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Step 1: Setup Rules
Select Check\Choose Rules…
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Choose Rules:
     The following will items will need to be check or pick to set the rules options.
· Check - Errors 
· Spelling Check - English (US)
· Uncheck the check box – Ignore Capitalized
· Check – Forbidden text
· Check – Required text
· Check – Maximum page weight 0 KB
· Check – Accessibility
· Guidelines – All up to priority AAA
· Reading age – High School
· Check – Compatibility 
· Check – Privacy
· Check – Search
· Check – Google Webmaster Guidelines
· Check – Yahoo Webmaster Guidelines
· Check – Bing Webmaster Guidelines
· Check – Robots.txt Guidelines 
· Check – Best practice
· Check for Keywords is optional

· Check – Standards
· Check – Validate HTML and XHTML
· Check – For deprecated features 

· Check – Usability

Select the OK button when completed.  It will save your information.
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Step 2: Setup Options
Select View/Options…
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Options to select: Reports Tab
· Reports
· Maximum pages show for each issue: 	20
· Maximum line numbers shown for each: 	5
· Checking Links to other sites
· Check all external links
· Limit to first 20 links to each external site

Options to select: Blocks Tab
· Link Blocking
· Bock Links: You can block links or types of documents that you do not want to scan.
· Ignore CGI Scripts is not checked
· Robot Exclusion Standard
· Obey robots.txt is checked

Options to select: Links Tab
· Link Following
· Java parameters not checked
· JavaScript and Flash links checked
· Follow links to related domains not checked
· Automatic Login checked
· Follow links to additional domains: leave blank

Options to select: Advance Tab
· Timeouts 
· Sever Load: Heavy default should be set already for you.
· Page Timeout: 3:00 Min: sec - default should be set already for you.
· Exploration
· Select explore entire site 
· User agent string sent to web server:
· Mozilla/4.0 (compatible; MSIE 8.0, Win 32)

Select the OK button when completed.  It will save your information.
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Step 3: Using Sortsite
First page gives links to helpful information also lets you know when it is time to update to the newest version.

[image: ]Place the location of the file, website or page URL to check into the address bar.


Your webpage will display into Sortsite browser.
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Start the Check by selecting the dropdown option “Check Page”.  You do not want to select the others unless you want to spider or have several pages in a folder you wish to check.  These solutions are used by the Webmaster when they run the scan at night on different pages.

An alert will come up letting you know Sortsite is working and when it is complete, a report will come up in the Sortsite browser. 
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If you would like to save the report to a file, go to File\Export…

[image: ]Export is the best way to save the report. If you want to keep running the same report over again then you can do a “save as”.


You will see an export screen. This gives you several options on how to save a report.
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Step 4: Using the Report provided by Sortsite
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There are several ways to view the report. This one is called the Dashboard and gives a summary with links to go to the different tabs which are Errors, Accessibility, Compatibility, Compliance, Search, Standards, and Usability. 

There is also a tab next the Summary called Issues that can be picked. It will display the links above as tabs.
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When going through the report you need to go to each tab unless you export the report, then you get all the issues on the file name.ALL.htm in the name. 

It has two extra tabs where you can see Issues by the page and Inventory of what the tool checked. This can be useful when doing one page.
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Error tab 
· Shows checks beside each issued searched any other will need to be address.
Accessibility 
· Show checks under all guidelines if you are unable to fix something then you need to let me know.  So I can document it and others will know.
Compatibility 
· Show checks in all browsers or warnings. 
Privacy
· It is ok to have and Error on EU privacy Regulation 2003 and Copyright Law but UC CAN-SPAM Act 2003 should be a Check.
Search
· Show checks or warnings
Standards 
· Show checks if you have warnings try to fix them and document the ones you cannot fix.
Usability
· Show checks if you have warnings try to fix them and document the ones you cannot fix.
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Select the OK button when completed.  It will save your information.
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