languages
800 translators granted access to site, over 100 active on site
Daily – personnel in theater post articles/documents needing rapid translation in KCC, email is sent to translator somewhere in globe, 
article/document immediately translated and posted back to KCC = has resulted in immediate intelligence impact in theater
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The Site Homepage: 
Introduction to Channels



 

Your new homepage is created with several channels already 
on the page.



 

You can add as many other channels as you like, and you 
can delete any of the pre-created channels that you don’t 
want to use.



 

A full list of the channels available may be found in the AKO 
Channel Guide at the top of the page you choose to edit.

https://www.us.army.mil/suite/docs/help/Create_and_Manage_AKO_Content/Channel_Types.htm
https://www.us.army.mil/suite/docs/help/Create_and_Manage_AKO_Content/Channel_Types.htm
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What are Channels? 

 Channels are … containers for information

 Channels reside … on pages

 Channels are … also known as “web parts” or “portlets”
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What do channels do for me?



 

Channels can help you to:

1. organize the members of your team and community and foster     
communication

2. push information to your community

3. gather feedback from your community

4. facilitate online collaboration within your community
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Conclusion: Using Channels

Effective use of channels on your Page helps you:



 

Organize members of your community, team, or organization


 

Push relevant and important information out to your group members


 

Gather feedback from users


 

Facilitate feedback among members


 

Move external sites Inside AKO

…and most importantly



 

Save money and time – use AKO’s pre-formatted toolset.


 

Make your users more efficient by providing them the information they 
need – anytime, anywhere.
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Congratulations! 
You have created a site.
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Summary

In this part you have learned how to create an 
AKO Organizational site and begin managing the 
content on it. 

Let’s look at a few extra notes about Maintaining 
your site and site “Extras.”
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Maintaining Site - Group

Group
• Group Management – only available to administrators.

o Modify the properties, members, and administrators of your 
group.

o Email the members of your group.
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 Page

• Send Link to tell others about your page

• Edit Page to add, move, and remove channels

• Assign Roles to control who can modify the page

• Discoverability to control who can see the page

Maintaining Site - Page

Note: that you can use groups or individual users when sending links, assigning roles, and 
setting the discoverability.
Note: that Assign Roles and Discoverability are available at the channel level in addition to the 
page level.  Click on the Options button on the channel you would like to set these access 
levels on.
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Adding Components

• Pages
o Create Related Page - will be associated with the same Group

o Set Page as Homepage for Group                                 (from Edit Page -> Page 
Properties)

o Add or Update the Group associated with the Page                (from Edit 
Page -> Page Properties)

o Remove Page association from the Group                          (from Edit Page -> 
Page Properties)

• Subgroups- list the first group as the Parent of the new group in the 
Create Content Wizard

Customizations and Enhancements

• Link AKO Files Community (from Group Detail)

• Branding – logo & colors (from Homepage)

Site Extras
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Navigation



 

Site Map



 

Groups Homepage



 

Context Search



 

Content Directory (View Related Content)

Site Extras
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Navigation: Site Map



US Army Combined Arms Center

Navigation: Groups Homepage
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Navigation: Context Search
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Navigation: View Related Content

 The content directory includes related:
• Pages:  All community pages and 

subgroup homepages
• Groups: All associated groups
• Files:  Communities, knowledge 

centers, and folders that are contained 
within a linked community

• Forums:  All associated forums
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Still Have Questions

• Contact Lee Finch or Sharon Tobey, BCKS KAT Tm

• BCKS: https://bcks.army.mil

• Check out the AKO Support Homepage with links to 
Tutorials, FAQs, User Guides, and Help Desk Contact 
Information

• Review the Inside AKO page 
(https://www.us.army.mil/suite/page/1) with links to the AKO 
Training Page, Conferences and Workshops Page, and 
other helpful AKO pages and policies.

Top of Every Page Bottom of Every Page

https://bcks.army.mil/
https://help.us.army.mil/cgi-bin/akohd.cfg/php/enduser/home.php
https://www.us.army.mil/suite/page/1
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