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What Content Authors need to know

The Calendar Upgrade is has two minor changes for Content Authors.

1) The Event Start Date and the Event End Date now have an hour field.
2) An Event Location field has been added

Old Look:

Event Start Date: | | v|

Event End Date: | | v|
New Look:

Event Start Date: 06/15/2012 | B [10.00am ]

Event End Date: 06/15/2012 | i [o1:00Pm ]

Event Location: |111 s capitol ave. lansing, mi 48933 |
Location Map:

The Event Start Date and Event End Dates are not required fields. But, if you use one,
you have to use the other.

The Event Location field is independent and not required. As a bonus, if you type in a
valid street address, it will create a hyperlink to Bing maps.

The Location Map check box, when checked, will cause the Bing map to display in your
content.
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The default hour settings are midnight. Both of the hour fields are set to 12:00AM. This
will make the event an “All Day Event” and show at the top of the calendar day in the
“all-day” section.
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Note: The following image shows how the content page will display. It will display just
like any other piece of content with the addition of the Time field, Location field, or
Location Map. If the Location field is blank, it will not display.
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In the next example, a second event has been added to May 30". In this example, a
start hour and end hour have been chosen. The Event Location has been left blank.

Event Start Date: 05/30/2012 | =] [08:30am ]
Event End Date: 05/30/2012 | e [oa30Pm ]

Event Location: |
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Note: The Site Administrator has selected an option that lists all the month’s events
below the calendar.



This screen shot has two events, an all-day event and an event with start and end times.
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A Multi-day event has been added to the calendar. May 30" to May 31%. Note how the
third event is now on top of the original two. This is because it is multi-day.
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In full day view, the multi-day event will start at the Start Time and end at the End Time
on the last day of the event.)
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When displayed, a multi-day event does not display the start time and end time.
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Final Notes for Content Authors:



What Site Administrators need to know

The Calendar Upgrade has a few new options for Site Admins (SAs) to allow a clean,
modern feel to the Calendar of Events. A new calendar template, new fields on the
Content Entry screen, and options to display a full calendar or mini-calendar.
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Creating a Full Calendar

1) Create new Navigation Category. You may use any name for the category. No
reserved words required.

Add New Category
Parent Category: | E-MICHIGAN v
Category Name:  |FULL_CALENDAR |

Category Type: (& Navigation (Affects Menus and Site Navigation)
(O Content (Content Associated At This Level)
(O Other (Other - Assets, Media, Etc.)

Priority:
Display Text: |Full Calendar |
Short Display Text:| |
Description: Full Calendaz|

ADD

2) Click “ADD”



3) You will be in the Edit Category screen.

Jump to associations Add Mew Content  Add Child Category

D # 58063 Preview H Update
Parent Category: (Edit) E-MICHIGAN

Category Status: LIVE v

Category Name: FULL_CALENDAR

(Browse Category)

Category Type: & Navigation (Affects Menus and Site Navigation)

O Content (Content Associated At This Level)
 Other (Other -- Assets, Media, Etc.)

4) Jump down to the Associated Page and Add Page template.

Associated Page
D Name Description Priority

Add Page

5) In the Page Chooser, scroll down to the bottom and pick “Full Calendar.”

Click on “ADD”

Full Calendar O Basic with Mini Calendar O Basic / DW Mini Calendar with Details

6) The CMA will take you to the Component Modifier screen. Pick “Full Calendar”

Component Modifier

E-MICHIGAN-FULL_CALENDAR Browse Edit

Component Description: — Please Selecta Component— % @
p—ri1ease Select 3 Componem—
Full Calendar :

Click “Go”

7) The “Component Modifier” screen will reload with the component options.

Component Modifier
E-MICHIGAN-FULL_CALENDAR Browse Edit
Update
Component Description: Full Calendar v @

Category: €£-—- Belect Category --—-» ¥ @

@Categuw O parent OParent-Descending @
Category Name: @

Special Flags: [Clwhat's New [Featured Services [ Spotlight @




8) The last step is to select the Category and click “Update.”

Category: |<——— Select Category —--> v|

[ ~ ]
"""-(——— Select Category;;)/;h\

Finished. Go to Production Preview and look at the new calendar by clicking on your

new Left Nav category.
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Creating a Mini-Calendar

There are currently two page templates that include the Mini-Calendar. The Basic with
Mini Calendar layout that places the mini-calendar in the bottom left single layout and
the “Basic / DW Mini Calendar with Details” that places the mini-calendar in the second

doublewide component.

O Basic with Mini Calendar

(%) Basic / DW Mini Calendar with Details

D-:nublg l.l'l.l_i-:le D-:nublg Ilide
e * "

E;u 8- )

Crauble Wide Crauble Wide

|
=]

Enﬁle Ilide Single Wide

Just a little more planning needs to go into using these templates. Up to four content
categories can be used. One of those categories will be the events/calendar category.

The others can be whatever is needed or not defined at all.

1) Create the Category structure to be used in the Basic page template. (Example)

Navigation Category (Vignette CMA Users)

Top Double Wide Category (Latest Updates and Tips)
Middle Double Wide Category (Training Opportunities)
Mini Calendar Category (Contacts)

Bottom Right Single Wide Category (e-Postings)

P TR
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—
Ewmshnps& _._° = "Click here for.." on Theme p; b te [editl

Meetings removing the "click here for...
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gz’;:‘::':lﬁ‘iﬁ » Interactive Mapping APIs, Presented by John Clark, September 2008 [edit]

How To Tips add new]
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Reference Center » Migration Workshop Semi nds-on - for Content Entry Staff) [zaiti
——— » Tools & Tips for the Migrati MA/CMS (Site Admins) [editl

- Advanced Assets |editl

Mini Calenda
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» Site Administrator's Hands-On Workshop [zdit!
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2) Add Page from the Associated Page area on the Navigation Category that was
just created and add the new Basic with Mini Calendar page template to the
Navigation Category. (or delete an existing page template and re-apply the Basic
w/Mini)

3) After clicking “Add” on the Page Chooser, you will be taken to the Component
Modifier screen. Just like any other template, select a component to be taken to
the options and to define the Content Category to be used in each component.

Component Modifier

E-MICHIGAN-MINI_CALENDAR Browse Edit

Component Description: — Please Selecta Component — @
BASIC: Top Dbl Art
BASIC: Middle Dbl Art
Mini Calendar
BASIC: Bottom Rt Single Art

4) Define the Content Categories for the three components you are used to using.
(Top, Middle, Bottom Right)

5) Go to the Mini Calendar Component and define the Category

Component Modifier
E- MICHIGAN-MINI_CALENDAR Browse Edit

Component Description: Mini Calendar v @
Category: Edit E-MICHIGAN-MINI CALENDAR-MINI CALENDAR CHILDO1 % @

@Categor',r O parent OParent-Descending @
Category Name: @
Special Flags: Cwhat's New [ Featured Services [ Spotlight @
Order By: @ Release O priority O Alphabetic @
Calendar Type: MINI -+ @
Event List: No @
Days Events: No + @
Title Image: Change Title Asset @

Title Image Location: @ Top O Left O Right
Title Text/Image: @
RS5/xml or Podcast: | Rss [H] [ropcasT || @
Position: @

Update

6) Some of the options are the same as any other Component:

Parent or Parent Descending
Category Name

Special Flags

Order By

Title Image

Title Text/Image

RSS

Position

Se@Too0 T



7) The new options for Calendars are:

a.
b.
c.

Calendar Type (Full or Mini. Defaults to Mini in this case)
Event List (List of events to be displayed under the Full Calendar)
Days Events (List of events to be displayed beside the Mini Calendar in

Double Wide or under the Mini Calendar in Single Wide)

Mini Calendar in Double Wide
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Notes:

Basic Full Calendar Checklist

1

2)

3)

4)

Create a new Category. (Navigation, Content, or Other) The name is not
specific. You can use an existing Calendar of Events category.

a. Best practice dictates that the category be a Navigation Category

Apply the new Full Calendar page template to the category. This is required
in all uses of the calendar. It allows the JavaScript to be loaded by the CDA.

Add content or associate content. (Yes, cat-to-cat associations will work in
this case.)

Make it Live.

Basic Mini Calendar Checklist

1)

2)
3)
4)

5)

6)

Create Navigation Category and supporting Content Categories for use in a
Basic page template.

Apply Basic with Mini Calendar page template to the Navigation Category
Define the Components in the Component Modifier Screen

Apply Full Calendar page template to the Content Category that is going to
be the calendar of events.

Add content or associate content to all content categories. (Yes, cat-to-cat
associations will work in this case.)

Make it Live.
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