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l. Asset Use Guidelines

Assets are file types other than HTML. They are stored in a database separate from content.
Content must be created to bring make files visible to the web. There are two basic types of
assets that we will be working with during this class.

A. Images

Pictures that appear on your pages can be either .gif or .jpg. Other image file
types can be included as links for downloading.

1. Page Background Images:
Background images are prohibited on any State Website. The color of the page
must be white. On a rare occasion, an exception may be approved by the
eMichigan Web Development Group. EWD will determine if the targeted site
would benefit from an exception based on usability and other design standards.

¢ Background images used improperly can impede readability on a Web page.
e Large background images may increase download time.

2. Best Practices for Using Images

Use several smaller images rather than one large image.

Use optimized images.

Use height and width attributes in the image tags

Always use ALT attribute

Upload the image at the desired size for use

Do not size down a larger image using height and width attributes

3. Graphics Should NOT Appear as Banner Ads
¢ Do not make important images with links look like banner ads or fluffy
decoration.
e Often, users ignore graphics that look like banner ads or simple decoration.
e Images that carry a link should be recognizable as such.

4. Avoid Large Graphics

e Do not use a large image above the fold if there is important text below it.
Often, users will miss important information if they cannot see that it
exists below a large graphic. If a large graphic keeps a user from
scrolling, the information can be missed. Be sure that your page layout
suggests to users that there is more information below the fold.

e Make sure that you do not increase the user's download time by using large
images. All images should download in a reasonable time frame: 10 seconds
maximum.

o Evidence exists that users rate page loading times over 10 seconds as
"poor"”. Five seconds is "good".

e Users also rate slow loading pages as less interesting and not easy to scan.
Users will tolerate only so much delay.

e See Appendix 1 for more information on Image Optimization.
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3. Use the Correct Graphic

Make sure the images selected convey the proper message to the users.
Sometimes designers will choose images that are more artistic and less
supportive of the information. Select images the users would select. Also be
aware that users are more able to find information on pages that are simpler
and less graphic intensive.

4. Limit Image Usage

Only use images to ensure the success of the Web site.

Every graphic used should add value to and increase the clarity of the site.
Make sure the graphics do not distract the user from the information. If
images increase download time of a page, make sure the wait is worth it.

B. Document Assets:
Files such as:

PDF files

Word documents

Excel spreadsheets

PowerPoint slideshows

HTML files

http://www.michigan.gov/mdot/0,1607,7-151-

9621 11041 21800 21802 22726-63894--,00.html

MDOT > Projects & Programs > Highway Programs > Rest Areas > Pick one
> View Accommodations Key

It is strongly recommended that all documents on the internet be converted to
PDF for the following reasons:

a) All internet users have access to Acrobat Reader. Not everyone has
access to Word, Excel or PowerPoint even though free readers are
available from Microsoft.

b) Converting documents to PDF makes the file size smaller and thus will
download more quickly.

c) Converting to PDF will secure the document and prevent users from
making unwanted changes to the documents.

C. Other types of Assets, such as:

MP3 or other audio file

WAYV / MOV or other video file
http://www.michigan.gov/sos/0,1607,7-127-1640 9150 _9179---,00.html
SOS > About the Secretary of State > News Center > Video Clips

Flash animation

http://www.michigan.gov/mdot/0,1607,7-151-9618 11032_11062_42025---
00.html

MDOT > Bridges, Borders & Ferries > International Bridge > Kids Coloring
Contest

JavaScript

http://www.michigan.gov/mdot/0,1607,7-151-9618 11032-137569--,00.html|
MDOT > Bridges, Borders & Ferries > International Bridge > Contact Us >
Comment Form
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NOTE (1): ALL filenames should be letters and numbers ONLY. Do not use special
characters except an UNDERSCORE or a DASH. Remove spaces completely or replace
them with underscores.

NOTE (2): Different agencies have different standards for the naming of Assets. Please
check with your site administrator before you load any Assets to make sure you

understand the naming conventions for your site. This must be done PRIOR to loading the
Asset to the database.

. Getting Ready to Work
A. Open the CMA and login using your own login name and password.

B. Open Training Site & Samples

1. Click Production Preview.

Elﬂntent_ Management Application

EWD Home | CHA Home | Workflow | | Production Preview |l Change Pa
Welcome, Deborah.

2. Change Address (URL) to /training.

aﬁack - \_/l \ﬂ @ h /:\’ Search
ress @ htu:::,-",-'"f\'3.michigan.gu:uv

3. Click on About Us button.

Notionsl Holidays
Desserts

flbout Us_

Examnples & Samnplesg

4. Click on the Advanced Assets Class link.

= WebEdit Pro Class

= Intermediate Content Entry

= Calendar of Eve

= Content Archive Sample
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5. Hold the Shift key and click the first file listed: “Sample Assets for Advanced

Class”
En Printer Frizndly Text Warsicn E Email Fage A- AFText Size
Sample Assets

Sample Assets for Advanced Asset class|izain

- = . —— be used during the Advanced
Az=zet clazs

= NMore

8040 Ne

Advanced Asset Class Content
|" Stirdent 01 o |

a) Use these assets when you need one throughout this class.
Sample Assets for Advanced Asset class

Images:

PDF files:

« HAL Spring 2007 LIM4X
« HAlL FCMews Jan 2007
¢ Taxes form 3833

+ HAL - Ml Genealogist Winter 2006 T

e Taxes form 3435

s« DHS EIR MNews Feb 2007

« OHS DEC Medical Protocaol

HAL MCACA FY 07 List by County

b) Return to the Advanced Assets Class window — minimize this window.

0]
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6. Locate the piece of content that corresponds to your student ID and click on
it.

Advanced Asset Class Content

Student 01 1=git
Sample content for Advanced Asz=set Clazs

* Student U2 [=dit
Zample content for Advanced Az=set Clazs
Student 03 [=dit
Zample content for Advanced Az=set Clazs
* Student 04 [=din

Zample content for Advanced Az=set Clazs

* Student 05 j=git
Zample content for Advanced Az=set Clazs

7. Click the [Edit Content] link at the bottom of the page.

[Edit Content

A new window will be opened with the CMA at the Edit Content screen for this
piece of content. We will use this piece of content to practice adding assets to it
throughout the class.

lll.  Using Assets in Michigan.gov

A. Added To Database Then Connected To Content

‘ CMA
Component '/ \ \‘
. |N PDF

% Categorized, 5 E HTM ,,.%'“
g g [ Cl— E|LINKA ““‘_;,,:- IMG
) @ O
— |Content (3 0 FLV ELV

Special T

B. How Assets Are Displayed In Michigan.gov

Associated Asset Feature with HTML Content
Link Content Type
Flash Video Content Type

Inserted manually in body (or other) field (using WebEdit Pro, HTML, or other
HTML editing software)
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C. Add Assets to the Database
All asset types are added in the same way.

1. Documents (PDF, DOC, XLS, HTML, etc.)

In this class we will be using a PDF file. Other documents are treated the same
way.

a. In the first CMA window, under Assets click Add Asset.

Lizt Azsets

| Add Asset ]
Manage Azzets

Image Previewer

b. From the Category Pre-Select screen, select the Site and click Continue.
Category Pre-Select

FOR ASSET SECURMY: Pleaze zelect a SIME (or 2elect NONE for no
zecurity) fram the lizt below. Onby az=et categories that are below the
zelected category will be available for gelection on the next input =creen.

HOMELAMND
MOE

SAEE SCHDOL S
TRAIMNING

Continue

c. NOTE: This screen will only appear when you have access to more than one
site. If you only have access to one site, you will be taken immediately to the
following screen.
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Following is the Add New Asset entry screen:

Add New Asset
Add
Azzet FileMame: I Browse |
Azzet Permizsion; I P el —— - j j
g | <— Select One —> |
Thumbnail? ] [only if type iz IMAGE)
A=zt (Wignette) Project: Training Azsets
Azzet Description: ﬂ
0 of 128 chars max)
.
Alternate Tag: .
[Image Only) J
=
Chis, Keywwords: ﬂ
=

Wickth (image Only:
Height (Image Only):

Size (Bytes):

Il

Add

Asset Preview

MNOTE: Aszets that exceed SMB will reguire significart CMA upload time and high download time for users of your internet
content. Consider breaking up large files into smaller, sequential pieces rather than large, single files.

Revised July 16, 2008 Page 10 of 117



Advanced CMA Assets — All You Need to Know

d. Asset File Name: Click the Browse button to select the PDF file from the Guest
folder on the desktop. This is a required field.

A=zet FileMame: | Browse
SHoeseiile, d ﬁ
Look in: |_;- Guest j L= ¥ Ed-
. " sample 4. pdf @,I SampleText_Pagination. txt
.-J +|sample5.pdf @Scheduled assingments.xls
Recent T samples. pdf %scrabblewin.exe
_ | sample 7. pdf E:I select_list. txt
Ve T sampled. pdf @SitehdmlnPartE.doc
- | sampled. pdf iﬂ snow 1, JPG
Desktop ‘_ sample 10.pdf i@ som_default_chrome.jsp
L - |sample11.pdf igh| som_default_dhtml_dispatcher.jsp
_-,,11 -_'“ sample 12.pdf @ SOM_site_header.jsp
- sample 13.pdf & SOM_site_header_v4.jsp
Ca == g
B Ccamgpiicn | sample 14.pdf |ﬂ studentl.jpg
-~ .+ sample 15.pdf ,ﬂ student2.jpg
‘_rj @sample.dac ,ﬂ student3.jpg
My Network 1 Sample SOS[1].christen.csy iﬂ student4.jpg
Places Tk =acher.pdf | students.jng
g I B
File name: sampleteacher pdf L] Open |
Files of type: [ 40 Fies () | Cancel
AszslFlsliame: ’\Documents and Settings\christe

e. Asset Permissions: Select the Asset Permissions from the drop down menu.
Choose permissions to match the button you are working in. This is a required
field.

Azzet Permizzion:

TRAINING—ABOUT:US—PRESS_RELEASES—ASSETS
TRAINING-ALISETS

TRAINING-DESSERTS-LS3ETS
TRAINING-EMMA-LISETS
TRAINING-FAVORITES-L33ETS
TRAINING-HCOLIDAYS-AS3ETS

TRAINING-MAINT FPERM-AZZETS [—
TRAINING-MCOLES-ASSETS -

f. Asset Type: The Asset Type is automatically selected based on the file type
entered in Asset Filename (above). In this example PDF (Adobe Acrobat .PDF
File) is selected. This is a required field.

The Thumbnail checkbox is only applicable when the Asset Type is Image.
This will be covered in Images.

Asset Type: Already filled i —3erE (Adobe Acrobat pdfFils) V]
|_humbnail" 1 (onty iftype is |r.1,-'1-c*—|:°fi'“a!l'35 only
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g. Asset (Vignette) Project: The Asset Project is assigned automatically based
on what site you are working in.

\.ﬂ.sset [%ignette) Praoject; Training Assets ‘

h. Asset Description: Enter the Asset Description. Special naming conventions
are employed by each agency/site. Please check with your site administrator
to determine the naming convention used by your site.

Whatever is entered here will display when the document asset is associated
to a piece of content. This is a required field.
Azzet Description: J

In this class enter your Name — Date — Type of Asset.

Debbie - 12/05/07 - FLDF f'_'_el

i. Alternate Tag (Image Only): For all document assets, skip the ALT Tag. This is
a required field only when the Asset Type is Image (Non-specific Image type
(GIF, JPG)).

Alternate Tao: J
[Image Only))

[

j-  CMA Keywords: Enter CMA Keywords. These are used in the List Assets
screen to locate an asset. These keywords are not used in generating HTML.
This is not a required field.

Chia, Keywords: J

[
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k. Width (Image Only):
Height (Image Only):
Size (Bytes):

If left blank, the CMA will fill in this information for you.
VWidth (Image Only):

Leave
Height (Image Only): Blank

Please note: Assets that exceed 5MB will require significant CMA upload time
and high download time for users of your Internet content. Consider breaking
up large files into smaller, sequential pieces rather than large, single files.

Width (Image Only):
Automatically
Height (Image Onlv): Filled in 0
When Add is
Size (Bytes): Clicked, 114555
. Click Add

m. The screen will refresh and leave you in Edit Asset mode. The Asset ID
number and path will display at the top of this screen, as well as an Asset
Preview at the bottom of the screen.

lo# 217625 Up
1D Humh S Ill lud Note: you are in edit mod®agd selecting a new file will overw
in the Ass } svatem. Alzo nots that the chafes can taks several minutss to

Azzet (WWeb) Path: -'u:Iu:n:l.lments-‘training-‘sampleteache%1?EZS_?.pcIf|

2E
22

Aszszet Permizzion: (Browse) Upd

Click the link to view the PDF file.
Asset Preview (use the Back button to return to CMA.)

Debbie - 12/05/07 - POF file
Asset Update Infermaticn:

Updated By dchristensen

Updated Date Dec 06 2007 04:54:03:000FM

Note other information
saved with the asset. .
Created By dchristensen

Created Date Dec 05 2007 04:40:37:000PM

n. Copy Asset (Web) Path and save temporarily to notepad.

In order to see the asset in the web page, you will have to be able to reference
the asset later. You will need to know either the Asset ID# or the Asset (Web)
Path. Since the ID# is part of the path, we can simply save the path and we will
have both.
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(1) Triple Click on the Asset (Web) Path to select it.

==et (Web) Path:

documents/itraining/sampleteacher_217625_7.pdi]

Azset (Web) Path:

(2) Right Click and Copy (or copy another way)

Select Al
Print

(3) Open Notepad (or text editor of your choice)

(a) Start

(b) Programs > Accessories > Notepad

g

l."'"r

©
c
1
@
@
£
(=]
L
=1
[+ ¥
= O
I
=
(=}
=
=

Mew Office Document
Open Office Document

State Applications

Documents
Settings

Search

Help and Support

Run...

Shut Down...

. Adobe

F I Microsoft PowerPoint
, @) Camtasia Studio 3

"
W

Accessibility 3
Communications »
Entertainment »

' Address Book

3_'7-.| Calculator

BN Command Prompt
Y raint

@) Program Comnpatibility Wizard
'l';g Synchronize

& Tour Windows XP

£y windows Explarer

ﬁ Windows Movie Maker

Revised July 16, 2008
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=S Untitled = Holepa
File Edit Format Wiew Help

Al

(4) Paste Asset (Web) Path

= SUntitled - Holepa
File Edit Format Wiew Help
Jdocuments/training/sampleteacher_217625_7. pdf

Al

(5) Save Notepad and keep it open during class — there is no
need to maintain a permanent list of all your assets.

URILILIET (= INUALE I a
Edit Format Wiew Help
Mew Ctrl+ 3/samp]
COpen... Ctrl+0
[ save crr+5 |
Save As...
Page Setup...
Print... Ctrl+p
Exit
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Save in: | [ Guest

Save as type: Text Documents |~ b}

Encoding: ANSI

2. Images

Add an image asset in the same manner as above, beginning with Add Asset on
the left navigation. In addition to the above:

a) Check the Thumbnail Box.
After you have completed the Asset Filename and Permission, check the
Thumbnail box under Asset Type.

Azzet Flletame: CADocuments and Settings\christe

TRATHING-FAVCRITES-ASSETS

Netessa if image is to be IMAGE (Mon-specific Image [ gif, jpg. tif. bmp, png))

dis Iaye in the ontent Box - o [ s hine s MAQE
DI'I? Page Layout page- humbnail {only i type is IMAGE)

The Thumbnail box is necessary only when you want the image to be
displayed in the Content Box on the Page Layout/Template page.

b) Alternate Tag (Image Only): The Alt Tag will display when the mouse

moves on top of the image.

_‘g_‘ Copper Harbor Lighth
Lighthouzes are a nation

Alt Tag

.1':-%‘

Copper Harbor Lighthouse

This Alt Tag will display when the image is associated to content and is also
used when selecting the image in WebEdit Pro. This is a required field for
ADA Compliance when the Asset Type is Image.

Azzet (Vignette) Project: Training Az=zetz
. Dekkbie - 12/7/07 - image one
Lherngte Tao.  Required for
_'ﬂ'_‘nj:_‘_n_as' all?mages' Man holding a large l.f'_s'.'.
Limage Lnly Describe what the
image looks like.
c) Click Add.
ID # 217903
Azzet FileMame: Erd
Mote: vou are in edit mede and selecting a new fi
gyetem. Alzo note that the change can take zevs
Azzet (Web) Path:
Azzet Permizzion: (Browse) (

Please note: Assets that exceed 5MB will require significant CMA upload time and high
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download time for users of your Internet content. Consider breaking up large files into smaller,
sequential pieces rather than large, single files.

Width (Image Only): 150
Height (Image Onlhy}: 107
Size (Bytes ) 7557

Asset Preview

Asset Update Infermation:

d) Copy the Asset (Web) Path to notepad and save notepad, as above.

) Untitled - hotepad JJE

Eile Edit Format Wiew Help
Jdocuments/training/sampleteacher_217825_7. pdf

Jimages,/training,/6training_217903_7. jpg

IV. Associated Assets Feature
Assets of any type can be associated to a piece of HTML content. There are 3 methods to do it.

A. Associate Asset in Database with Known Asset ID Number
(Method 1)

1. Go to the window with the Edit Content screen already open to the piece of
content from the Training site.

2. Scroll to the bottom of the screen.

|ﬂ55{:ciated ﬁxssetsl
(Mote: clicking the Asset Name will jump to Edit Asset, Edif jumps to Edit Association)
D Asset Mame Asset Path Edit Delete

(Enter Asset ID - Shortcut)

(Add) (Add and Auto-Associate An Asset)

3. When you know the Asset ID:

a. Under Associated Assets, enter the Asset ID number in the box and click
Associate. If you copied the Asset / web paths into Notepad earlier, you can
copy them from there. Do this for the two assets added above.
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Associated Assets

(MOTe. ClCkINg the

sset Mame will jump to Edit Asset, Edit jumps to Edit Association)

(Add) [(Add and Auto-Associate An Asset)

(Enter Asset ID - Shortcut)

D Asset Mame ath Edit Delete
217825 N{Enter Asset |D - Shortcut)

tAdd] (Add and Auto-Associate An AsSEL

Associated Assets

iMote: clicking the Assef Name will jump to Edit Asset, Edif jumps to Edit Association)

IC Asset Name Asset Path Edit Delete
217625 Debhie - 12/05/07 - PDF file fdocuments/iraining/sampleteacher 217625 7 pdf (Edit) [(Delste)
217903 Debbie - 12/7/07 - image one fimages/training/Gtraining_217903 7 jpg (Edit] (Delete)

B. Associate Asset in Database with Unknown ID Number

(Method 2)

1. Click the Add link under the entry box.

(Enter Asset ID - Shortcut) Associate

i(Add and Auto-Associate An Asset)

2. The following screen will appear.

Add New Association ASSET

Azzet Project Folder: | <--—— SELECT OME

Az=zociated Azzet:

Association Flag:  Mone- ®  Title- O
Priority: 100
Add

Ccmpcnsntﬂnly-{:}

Content Onhy- 'D

3. Select the Asset Project Folder (usually the site).

&t Project Folder: | Training Assets

hzz
Aszsociated Assetl

39267-Star Wars: StarWars
39416-DMB Training Flyer:
39417-DMB Training Flyer:

39055-AGENCY_HEADER_LOGO: Training Websita
39245-Star Wars Luke and Vader dueling: Star Wars Luke and Vader dueling
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4. Select the desired asset from the list. In this case, choose another PDF file.

Az=et Project Folder: | Training Assets D
Azzociated Azzet |:|
39055-AGENCY_HEADER_LOGO: Training Website =
39245-Star Wars Luke and Vader dueling: Vars Luke and Vader duelin
39267-Star Wars: Star Wars rlmage - Alt tag after :I
39416-DMB Training Flyer:
39417-DMB Training F|ye‘— [PDF file - no Alt tag] =
5. Click Add.
Azzet Project Folder: | Training Assets D
Associated Asset: 197511-Cheese How | Love Cheese: See the iconto the rightto see a
1975714-Yvonne - 5-23-07 - Image 2: Cooljes
197593-Debbie - 5-24-07 PDF:
P 107000 Ernpm s Aok s DOE
197598-erin-05-24-pdf.
197600-Diane May 24
Asszociation Flag: None- @ Title- D Component Onhy- O Content Onhy- D
Priority: 100
Add
Associated Assets
{Mote: clicking the Assef Name will jump to Edit Asset. Edif jumps to Edit Association)
0 Asset Mame Asset Path Edit Delete
197593 Debbie - 5-24-07 PDF /documents/training/sampleteacher 197593 7 pdf (Edit) [Delete)
217625 Debhie - 12/05/07 - PDF file /documents/training/sampleteacher 217625 7 pdf (Edit] [Delste)
217903 Debbie - 12/7/07 - image one fimages/training/Gtraining_ 217903 7 jpg (Edit] [Delete]
(Enter Asset ID - Shortcut)
(Add) (Add and Auto-Associate An Asset)

C. Associate Asset NOT in Database
(Method 3)

To associate an asset that is not yet in the Database, you can use the Add and Auto-
Associate an Asset feature.

1. Make sure you know where the asset is located, either one your hard drive or on
a network drive, and that you have access to it.

2. Edit the piece of Content for which you wish to add the association. In this case,
the same one.
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At the bottom of the screen, under Associated Assets, click Add and Auto-

Associate an Asset.

(Enter Asset D - Shortcut)

Associate ]

(Add) fAdd and Auto-Associate An Asset)

The Add Asset screen(s) will be presented.

Category Pre-3elect

FOR ASSET SECURITY Pleaze gelect a SITE (or select NOME for no
zecurity) frem the lizt below. Onhy az=et categories that are below the
zelected category will be available for 2election on the next input 2creen.

SURGEOMNGEMNERAL
TAX_TRIB

TAXES
JHELE

TR o O e 1
TRAVELCOUMTS
TREASURY

LA

UPSF

Select an image from the guest folder using the method above. Make sure you

select the Thumbnail checkbox.

Add New Asset

ChDocuments and Settingsichriste

TRATNING-ABCUT US-AS3ETS

IMAGE (Mon-specific Image (gif, jpg. tif .bmp. .png))

[humbnail?

Training Azzetz

Debbie - 4-9-08 -

only if type iz IMAGE)

image 2
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6. When finished, you will be returned to the Edit Content screen and the asset will
already be associated.

Associated Assets

(Mote: clicking the Asset Name will jump to Edit Asset. Edif jumps to Edit Association)

D Asset Name Asset Path Edit Delete

197593 Debbie - 5-24-07 PDF {documentsitraining/sampleteacher 197593 7 pdf (Edit) [Delete]

217625 Debbie - 12/05/07 - PDF file {documentsitraining/sampleteacher 217625 7 pdf (Edit] [Delete)

217903 Debbie - 12/7/07 - image one fimages/training/Gtraining_217903_7.jpg (Edit] (Delete]

231062 Debhie - 4-9-08 - image 2 fimages/raining/student12_231062_7 pg (Edit] (Delete]
= — |

7. You may repeat for other assets to be associated to the same piece of content,
as needed (for example a list of PDF files).

8. Look at the content in the Training Site to see how the assets are being
displayed.
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V. Refining the Display of Associated Assets

A. Ordering Documents

1. Inthe content, note the order of the Related Documents.

Related Documents
= Debbie - 12/05/07 - PDFE file - 114555 bytes
[[FOF |

= Debbie - 5-24-07 PDF - 114555 bytes IGEA

2. Return to the CMA and the Associated Assets area.

Associated Assets
{Mote: clicking the Assef Name will jump to Edit Asset, Edif jumps to Edit Association)

D Asset Name Asset Path Edit Delete

197593 Debbie - 5-24-07 POF fdocuments/training/sampleteacher 197593 7 pdf (Edit]  (Delete)
217625 Debbie - 12/05/07 - PDF file fdocuments/training/sampleteacher 217625 7 pdf (Edit]  (Delste)
217903 Debbie - 12/7/07 - image one fimages/training/Gtraining_217903_7 jpg (Edit} [Delete]
231062 Debbie - 4-9-08 - image 2 fimages/raining/student12_231062_7 jpq (Edit} (Delete)

(Enter Asset ID - Shortcut)

gAdd)  (Add apd Auto-Associate An Assef)

3. Across from the PDF file that appears first on the list, click the (Edit) link.

Associated Assets
{Mote: clicking the Assef Name will jump to Edit Asset, Edif jumps to Edit Association)

D Asset Name Asset Path Edit Delete

197593 Debbie - 5-24-07 PDE {documentsitraining/sampleteacher 197593 7.pdf (Edit] (Delete)
217625[Debbie - 12/05/07 - POF fle | {documentsftraining/sampleteacher_217625_7 r:cl (Delete)
217903 Uebbie - 120UV - image one fimages/training/Gtraining_217903_7.jpq iDelete)
231062 Debhie - 4-9-08 - image 2 fimages/raining/student12 231062 _7.jpg iEdit] [Delete]

(Enter Asset ID - Shortcut)

Addl  (Add and Auto-Associate An Asset)

4. Change the Priority to 200 and click Update.

Azset Project Folder: | Training Assets

Azzociated Azzel
217303-Debbie - 12/7/07 - image one: H

217872-Sonya - 12/10/07 - PDF:
217973-Tujauna White 12/10/07 This is
217874-Michael Grabemeyer - 12/10/0]
217875-king 12/10/07 pdf:

Azzociation Flag: MNone- @ Title- {:} Component Onhy- 'D

Priority: 2EE|
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5. Return to the content in the Training site and refresh the screen.

Related Documents

= Debbie - 5-24-07 PDF - 114555 nvtes EEA
= Debbie - 12/05/07 - PDFE file - 114555 bytes
[[FoF |

Note the items are reversed in order. You control the order of the Related
Documents with the Priority field in the Associated Assets.

B. How Are Images Currently Displayed?

1. View your initial piece of content on the Production Preview of the Training
site.

Et Printer Friendly Text Versiocn E Emaszil Page A- A Text Size
Student 01

Sample content for Advanced Asset Class
This will be edited by Student 01

Related Documents
= Debbie - 5-24-07 PDF - 114555 bytes IEER
= Debbie - 12/05/07 - PDF file - 114555 byte
(PO |

Related Images
= Debbie - 4-9-08 - image 2 - 11248 bytes

2. Note where the images are located:

One image will be displayed — either to the right of the first paragraph of text or
above the first paragraph of text, depending on the width of the image.

The second image will be listed as a link under a heading called Related Images.

The same first image will display on the Template/Page Layout page.

3. Make sure that you look at both the component page and the full text page

Azzet clazs.

Adl.ranced Azzets Class

= Calendar of Events [add newl

= Archive 5
e Advanced Asset Class Content

= Pres= Releazes - ~
Student 01 [=dit

Sample content for Advanced Az=2et Clazs

Thumbnail of 1st imag

= Workshop Demo

L1

@ﬂrfﬁﬂrﬁéﬁ * Student E]E I=git]

e e e T R, Sample confent for Advanced fszet Cla=s
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C. Change the Image Display
1. Return to the CMA and the Edit Content Item screen you just worked with.

2. Scroll to the bottom of the screen where the assets are associated.

L&rssuciated Assets

Tote. cnormg ine Asset Mame will jump to Edit Asset, Edit jumps to Edit Association)
D Asgset Name Asset Path Edit Delete
197593 Debbie - 5-24-07 PDF fdocumentsiraining/sampleteacher 197593 7 pdf (Edit]  Delete)
217625 Debbie - 12/05/07 - PDF file fdocumentsitraining/sampleteacher 217625 7 pdf (Edit]  (Delete)
217903 Debbie - 12/7/07 - image one fimages/raining/Gtraining 217903 7 jpg (Edit] (Delete)
231062 Debbie - 4-9-08 - image 2 fimagesiraining/student12_231062 7 jpqg (Edit] [Delete)

(Enter Asset ID - Shortcut)

(Add} (Add and Auto-Associate An Asset)

3. Across from one of the image assets, click the Edit link.
ZTTE20 Denie - 1207 - O e P [ o0 ) T=1 =it iF=111 1T =<1 ] =3 == o8 = Pl Wl P o o | A
217903 Debhie - 12/7/0; /images/training/Btraining_217903_7 jpg o

4. Across from Association Flag select the Component Only radio button and
click Update.

Aszet Project Folder: | Training Assets

Azzociated Azsel
2175972-Sonya - 12/10/07 - PDF:
217973-Tujauna White 12/10/07 This is a PDF file :
217974-Michael Grabemeyer - 12/10/07 - PDF:
217975 king 1210/07 pdf:
217976-Heather- 12/10/07 - PDF:
Azzociation Flag: MNone- {:} Title- {:}' Component Onky- {E}' Content Onhy- {:}
Priority: 100
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5. Repeat for the other image, except select Content Only.

Z1730a Debbie - 147771
231062 Debbie - 4-9-08]-

- 7 a0e gre
image 2

Amagestraining/biramning_ L1750 7 pg

fimagesdtraining/student12 231062 7 jpg

[Ed

(Edit]

=1=

Azzet Project Folder:

Training Assets

Azzociated Azzet

Azzpciation Flag:

Priority: 100

231164-March 10, 2008 hﬂeet|ng Minutes - DRAFT:
231172-Dana Block - 4/10/08 - PDF file:
231174-John - 4/10/03 - PDF:

231175-Kimberly - 04/10/03 pdffile:
231176-Patricia Weaver, April 10, 20038 PDF file:

Hnns~@' _'rtlsh{:} Enmpnn&ntDnt}f—{:} EnntsntDnty—@'

6. Look at the results in both locations for the content.

Az=zetclazz.

Advanc:ed Azzets Clazs

= Calendar of Events ladd newl

= Content Archive Sample

Advanced Asset Class Content

= Pres= Releazes

= Workshop Demo

Our Eavorites

* Student 02 j=dit

Student 01 [=dit
Fample content for Advanced Az=zet Clazs

Component Only

Student 01

Sample content for Advanced Asset Class.
This will be edited by Student 01

Related Documents
= Debbig - 5-24-07 PDFE - 114555 bytes IEEA

12/05/07 - PDF file -

114555 byted

> Debhbig -
(PO |

D —

Content Only -
Mo more
Related Images

Note that you can specify different images in the different locations. If you do not
specify something in the Association Flag, or if you select None, the image will be
displayed in both places. If there is more than one image associated an neither

has an Association Flag, the one with the highest priority will be displayed in both
places and the other will be listed as an Related Image at the bottom of the page.
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NOTE — the Alternate Tag entered in Asset Entry Screen will be used as the Alt
Tag when Image is Associated to the content.

VI. Create Link to Document Asset

Sometimes you want the users to have direct access to the asset document, directly
from the boxes on the menu page — the page layout. This can be accomplished with a
number of different page layouts and Link Content type.

A. Examples

e Link Content to Document Assets in Categorized Call — DMB Administrative Guide

- http://www.michigan.gov/dmb/0,1607,7-150-9131 9347---,00.htm
* U5 1037 Agency Contract Complance INSpeciors and Adminisirators

- Pre-Award and Post-Award IEER
* 0510.38 Emergency Purchase - Post-Award IEER

600 Contract Administration

* POLICY 0610 Contracting IR

* 0610.01 Contracting and Conducting a Post Award Conference (Kick-
off Meeting) IEE

* 0610.02 Advice of Change Processing - Post-Award IER

* 0610.03 Vendor Peformance - Post-Award IEER

* 0610.04 Purchase Termination/Cancellation - Post-Award IEE

* POLICY 0620 Administrative Board

* 0620.01 Obtaining State Administrative Board approval I

* 0620.02 Submissions to the Finance and Claims Committee R

* POLICY 0630 Consulting =

+ 063001 Acquiring consulting services EE

* 0630.02 Internal consulting services IR

700 Program [ Activity Analysis
* POLICY 0710 Function £ Program £ Activity Analysis IR

800 Risk Management and Insurance

* POLICY 0810 Risk Management B

+* 0510.03 Obtaining Insurance or Risk Management-Eelated Senvices
and Associated Fees. IEEE

« POLICY 0820 Insurance &
* 082001 Insurance Coverage of State Qwned Property IR
* 0820.02 Worker's disability compensation claims procedures

900 Preservation
* POLICY 0910 Records Management IR
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¢ Link Content to Document Assets in Content Archive — MDE -
http://www.michigan.gov/mde/0,1607,7-140-5373 38763---,00.html
r\.. Departme ".,'.LF ;;.”

=ducatior
B N Wl LR

MDE Home | Site Map | Contact MDE | Kewwords | Onling Services Search
._ =k Frinter Friendly Text Warsion IE Emzil Fage A- AfTaxt Size M Depart
= Public Notices (-] & online
; H Surves
Maore archives for: =
Public Notices: 20038 | 2007 | 2006 | 2005 | 2004 | 2003 | 2002 L& €
2008:  June - May - April - March - February - January
June
10l + 13 - Public Notice of June 23. 2008 PSA Committee [Meeting

+ 13 - Public Notice of June 23. 2008 MSBD Trust Fund Meeting
+ 13 _ Public Notice of June 23. 2008 Legislative Committee

IMeeting

+« 13 - BPublic Motice of June 23. 2008 Dorothy Beardmore Award
Selection Committes Meeting

+ 11 - Public Notice of canceled Julby 8. 2008 State Board of
Education Meeting

+« (02 - Bublic Motice of June 10. 2008 State Board of Education

+ 2 - Public Notice of June 16. 20038 State Board of Education

3 Fetreat

e | | May

%X + (01 - Public Notice of May 13. 2008 State Board of Education
FF IMesting

&\ April

p—— + 14 - Public Notice of April 212008 State Board of Education
L“ Agenda Planning Committes Meeting

— + (01 - Public Notice of April 8. 2008 State Board of Education
&N ' IMeeting

| March

E e +« (01 - Bublic Motice of March 11. 2008 State Board of Education
tie Meeting
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e Link Content to Document Assets to video/audio clips — SOS -

http://www.michigan.gov/sos/0,1607,7-127-1640 91§Q_ 9179---,00.html

anarment .« State
bepartment sotate
Terri Lynn Land, Secretary of State

r—— r— - e ——

S0S Home | Site Map | FAQ | Online Services | Forms | Contact SO0S | Ses
E‘ Printer Friendly Taxt Version E Emszil Fage A- AFTent Size

Video Clips

* Video Clip: Voter Education PSA (MOY FILE]

* Video Clip Transcript: Voter Education PSA (HTML FILE)

* Video Clip: Vertical Drivers License PSA (RAM FILE)

* Video Clip Transcript: Vertical Driver's License PSA (HTIML FILE]

* Audio Clip: American Red Cross PSA (IMP3 FILE) | Foresst

* Audio Clip Transcript. Amercan Bed Cross PSA (HTML FILE]
| PODCAST |
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e Mixture of link and html content - http://www.michigan.gov/mdot/0,1607,7-151-
9621 41446---,00.html

ifsportation

et | 8§ L

TN E1a s T e Oyl

MOOT Home | Site Map | Contact MDOT | FAQ | State Web Sites Search
=k Frintsr Friendhy Text Verzion E Email Page A- AFText Size
Context Sensitive Solutions I

What are "context sensitive solutions?”

T _ 0

Context sensitiy
solutions (C55)
collaborstive
interdisciplinany
to developing
transportation pr
Under C55, MD{]
dislogue with local governments, read commis)
industry groups, land use sdvocates, and state
early in 8 project’s planning phas=. A coopsrst
and an awarsness of community interests help
the ultimaete goal-projedts that fit their suroun
Merrick Street Brldge. while effectively serving transportstion nesds.
Adrian *Lles

CS58 training

* OS5 gwareness training material with speaker notes
Slides and notes from MDOT's "CSS Awarenss=" clazs, in PDF format for downloading.
Thiz clazs waz dezigned to introduce MDOT emplovess to CSS. Instructorz have prezented thiz clazs to
employess and =takeholder groups around the state.
(The class slides are alzo available in gmaller POF files that dont include the speakers notss. )

* 055 Awareness Training for MPOs IEER

Slidez from MDOT's CS5 training for metropelitan planning organizationz (MPOz2}. MDOT created thiz con
verzion of itz CSS awareness training to addres=s the perspective of MPOs working with MDOT,

Further reading

* Context Sensitive Solutions: Paving the way for better transportation EER
* Three Fundamentals for Success EER
* Mational ©SS literature review

B. Create ****

1. Asset needs to be in the database so it can be part of web and pointed to as
part of the website.
a) Add asset to database — this has already been done earlier. We will
use the same PDF file we added previously.

2. Need link/URL to the asset so we can tell the browser where to go. Where
are we going to get it?
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a) Listed in Edit Asset screen. ****this is still in a screen??*****
Edit Asset

D # 217625 Updatsg
Lzzet FileMams:

Note: vou are in edit mode and selecting a new file will owerwrits tH
zyztem. Alzo note that the change can take 2everal minutes to app

et (Web) Path: /documentsitraining/sampleteacher_217625_7.pdf

£t Permizzion: (Browse) EJ Update

HRE FDF (Adobe Acrobat pdfFilg)

b) Saved asset Path/URL in Notepad.
[\ debbije.txt - Notepad

File Edif [Format [vewm TEEm

Jdocuments,/training/sampleteacher_217625_7.pdf I

Jimages/training,/étraining_217903_7. jpg

c) Note itis a Relative Path.

Since the asset resides on a Michigan.gov server (machine), and the link
is coming from a page that is also on the same server, we do not need to
include the name of the server in the link. We can start the
path/address/URL with a slash and the destination within the server.

d) Select and Copy the path from either location.

3. Create content to appear in content/navigation category.*****several CMA
screens open — which one to use.*****
a) Select Add Content (from left navigation)

Content YWizard
G Coner]
Lizt Content
Search By Dates
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b) Select Site-Button category combination of primary category:
TRAINING-ABOUT_US.

| nTHFh.ﬂF-‘u’--'HgT'-’-:NF‘J--'

IFAINIMNGE-A3ETS

TRAINING-BOTTOM_MAV_LINKS
TRAINING-CAMPAIGN_FINANCE_MEW
TRAINING-COMPOMNENT_TEST

| | TRAINING-DESSERTS

TRAINING-DJSTEST

TRAINING-EMMA =
| | TRAINING-EXAMPLES

Ccorme |

c) Select Primary Category — Make sure you select the whole category:
TRAINING-ABOUT US-ADVANCED_ ASSETS-CLASS?2

Add New Content ltem

hiz color denotes a reguirsd field

ADD
Languags: ENGLISH (US) (ENGLISH)
mrimary Lalegony. Bt (Broves) TRAINING-ABOUT US-ADVANCED ASSETS-CLASS2

Title:|2 of 285 chars max

d) Enter the Title of content item
(1) This will not display
(2) This is used when searching for a piece of content on the List
Content screen

(3) For the title enter YourName — PDF Link

Title:{17 of 255 chars max Dekbkbie — BDF :._:._k.i

=

e) Leave the Release Date as today’s date
f) Enter Expiration Date (optional)
g) Enter Priority (optional)

h) Select Content Type = Link

Content Typs: LINE (LINE (URL))

Liezcription

-
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i) Select Link Type = External

Link Type: 'D Nene 'D' Interna '@' External (New Window)
Link (11BN %
With links to assets, you want them open in a new browser window
because most people will close the browser window when they are
finished. If it were not opened in a different window, your site would also

be closed.
j) Paste the relative URL copied earlier.
Link (URL}: - T
e Ne [E] {documentsitraining/sampleteacher 217625 7 pdf
Cpopten Lass :

k) Enter the Link Text — Have it match the Title Field.

Link Text: Debbie - PDF Link

4. Add the content.

5. Go to the Training Site and Test the content.
L

Advanced Asset Class Content

Student 01 [=ait
Zample content for Advanced Az=2et Clazs

C. Shortcuts

There are a couple of shortcuts that can be used when creating Link Content to
Assets.

1. Use Asset ID only

Instead of entering the whole path/URL in the Link(URL) field, you can simply
enter the Asset ID number.

When you do this, you have to let the CMA know what kind of number this is.

a) Check Asset Radio Button

217625 Asset ID Number
Ccntsnt !

b) When you click Add or Update, the CMA will complete the URL for you.

Link (URL}:
) = fdocuments/training/sampleteacher 217625 7 pdf
content O Asset O d P = P

¢) What is Content Radio Button for?
You can do the same thing with a Content ID Number instead of an Asset
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ID Number — you must let the CMA know what kind of number it is — in
this instance a Content ID Number.

d) Do on your own: Use the method above to create a link piece of
content to another piece of content:
(Flag Honors Subscription page — content ID 117722)

2. Create Content BEFORE the Asset is in the Database.
a) Add Link Content in the normal fashion, except don’t add the URL.

b) Use Add and Auto-Associate an Asset to add asset to database.

c) Then get Asset ID number from asset listing at bottom of Edit Content

screen.
Associated Assets
(Mote: clicking the Asset Name will jump to Edit Asset, Edit jumps to Edit Association)
b Asset Mame Asset Path Edit Delete
179242 Debbie 11/2906 pdf fdocumentsitraining/sampleteacher 179242 7 pdf (Edit)  (Delete)
(Enter Asset 1D - Shortcut) Aszociate |
(Add) (Add and Auto-Associate An Asset)
d) Putthe Asset ID in Link URL field, check Asset radio button
Link Type: 8 Mone 8 Internal o Extern
Link (URL?: |1?9242
Link Text: |Title of PDF File
e) Click update.
f) Delete associated Asset.
Associated Assets
(Mote: clicking the Asset Mame will jurmp to Edit Asset, Edit jurmps to Edit Association)
IO Asset Mame Aszset Path Edit Dlglats
179242 Debhis 11/29/06 pof tdocumentsitraining/sampleteacher_179242 7 pdf (Edit) LDelete)
| (Enter Asset D - Shortcut) | Ae8s0ciate |
(Addy  (Add and Auto-Associate An Asset)

3. Do on your own
Create another link to an asset using one of the shortcuts. Use a PDF file
from the List of Sample Assets page opened earlier.
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% Printer Friendhy ['
Sample Assets for Advanced Asset class

PDF files:

« HAL Spring 2007 LIM4X

« HAL FCMews Jan 2007

¢ Taxes form 3838

o HAL - Ml Genealogist Winter 2006 MNewsletter
¢ Taxes form 3435

+« [DHS EIR Mews Feb 2007

« DHS DEC Medical Protocol

o HAL MCACA FY 07 List by County

« [OHS Publication 0460

P ¥ala N L k.
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VII. Insert Assets Manually Using WebEdit Pro

A. Connecting Document Assets within the Body Field
Add link to PDF or Other Document Asset

Before we get started inserting assets into the body, it will help if we have some
additional text in the body. Type two or three additional paragraphs of text and
include a reference that will become the link to a PDF file.

1. When adding PDF/document assets that are to be inserted in a piece of
content, rather than associated, it is important to know the path. There are
sample assets in the training site on the Advanced Assets Class page. The first
link on the page has images and PDF files that can be used in this class.

;i' e =h Frinter Frizndly Taxt Varzion [2&] Email Fags

Sample Assets

= WebkEdit Pro Class s|Sample Assets for Advanced Asset class] jzait
= ||'|tEFI'I'IEdiE.tEC-DI'ItEI'ItEI'Itr)" ’ S e
Adl.ranced Aszsets Class

= Calendar of Events

2. Go to the Sample Assets for Advanced Asset class page and locate the list of
PDF files.

PDF files:

o |HAL Spring 2007 LIM4X
o HAL FUMNews Jan UUT
+ Taxes form 3838

« HAL - Ml Genealogist Winter 2006 MNewsletter
+ Taxes form 3435

« DHS EIR Mews Feb 2007

« DHS DEC Medical Protocal

« HAL MCACA FY 07 List by County

« DOHS Publication 0460

=t

3. Click on any one of these to open up the PDF file to ascertain the path.

Address iéj http: ffw3.michigan. gov /documents hal im_LM4XSpring2007_189392_7.pdf

4. Select and copy the path for the PDF file.

. gov
Equity [CheMl [T My Stuff [ In
y - an il
o Ny <) & | €
|—
Delete
Select Al
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5. Return to Web Edit Pro and Highlight the text that will link to the asset.
[Done] [ Cancel ]

PBRRBARS oo Ve ARR - JEH
Normal - Arial, Helvetica - 2(10pt) - @B AN B I UA

Sample content for Advanced Asset Class. This will be edited by Student 01. Mar
Pro portion of the class. Sample content for Advanced Asset Class. This will be e
added for the YWebEdit Pro portion of the class. Sample content for Advanced Ass
01. More content being added for the VWebEdit Pro portion of the class. Sample cd
will be edited by Student 01. More content being added for the WebEdit Pro portig

A second paragpEpreertrectrrr—Frrparee mude the reference to the
infarmation in thie SOLLTTEEICRITTGFNRGERNPIGEN) Flease be sure to downlos
will really help & : = d download and read the i
you find what you need. Please be sure to download and read the information you

need
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6. Click the Hyperlink Icon at the top e

HYPEnlimk: a1

Hyperlink [nformation
Type:
bt Cancel |

Lirk:

http: 7

Bookmark:

| Only three
T et fields of

- interest.

Stunning File with &l the [nformation

Title
|

F.eyboard Shortcut;

T arget Frame:

Cluick Link:

| [select fink] |

7. Paste the URL for the asset in the Link field. Make sure you delete the HTTP://
that is already in the field.

Hyperlink Inford

Paste the URL
. wou copied from
Lz the sample PDF.
http: Make sure you
delete the HTTP:4/
that is already there,

Lirlk:
|£hal£|m_LM 4=Spring2007_189292_7 pdf

8. The Text field is already completed with what was highlighted when you
clicked the button.

Teut:

|Stunning File with All the Infarmation

9. Select the Target Frame as outlined previously.

i Use New Window for
Target Frame: PDEs & outside sites.
| U _Sﬁme Window

Same YWindow _self] Don't use Parent or
Parent “Window [_parent) Brofwser Window.

Browser Windaw [_top]

10. Click OK.
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11. You will be returned to the Web Edit Pro screen and you will see your link.
You will not be able to test your link here.

A second paragraph for the class. This paragraph will include the reference
information in the Stunning File with All the Information. Please be sure to
will really help you find what you need. Please be sure to download and re;

you find what you need. Please be sure to download and read the informat
need (not able to test in WebEdit Pro]

B. Connecting Images within the Body Field
Add Image in the Body in Existing Paragraph

1. Position the cursor in the location where you want the image to go.

w paragraph goes here. Mew paragraph goes here. Mew paragra
h goes here. Mew paragraph goes here. Mew paragraph gd
Llew paragraph goes here. Mew paragraph goes here. |
Mew paragrap s here. Mew paragraph goes here. Mew paragrg

) Cursor goes here!
Deborah Christensen

13144 Old Hickory Trail

2. Click the Picture icon at the top
Mediairiesselechon ;31

File Selection
|| Cancel

[v FReszolve Image Paths Select Mew File | Aptions
Lanpout Picture

Width;

Height: %

Border Thickness: ]

Alignment: -

Rezet

[v Maintain Azpect B atio

Spacing

Harizontal: n

Wertical; 1]
Title:
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3. Click Select New File.

Filz Selection
|

Iv Reszaolve Image Paths Select New File

aucut Bictie

4. A new window will open to allow you to select an image from the Asset
Database.

|Select. Image s Micnosatisl ntenieisixpionan

Select Image

Asset Project Folder:
g----- SELECT OME -----2
Asset:

ID-Description (ALT)
< SELECT ONE -—>

5. Choose the site from the Asset Project Folder.

Select Image

Asset Project Folder: Whep the site is selected,
Training Assets - the list of assets appear in
alpha order by description.
Asse
ID-Description (ALT)
«——-SELECT OMNE ——> /
41477- Bob Seger (MJG Image File)

46299- ice cream (ice cream)

14092812 (12)

152686-14training - image 2 (14 Training)
137203-2 workers (2 workers)

137207-2 working Men (2 working Men)
106508-2nd asset added (second picture added)
136810-2nd P-51 (@nd P-51)

119842-3rd try (3rd try)
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6. Click on an asset to see a preview of it.

Asset:

ID-Description (ALT)
< SELECT ONE >
41477- Bob Seger (MJG Image File)

14092912 (12)

1926586-T4training - image 2 (14 Training)
137203-2 workers (2 workers)

137207-2 working Men (2 working Men)
106508-2nd asset added (second picture added)

136810-2nd P-51 (@nd P-51)
1195942-3rd try (3rd try)

7. Scroll until you find the desired asset.

Asset:
ID-Description (ALT)

178745-Debbie
180142-Debbie
217388-Debbie
217382-Debbie
27347-Debbie

217377-Debbie
130156-Dabbis

- 11/271/06 - First Image (My firstimage sample for training)
g)

-12-7-06 - 1stimage (Debbie's firstimage for trainin
-12/10/07 - image 2 (lighthouse)

-12/10/07 - image one (Copper Harbar Lighthouse)
- 12/4/07 - firstimage (Debbie's image for training)
-12/4/07 -image 2 (who knows what this is777)

= 120 Image-2{Dutine-ofthestata-of Michigan)

217903-Debbie

-12/7/07 - image one (Picture of)

T/1G0s-Debbie
188102-Debbie

- 1stimage - 8-11-06 (image for training)
- 2/26/07 - Image two (Sample image for training)
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8. Click OK. You will be returned to the Media File Selection dialog box.
Mediaiiesselecon ﬂ

Eile Selection k.

Cancel

[w Rezolve Image Paths |

Options

Layout Picture
Wwidth:

| Ereview

Height:

Ii
|
Barder Thickness: IEIi
aligrment: -

Reset
[v Maintain Azpect Hatio

Spacing
Harizontal: n
]

Yertical:

Title: |F'ic:ture af

9. Note that the File Selection (path) and Title (Alt Tag) fields are completed for
you.

10. Click the new Preview button to show the image here and fill in some of the
Layout fields.

Lot Picture
width: 150

Height: IT

Border Thickness: ]EI

Aligrment; -

[v Maintain Sepect Batio

11. To add a border, change the Border Thickness to something greater than 0.
Lapaout Picture

width: 150

Height: 107
Border Thickneszs: 2

Alignment: | ﬂ
Rezet
v Maintain Aspect Ratio 2 pixel border can be seen here.

12. If desired, you can pad the image with white space outside the border by
adding Horizontal and/or Vertical spacing.
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13. Click oK.

14. The image will be displayed in Web Edit Pro.

Mew paragraph goes here. Mew paragraph goes here. Mew paragraph goes here
paragraph goes here. Title of PDF file

Lomildew paragraph goes here. New paragraph goes here
paragraph goes here. Mew paragraph goes here. Mew paragraph goes here. MNe
goes here. Mew paragraph goes here. MNew paragraph goes here. Mew paragrap
Mew paragraph goes here. Mew paragraph goes here. Mew paragraph goes herd
paragraph goes here

15. If you click on the image here, you can pick it up and move it or change the
size of the image.

Mew paragraph goes here. Mew paragraph goes herd
paragraph goes here. Title of PDF file
Handlebars

allow you to
resize.

Mowve tool
allows you to
nove the IIna?e
anywhere tex
already exists.

- sl _ L iy ew paragraph goes here
paragraph goes here. Mew paragraph goes here. [N4
goes here. Mew paragraph goes here. Mew paragra
Mew paragraph goes here. MNew paragraph goes he
paragrapgh goes here

NOTE: Be careful not to distort the image.

=T Mew pard
goes here. Mew paragraph goes here. Mew paragraph goed
Mew paragraph goes here. MNew paragraph goes here. Mey
paragraph qoes here. Mew paragraph qoes here. MNew para

NOTE: Itis best if the image is sized appropriately prior to adding it to the
database, rather than resizing it here.

16. To get the text to wrap around the image we need to adjust the Image
Alignment. To do that we must Edit the image:

a) Right click on the image.
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b) Select Picture... from the menu

w O TNTALTINTS

+ More stuff

Mew paragraph goes here. MNew paragraph goes here. MNew paragraph
paragraph goes here. Title of POF file

Pazte
aragraph goes here. Mew paragraph

O FPazte Text )
paragrz raph goes here. Mew paragraph god
goes hi Select Al here. Mew paragraph goes here. M
Mew p paragraph goes here. Mew paragra
paragre Clean HTML
Huperlink....

Deb

O EdHTML.

13144 1| v View as WYSIWYG
Wiew Source

Wi
DeWitt | Picture. ..

¢) Under the Alignment dropdown select either Left or Right — whichever
side you want the image to appear.

Alignmment;
Mot zet
Right !
[v Maintain Azpect | |,I:|gp =
. biddle
=lpsieliy Baottomn —_
Harizantal: AhzMiddle
) .-’-'«I::sBu::ttu:urlnn &
d) Click OK.

17. The text will now wrap around the image.

Mew paragraph goes here. Mew paragraph goes here. Mg
paragraph goes here. Title of POF file

Mew paragraph goes here. N
paragraph goes here. Mew pi
goes here. Mew paragraph g
Mew paragraph goes here. I
paragraph goes here. Mew p:
8l qoes here

Deharah Christensen
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C. Thumbnail Image Link to Larger Image

Before you start this type of activity, you must have two images — the thumbnail and the
larger representation of the same image. Both images must be loaded as assets in the
database. You must know or have ready the path/URL for both images.

The Sample Assets page opened earlier also has a series of image/thumbnail pairs. The
path/URL is listed next to each picture.

Thumbnails & Larger Images:

Large Image Thumknail Image

‘ " MNIITA™N °

FROMPL

T B dmer e

2t rrond To Be American o | AmsgesTEmglamsncas plele thomb dIBGCE 7opy

dimageslia ningdame can_pla.=_laoe 226675 T oy
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1. Goto the Sample Assets page and select the pair of images you are going to
use for this exercise. Select and copy the path/URL for the Thumbnail version of
the image you are going to use.

Select All
Print

2. Edit Content for the piece we have been editing.
Advanced Asset Class Content

Student 01 jesit |

Sample content Tor Advanced Asz=set Clazs

[
$ THycdont 09 -

3. Enter WebEdit Pro

Body:

' Sample cof
Preview Body Student 07
portcion o

| Edit with WebEdit Pro | —_—
Folxagl the WekbEd]

Ldvanced J
content g

4. Insert Thumbnail Image

— |=])E H
Jy B I U
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Aimagesdtraining/car_apackard_thumb_236631_7 . aif Cancel

File Selection (] |

Lanpougt Picture

[v Reszolve Image Paths Select New File | Dptions

WidtH Add a border
thickness to

Border Thickness:

Alignment; ] Left L]

Rezet

[v M aintain Azpect Fatio

Spacing

Rl TitlesAlt must
include description .
el of image ant Ika— u | — I |

[[x1]

Title: |Thuml:unai| of 1932 Packard will link to larger image.

d) Add a Border Thickness to indicate that the image is a link.
e) Make sure Alt Tag/Title describes both the image and the link.

f) Click OK.

LLL=4=1"]

& This is

[|what to
This is
|what to
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5. Turn the image into a link. Click on the image to select it.
need

o - [
=3 =l This

This
| what
|

) Click on the Link Icon
Aele

h) Return to List of Assets page and Select and Copy the path/URL for
the larger version of the same image.

Copy|
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i) Paste the path/URL just copied into the Link field.

Ly penlimks a
Huyperlink. [nfarmation
Type:
hittp: - Cancel
Link: Faste the
|ining.-"u:ar_gpackard_large_ESEEBB_?.ipg ﬁgﬁ;l_ad e
Bookrmark:
Text field is
rayed out -
| this is an
image.
Title
F.eyboard Shortcut;
Hawve the
Target Frame: image open
: «| ][N a new
|New Window [_blank] J Window.
Gluick Link:
| [select link] |

J) The Text field is grayed out because the link is being placed on an
image.

k) Setthe Target Frame to “New Window” so that the picture will open in
a new browser window.

[) Other fields are left blank as they do not apply.

m) Click OK.

6. Click Done and Update content
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7. Test Content.

. Address féj http: /i 3. michigan.gov images/ftraining/car_gpackard_large_236683_7.jpg

and read the Information you need. It will really help you g Hotmail @] Trip toTtaly! (Y eMI My Stuff Intranet &]surfad @]

need

B This is anot

even longer. |
|what to say o
will just copy &
sentences ove
| This is anothd

even longer. | 4 f
what to say a S

Clicking on the smaller
image produces the
larger image.

justtomaket S

VIIl. Content Title Images

Content Title Images are used when you want to replace the Title field in the body with an
image instead of text. The Title (text) field will still be used in the Page Layout (template) view,
but in the full content (body) view of the content, the Content Title Image will be used instead.

To insert a Title Image, you must first load the image as an asset into the database. You must

preserve the Asset ID number only.

A. Get Asset ID Number

For our exercise, there are some sample Title Images you can use already in the

database. A list of the ID numbers follows:
70086

29701

29942

45414

100906

16452

B. Edit Content to Include Title Asset

1. Edit the piece of content we have been using.

2. Copy and paste one of the numbers from the list above into the Title Asset

field, just below the Title field.
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Slatuz: LME

Title: (10 of 288 chars max Student 01

Title Asset 70086

REISASE LALS: ooommnan T

3. Click Update

C. Test in the CMA

1. Look at the page in the CMA in both the Page Layout view
Advanced Asset Class Content

Student 01 (=gt

Zample content for Advanced Az=zet Clazs

and the Full Content view.

L Tes] ARy raning Home | Sie Map [ Lontact iraining [ fraining FALU =l
z =k Frinter Frisndly Text e
" <R J . 5

Services
Title Image
Sample content for Advanced Asset Class. This
will be edited by Student 01. More content being
added for the WebEdit Pro portion of the class
Sample content for Advanced Asset Class. This

Left & Right Link Images

There is a limit of 6 Left Links that can be added to a site. Site Administrators control the
number of Right Links. The default number of Right Links is 6 unless changed by the
Site Administrator. Creating Left Links and Right Links is essentially the same.

A. Add Link
B. Add Image for the Link
1. Scroll down to the bottom of the page to Associated Assets

2. Associate the Asset for the link to the piece of content

Associated Assets

{Mote: clicking the Asset Marme will jump to Edit Asset, Edit jumps to Edit Association)

In} Asset Mame Asset Path Edit Delate
7644 Training - Left link exarmple firmagesfemi-button 57644 7 jnig (Edit) {Delete)

| (Enter Asset ID - Shortcut) | Associate
(Addl (Add and Auto-Associate An Asset)

a) Enter the Asset ID number in the Shortcut Field
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b) Click the Associate button

(1) Assets that can be used for Left or Right Links:
Assets can be any height, but must be no more than 150 pixels in

width.

7049 174159
35255 131578
38704 156310
50415 172975
53792 106222
59048 139448

150992 21828
131789 115130

3. Edit the Asset

mps to Edit Association)
Delet
-hutton 57644 7. jpog (Dele

4. Select the Title radio button

ILIl’.l’.JLI TATOTTITOITTT.

Az=zociation Flag: Mone- € Tile- % Component Only- ' Cortert Cnily- 8

5. Select Update
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X. Image Maps

A. What is an Image Map?

An image map is a piece of HTML code that defines coordinates on an image and
creates a shape from those coordinates. The author assigns a URL to this shape.

When a user moves the mouse over the shape, a finger icon appears indicating that they
can click on that shape and link to another page.

B. Examples:

County locator
http://www.michigan.gov/rsa/0,1607,7-210-47259---,00.html

Clicking each
county takes you
to a different Tink

Aanim-
crency Alpena e

Oscods | Alcone )

-| Rorecon
man Qe Iu:rs::u!_/

Clare | Gladwin

(ﬁlceana WY | Macosts | lsebella | Midland

Monicaim | Grafiof | Saginew

Muskegen

Genesee |Lspser | S

Ottewa | Kent | lonia | Clinton |Shiswe-
BEBE

Kacomb
j Allegan Bamy |Eston  |Imgham |Liviegsion| Oskland

ien Buren| Kalemezeo| Cakoun | Jeckson | Weshtensw | Weyne

Bemien | Cass |5t Joseph | Branch | Hilsdale | Lenawes | Monme
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http://www.michigan.gov/deq/0,1607,7-135-3306 3329-12306--,00.html

Each district is
click-able to a
different location
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A non-map example
http://www.michigan.gov/hal/0,1607,7-160-17447 18595 18596-54215--,00.html

I pdlR
The Great
Depression

Arsenal of

1920

Street
The 1950s Scene

Th
]gsegs Farm &

EIE’S}BDCI;% A click on each area
will lead to a virtual

tour of that part of
1930 the museum.

Third Floor

DOy to the
Arsenal of Democracy up L

I

The I
- Great —
Depression

Mezzanine

Revised July 16, 2008 Page 54 of 117


http://www.michigan.gov/hal/0,1607,7-160-17447_18595_18596-54215--,00.html

Advanced CMA Assets — All You Need to Know

http://www.sos.state.mi.us/history/museum/explore/museums/hismus/1900-
75/sixties/index.html

The 1960s

Each circle will lead to . . )
a different web page Michigan Historical Museum
and information about

that topic from the "60's

http://www.sos.state.mi.us/history/museum/explore/museums/hismus/special/memory/fa
mily.html

Each framed image
is a separate link

[Sampler] [Green Water Pitcher]
[Clear "Water Pitcher] [Powder Hom)] [Spooner. Spoons and SugarBowl] [Wedding Handkerchief]
[Vegetakle Chopper] [MMortar and Pestle] [Petticoat]
| Text links included]
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C. How To Use the County Locator Sample

There is a sample county image map ready for you to use on /e-michigan. Let's learn
how to use it. You will need your destination pages already created and ready to be
linked to. Four such pages have been created for you to use at the top of the Advanced

Assets page.

1. Inthe CMA, in the Top Navigation bar, click on EWD Home to open the e-

Michisgan web site.

EWD Home

2. In e-michigan, click on the Vignette CMA Users and then How To Tips.

web development tg

Michigan.gov Home

Vignette CMA Users

= Training

=» Workshops & User Group
WMeetingz

> Page Layouts

> CMA Roles &
Re=sponzibilities

-
[}]

L i VI [

=1}

3. Click on Cut and Paste Code and then Michigan Map with “Hot” Counties.

Vignette CMA Users

= Training

= Workshops & User Group
Meetings

= Page Layouts

> CMA Roles &
Re=sponzibilities

How To Tips
Cut and Paste Code

ePoztCard

EL Printer Friendly Text Version E Email Fags A- ATt Size
Cut Paste Code

#Michigan Map with "hot” Counties
I2 12 an AL tile that you can copy and edit for your own needs. Each county iz
a "hot 2pet”. Edit the HREF on each zhape to go to conty specific content.

* |mage Map Workshop: Using a Michigan Map with "hot” Counties
* Create a Simple Woating Poll

* FORM (HTML-FORM) content with Validation example

* FORM (HTML-FORM) content Example
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4. Right click on DOWNLOAD CODE and click on Save Target As...

FTHIT T TRATTJTY = il W S TUTT L2 A LTI T d g Fa Yl N AL LT

Michigan Map with "hot" Counties

¢ To download this code, right click this link DOWNLOAD CODEJand select "Save Taraet As
Save the HTML file with a new name Upen

s Open the downloaded file in a text editor and edit the HREF _Cpen in Mew Window

¢ 'When you are done editing your county links, create a new
copy and paste your edited code into the BODY Print Target

s Select the Full Display (Triplewide) radio butten. The image
the extra space

¢ Add any additional information you like to the body of the oo

Copy Shortout

Add to Favorites. ..

(==
L Convert link target to Adobe PDF

Haoughton, Convert link target to existing PDF

Properties
Ontoregon Beraga
. Aloraucirg | Lucs

5. Save the file in the Guest Folder.

SAVEIAS, h..j ﬂ

Savein] | I Guest D ¢ 5 il
. hal_accverify

_'J [Chpostcard

Becert |)tablesart

Iﬁ WEP_GW .?_ﬁ'ES
- @fﬂnt_test_sample.ht‘n
@ font_test_sample_dev.him
Dieskiop ig]fc:nt_test_sample_';-.'3.ht‘n
@imagemapmunﬁes.ht‘n
@imagemapmunﬁes_lzz—ﬁ 5_7.htm

'jl)-g &]News.htm

My Computer @Teachervlev-.'er.ht'n

&] test_Map.htm
»

WEP_GW7.htm
My Metwark

Flaces
File name: imagemapcounties_ 1224657 htm D
Save as type: HTML Document D Cancel
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6. When the Download is Complete, click Open.
Uoynload icomplete, J _]ﬂ

v

= Download Complete

Saved:
...gemapcounties_122465_7.htm from www.michigan.gov
[ |

Downloaded: 17.9KB in 1sec
Download to: C:...\imagemapcounties_122465_7.htm
Transfer rate: 17.9 KB/Sec

[ Close this diglog box when download completes

Open ]l[ Open Folder ] [ Cloze ]

7. This will open a browser window with the image of the map displaying.

8. In the View menu, choose Source.

D Favorites Tools  Hel

Toolbars .
v Status Bar |
Explorer Bar r

Bge:
Go Tao 3
Stop E=c
Refresh F5

S

2zig

Text Size 4
Encoding r

L Full Screen F11

r;um.- |_| | T

Revised July 16, 2008 Page 58 of 117



Advanced CMA Assets — All You Need to Know

9. This will open up the source code in Notepad.

) IMAEETMapEonn eSS VA baRylitm SN Dl epad
File| Edit Format Yiew Help

<map name="m_image_map">&nbsp;

<area shape="POLY
coords="945,102,96,132,102,136,105,137,107,139,110,140,114,141,117,143,119,142,120,140,126,141,128,143
4,135,146,142,146,146,148,151,149,151,150,154,150,153,103” href="Iron.htm" alt="Iron County'=

<area shape="POLY" coords="153, 120, 153, 155, 151, 156, 150, 156, 149, 180, 153, 182, 154, 163, 159,
161, 165, 168, 166, 172, 170, 179, 170, 180, 170, 179, 151, 185, 151, 185, 145, 1981, 145, 191, 120"
href="Dickinson.htm" alt="Dickinson County'=
<area shape="pPoLY"
coords="95,111, 95,134, 90,132,87,131, 85,129, 80,129,76,127,72,125,68,124,62,122,59,121, 55,119,49,119, 44
,116, 34,114, 30,112,21,111,19,102,1%, 97,10, 92, 3,90,1, 88,2, 86,11, 82, 21, 81, 28,76, 27,70, 38, 85,45, 86, 46, 94
73,97,73,110" href="Gogebic.htm" alt="Gogebic County"=
<area shape="POLY" coords="37, 69, 37, 84, 45, 84, 4s, 93, 73, 94, 73, 110, 94, 110, 95, 70, 102, 70,
62, 101, &3, 100, 47, 94, 48, 93, 49, 86, 49, 82, 54, 81, 55, 77, 58, 74, 59, 72, 60, &8, 63, 58, &2,
63, 51, &2, 46, 63, 45, 84, 41, &4" href="oOntonagon.htm” alt="0Ontonagon County”=
<area shape="poOLY" coords="128, 20, 145, 21, 1464, 25, 150, 26&, 149, 27, 148, 28, 144, 28, 146, 30, 14
144, 35, 143, 35, 142, 35, 141, 37, 138, 40, 137, 42, 135, 45, 133, 48, 132, 49, 132, 55, 129, 57, 12
128, &2, 114, 62, 11§, 102, 95, 1oz, 95, 71, 94, 70, 102, 7O, 101, &2, 100, &3, 100, 43, 101, 41, 101
111, 32, 117, 28, 121, 25, 124, 23, 125, 21" href="Houghton.htm" alt="Houghton County"=
<area shape="POLY" coords="128, 20, 145, 21, 145, 22, i4s, 25, 150, 26, 151, 2&, 158, 21, 157, 20, 15
162, 17, 164, 15, 164, 12, 165, 12, 175, 12, 176, 1o, 177, 10, 178, 5, 175, 4, 172, 3, 167, 2, 160, 1
3, 154, 3, 151, 4, 148, &, 147, &, 144, 7, 139, 10, 135, 11, 131, 16, 131, 17" href="Kewenaw.htm"
alt="Kewenau County":
<area shape="pPoLY" coords="115, 62, 128, &1, 128, &8, 127, 68, 127, 71, 130, 71, 132, 69, 133, &4, 134
137, 59, 139, 59, 142, 57, 143, 57, 148, 52, 151, 52, 151, 53, 148, 55, 147, 56, 142, 60, 143, 63, 14
149, 5§, 151, 57, 158, 57, 159, 69, 1s1, 70, 161, 78, 153, 79, 152, 102, 116, 103" href="Baraga.htm"
alt="Baraga Count
<area shape="proOLY" coords="215%, 98, 21§, 12§, 210, 127, 209, 145, 191, 14§, 191, 120, 152, 121, 1532,
140, 79, 161, 69, 159, &9, 158, 57, 167, 58, 168, 58, 174, 58, 178, &2, 182, &3, 183, &5, 185, 69, 18
192, 7&, 191, 81, 194, 83, 195, 88, 199, 88, 200, 92, 201, 95, 205, 97" href="Marquette.htm" alt="mMar
County >
<areayshape=”POLY' coords="172, 170, 179, 170, 179, 152, 185, 151, 185, 145, 200, 145, 201, 151, 203,
204, 154, 204, 186, 208, 187, 207, 188, 206, 190, 205, 191, 204, 192, 202, 195, 203, 197, 202, 198, 2
201, 200, 204, 198, 207, 197, 210, 193, 213, 192, 213, 191, 216, 189, 218, 189, 220, 187, 222, 186, 2]
186, 226, 186, 227, 185, 229, 184, 220, 183, 228, 181, 228, 180, 225, 178, 222, 177, 221, 176, 220, 1]
220, 175, 218, 176, 217, 176, 215, 178, 213, 178, 211, 182, 206, 181, 203, 180, 202, 178, 202, 17§, 2
176, 203, 174, 203, 174, 204, 170, 205, 168, 203, 167, 201, 169, 200, 169, 197, 170, 195, 171, 193, 1]
188, 170, 187, 171, 185, 173, 184, 173, 181, 172, 177" href="Menominee. htm" alt="Menominee County =
<area Shape— POLY CDDrdS— 208 lS 204 18 204 153, 202, 152, 201, 151, 201, 145, 209, 145, 209,
210, 127, 258, 126, 259, 128, 250 150 253, 151 262 164, 261, 165, 259, 155, 259, 167, 257, 164, 2
168, 254, 169, 254, 1?0, 253, l?3, 251, 175, 251, 1?4, 250, 177, 247, 178, 247, 176, 245, 175, 245, 1]

10. Search for the county you want to provide a link to. Press <CTRL> <F> to

open the Find window and enter the name of the county.

Ea shape="POLY"
[ds="95,111,95,134,90,132,87,131,85,129, 80,129, ”6 l,

| Find HE3L:

B3 46

el [ : , 4,
: Find what:  [ingham Find Nexdt -
| . 1
[] Match case Olp ©Down "Howg

3 2, ]

I Tex, I8, Ief, T2, Ibs, I, I75, L2, T/o, 10, |
|54, 3, 151, 4, 148, &6, 147, 6, 144, 7, 139, 10, 13
= Kewenau County =

ks shape="PoOLY" coords="115, 62, 128, &1, 128, &8,

11. Click Find Next.

wref="Barry.htm" a
491" hretf="Eaton
ref=" | htm™
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12. In the training site, click on one of the map destination links at the top of the

age.
g = s =

Sample Assets

oy =T TTAL veisTe

L]

'!ﬂal: Destination ':'”E!ﬂ
* [Map Destination TWO
* Map Destination THREE [=git

* [Map Destination FOUR [=4if

* Sample Assets for Advanced Asset cla

[add new]

[=dit]

13. In the Address Field of the browser, select and copy the relative URL for the

age.

=y ==l L= e e

iéj http: fjw 3.michigan. gov]

[

N

hr ef="E.ar‘r"¥_. htm" alt="Barry County'=

14. In Notepad, select the dummy URL for the county.

5 itttz htm'" alt="Eaton Cour
" thref=" [' B1t="Ingham County'=
1oy 92 nrer= Crvingston. htm"” alt="Livir]
52, 447, 452, 491, 461, 492, 462, 490, 49

15. Delete this.

S hret="Barry.htm alt="Barry {{

5 ref="Eaton.htm" alt="4§
" pref=""lalt="Ingham County'=
185 ref="Livingston.htm" §

16. Paste the relative URL you copied from the browser of the destination page.

L= L= = y T =g = e i

<area shape="POLY" coords="349, 458, 381, 458,

ENC N L N LY o Tn 1 . Yl PNl P L e |

A e e S s TIT T

382,

ACco 44> _4Co 14 = 452 oo

492,

== TToIm T

350, 491" hr e%;“Eat art.

1oz

" LN '
wref="/trainin
<area shape="POLY

coards= 414, \ \
fCounty =

0,1607,7-166-18464 46744-195157--. 00, htm]['}alt="Ingham County">

16, 492" href="Living

17. Repeat for other counties, as desired.
18. Save the file in the Guest folder. Don't close it.

19. Go to the CMA and add a new piece of content.

20. Put it in the same category — TRAINING-ABOUT_US-ADVANCED_ASSETS-

CLASS?2

21. The title will be — Yourname — Image Map.

LT LNANO AW L TR LT AL

Title:[15 of 288 chars max Dekkbie - imace map
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22. Check the Full Display (Triple-wide) box.

Full Dizplay (triplewide)
23. Go back to Notepad and select Edit > Select All.
Format View Help

5| Undo Cirl+Z 54

s 47

| ai

" alu]

- uln)

- alu]

Bl Find... ctrl+F  p"

(| FindMext F3 ;00

(| Replace... Ctrl+H |5,

" alu]

- alu]

|_- Tlme_.'ﬁate F5 27

T

24. Copy everything.
25. Return to the CMA to the Body field and paste what you have copied.
26. Click Add to add the content.

27. At this point you should edit the content in WebEdit Pro to include text links
below the image map; and then Update the content.

28. Test in the training site.

=g 1 el N N A TR

Debbis - image map J=dit

il g et

= (= = w ol

Debbie - image map

Kewapnew
L
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NOTE: Creating the background code to specify the areas of the image map must
be done in separate software. It can be done in any of the following packages. If
you do not have any of them available to you, you will have to request someone
else to do it for you. Contact your site administrator for more information.

e FrontPage

e DreamWeaver

o FireWorks

e PaintShop Pro
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XI. Other Image Assets

A. Banner

eMichigan places the site banner in place. The banner is actually two images. The
banner is usually developed by eMichigan in coordination with the agency, but can
be developed by the agency and approved by eMichigan. The right corner of the
banner is a separate image and is always developed by eMichigan.

There are specific dimensions and fonts, etc. which must be used in the banner.
Please have your site administrator contact the CMA expert regarding changes.

B. Component Images

Components can have zero, one or two images tied to them. When no images are
tied to them, the box will simply have text on top of the box — or nothing.

Images can be tied to the top of the box, the side of the box or both.
The site administrator is the only one who can position these images.

1. Content Category with NO IMAGE — text only.
http://www.michigan.gov/dmb/0,1607,7-150-9131 9347---,00.html|

uide

Introduction to the Administrati

* How to Use the Guide
* Feedback and Questions

ext on top of I:--:-xes.l

* Pending Additiops and 5 to the Guide

100 Facilitie
* POLICY 0110 Facilities B

* 0110.01 Surplus Real Property &

* 0110.02 Allocation of Fire Protection Funds IER
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2. Content Category with ONE IMAGE.
http://www.michigan.gov/som/0,1607,7-192-29941---, 00.html

Safety Features

License plate reaches sales milestoh®
=ctacular Peninzulaz licenze ply
—

Jq o HlAt b

One image on top

Image tied to
content

1 T
* State Highway Bridge Ratings
* Michigan Prepares

kip://www.michigan.gov/som/O,1607,7—192—29939———.OO.htmI

[

* Hudsonville Middle School English
Teacher Mamed Michigan Teacher of the

Year

* Michigan Department of Education
Announces Recipients of 2008 "Breaking
Traditions” Awards

* Janice Ambs Receives 2008 Gikas Award
- Presented to top support staff person in
Michigan Department of Education

One ima
none on

%-3 on the left
ap

3. Content Category with TWO IMAGES.
kip://www.michiqan.g_g//som

Michigan Spotlighte@{mage on Top of Box

Gasiy How to Save § at the Pump
ublic and private agencies threughout Michigan are

venckioo taosibertn Balo L cog=erve fusland ...
Image tisd to contant

* Parents and Caregivers Can Combat Kids” Summer

Learning Loss with Fun. Creative Library Programs

* Governor. Speaker Say State's Economic Stimulus
Package is Urgent Reply to Johless Rate

| RSS |

Image to the Left of Box

C. Buttons
Buttons can be either text or images. When buttons are images, they must be
approved by eMichigan. Most buttons are created and placed by eMichigan in
coordination with the agency, but can be developed by the agency and approved by
eMichigan.

Text buttons can be changed more readily and are easier for visually impaired to

participate with. They are created within style sheets and are generally managed by
eMichigan in coordination with the agency.
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Image Buttons

(0]

(el elNelNe]

Unique look

Uniform size

Unique fonts and images

Editing text requires two new images
New buttons requires two new images

State Board of
Educatio
Mew or
LT Changed
require
2 new
e el images

News &
Publications

Curriculum &
Instruction

School
Administration

Parents & Family

School Assessment
and Accountability

Text Buttons
Buttons adjust in height according to the amount of text.
New buttons are created simply by creating new categories

(0}

o0 oo

Buttons are edited by editing categories
Very generic looking

Michigan.gov Home Site Map

Ml Government

Business and Economic
Growth

Hote the

different
Jobs heights -

thisis
Health automatic

Education & Children's
Services

Environment

Safety & Security

Travel & Recreation SErvices
About Michigan How do |
Foreign Languages Forms

Dizsability Resources M
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D. Document Icons
When an asset is associated to a piece of content using the Associated Asset
Feature, an icon is automatically added to the link to the asset depicting the type of
document it is.

When you create a Link Content type of piece of content, an icon is automatically
added to the link to the asset depicting the type of document it is.

When you insert a link to a document asset manually using WebEdit Pro, the icon is
not automatically inserted. You can insert the icon yourself, if desired.

There are icons already loaded in the database which you can use.

http://www.michigan.gov/images/PDF.qgif E&A
http://www.michigan.gov/images/DOC.qif ==
http://www.michigan.gov/images/Excel.qif EE
http://www.michigan.gov/images/PPT.gif EX

We will practice inserting one by editing our HTML content and inserting the PDF
icon after our link to the PDF file.

1. Go to the Training Site and locate the first piece of content you edited.

Advanced Asset Class Content

re sl

Student 01 1edif]
Zamgple content for Advanced Az=set Clazs

Sample content for Advanced Asset Class
* Student 03 [=dit
Sample content for Advanced Aszet Clazs

* Student 04 j=sin

Zample content for Advanced Azzet Clazs

2. Click Edit next to the Title.
bl =] o] o] = il W W15 FUF REEIR

Student 01) 1=git

Sample conte vanced Azag
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3. Inthe Body field, click on Edit with WebEdit Pro.

Ecdg: fod Sample conts
eview Body o .
rEvl £ Student 01.
portion of 1
Edit with VWebEdit Pro This will b
750x520 the WebEdit

Ldvanced Asf
content beirq
Sample contdg
Student 01.
portion of 1

4. Locate the link to the PDF file entered earlier during this class.

el Rl e | 2 the ref]
Stunning File with All the Information. Flease be s
0 i SRl ] 010 a0
bu need. Please be sure to download and read the in

5. Place the cursor at the end of the link and press the space bar once to allow
for a space between the link text and the icon.

hph for the class. This paragraph w
Stunning File with All the Informafion

ot ot sopny mend Dloacs e o

6. Click the Image Icon on the top tool bar.

7. Type the Path listed above, enter a Title and click Preview to complete the
width and height.

Mediasriesselection \.2

File Selection
Aimages/PDOF . gif Cancel
[v Resolve Image Paths Select Mew File | DOptions
Lapaout Picture
‘width: EE

[ FOF |

Height: 9
Border Thickness: ]
Aligrment; -

Reset

[v M aintain Aspect Ratio

Spacing

Haorizantal: n

Wertical: 1]
Title: |FDF lcan
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8. Click OK to insert the image into the body.

horaph for the class. This paragraph will include the r
the Stunning File with All the Information Fleas
ally help you find what you need. FPlease be sure to

what you need. Please be sure to download and reac
|

9. Click Done & Update.
10. Test in the Training Site.

E. Spacer Image

A spacer image is an image that is clear and only one pixel in size. It is used to
position items on a page. You use a spacer image any time you want to make sure
something is in a particular position — a certain number of pixels apart — or things are
a consistent distance from the margin.

Since we cannot set tabs and such things in HTML, we can use invisible images to
act as barriers for other items to have to go around.

We use a clear image so that it doesn’t show up to the user. We use a one pixel
image so that it doesn’t take any time to send across the internet to the user. Then,
when the image is received at the user’s browser, we resize the image (larger) to be
the size we want to impose as our barrier. Since it is invisible there is no danger of
distortion.

There is already a one pixel clear image in the database that you can use for
positioning:
e /images/0 99 7.gif

Since this is an image, it requires an ALT tag or Description. Since this is an invisible
image, there is nothing to describe and our visually impaired users will become tired
of hearing “spacer image” repeatedly. Therefore, there is a standard for how to deal
with this. Spacer images must have an ALT tag, but the tag will remain empty.
Using them in WebEdit Pro:

1. Enter WebEdit Pro for the content we have been editing, as above.

2. Position your cursor at the beginning of a paragraph.

3. Click the Picture Icon.
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4. Fill in the Media File Selection screen similar to the screen below.

File Selection
\fimages/0_39_7.qif Cancel
[w Rezolve Image Pathz Select New File | Aptions
Lanpout Picture
w/idth: 130
—
Height: 3
Border Thickness: 3
Alignment; Left -

Reset

[ Maintain Azpect B atio

Spacing
Harizontal: n
Yertical: 1]

Title: |

5. Click OK and see what it looks like.

== A second paragraph for the class
mare information in the Stunning File wit
you need. It will really help you find what
really help you find what you need. Pleas
find what you need

6. Right click on the image and select Picture.

7. Change the border size to zero (0) and click OK.

L aponit Picture
Wwidth: |30

Height: 3
Border Thickness: ]
Alignrment; Left -

8. Now see what it looks like.

A second paragraph for the class. This pars
more information in the Stunning File with All the
you need. It will really help you find what you nee
really help you find what you need. Please be sur
find what you need

B e —
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9. Click Done & Update.
10. Test in the Training Site.

A second paragraph for the class. This p
reference to the document asset. There is a lot
the Stunning File with All the Information . §
download and read the information you need. |t
what you need. Please be sure to download an
need. It will really help you find what you need
download and read the information you need. It
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XIl.

Edit Assets

At some point it may become necessary to replace an asset or edit the fields within an
asset. If a form is updated, you could add the new PDF file to the database and then
update all the connections to the form with the new path/URL. This would be rather time-
consuming and you may or may not be certain of updating all the links.

Another alternative is to REPLACE the old Asset with the new PDF file. The path/URL
will stay the same but the new Asset will take its place. Then where-ever content calls
for that same Asset, the new form (Asset) will be displayed.

Similarly, you may have a need to swap out an image with a new image, if you have an
updated version.

A. What can be Edited?

Any field can be edited. The most common item to be edited will be the actual Asset
itself. Once you upload a new asset it will replace the old asset. The previous version
of the asset will no longer be available.

B. Find and Edit Asset using ID Numbers

Each asset is assigned an Asset ID number. It is easiest to find the asset by
searching on that ID number.

1. Find Asset ID Number

a) PDF/Document: The Asset ID number can be seen in the filename of
the PDF or document while it is displayed on the web.

(1) Navigate to the PDF file/document and look at the URL

(2) The filename of the asset has the Asset ID as part of the

name:
1]

3 ﬂj http: ffw3.michigan.gov {documents ftraining fsampleteacher | 197593] 7.pdf

b) Image Asset IDs: The Asset ID number can be seen in the properties
of the image while it is displayed on the web.
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(1) Right click

on the image and select Properties
G ¥ -

AL

Sawve Picture As...
E-mail Picture. ..

Print Picture...

Go to My Pictures

Set as Background
Set as Desktop Item...

Copy

Add to Favarites. .,

Append to existing POF
Convert to Adobe PDF

Properties
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(2) The filename of the image has the Asset ID as part of the

name:
X]

Protacol: HyperText Transfer Protocol

Type: JPEG Image
-'.""del'ESK http:/ /w3 michigan.gov/images./training/student 12_2
(URL) 31062_7jpg
Size: 11247 bytes

Dimensions: 150 = 112 pixels

Created: 6/2/2008

Modified: 6/2/2008

QK ] [ Cancel

2. Inthe CMA, click List Assets.

Manage fAz=zetz

Image Previewer

3. Enter the Asset ID Number in the ID (first) box.

Manage Assets

Search By ID: 231062 (Edit Asset ID How)

De=cription:

Keywords:

sotpy: | <—ALL—>

Azaet

Type: <o ALL >
Dizplay a5

Count:

4. Click Search.
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5. Locate the desired asset.

Rows 1-1 of 1 Mo More
ID Asset Description  Asset Path Alt Tag d Delete
231082 Debbie - 4-8-08 - image 2 /imagesitraining/student12_231082_7 .jpg turkey in the wild [Edit) [Delste)
Rows 1-1 of 1 Mo More
6. Click Edit to make changes:
a) You will be taken to the Edit Asset screen.
Edit Asset

Meote: wvou are in edit mode and 2&lecting a new file will overwrite the exiztin
zy=ztem. Alze note that the change can taks 2everal minutes to appearin th

231062

limagesitraining/student12_231062_7.jpg

[ Update Categar
IMAGE (Non-specific Image (.gif, jpg. tif. bmp, png))

Thumkbnail? {onhy if type iz IMAGE)

b) Change any of the desired asset fields.

c) Load a new file for this asset.

(1) Click Browse and select the new file from local drive.

ey gy .. T

Browse...

Mote: you are in edit mode and selecting a new e vl Overwrite the exizting one in the
zyetem. Alzo note that the change can take several minutes to appear in the COA/CHA.

(2) When loading a new file, the old one will be deleted and
replaced with the new one. If you want to keep the old one, add a

new asset.

7. Click update.

Update

8. You will receive the following natification. Click OK.

‘ Mrcrnosoftlntenneti=plonan

' ‘1 MOTE: If you re-submitted the image document, it may take several minutes to upload to all of the Production Web servers.
L]

x|
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9. NOTE on replacing imagses with a new image:

a) The dimensions of the original image will be in the database.

_____________
Width (Image Onhy}: 150
) Old Dimensions
Height (Image Onhy}: 112
Iz [Bytes) 11248

b) If you fail to delete these numbers, the new image will retain these
dimensions and may become distorted.

ayiew
Distorted
Image

c) Remove these dimensions prior to updating the new image.

Width (Image Onhy}:
Blank
Height (Image Onivi:Fields

Size (Bytes):

d) Then select the file and Update the Asset

D% 231062

i :éﬁa;élect file ChDocuments and Settingsichrists| Browse...
& Update Meote: vou are in edit mode and zelecting a new file will overwrite the E.'-iiE]

e) When the fields are blank, the new dimensions will be loaded and the
image will not be distorted.
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Width (Image Qnhy): 194
Height (Image CInIyH ew
Dimensions 150
Size (Bytsz): Loaded 2700
view
Mot
Distorted

C. Find and Edit Asset using Description or Keywords

1. Enter some of the words in the description or keywords. As keywords is not a
required field, there may be nothing in keywords. Only choose one field or the
other to search on.

Manage Assets

Search By: ID: (Edit Az=et ID How )
Description: Debbie -
Keywords:
SortBy: | < ALL-->
Azzst
Type: - ALL
Dizplay a5
Count:

Rows 66-90 of 90

ID  Asset Description Asset Path
Debbie - 10/24/07 -

Image one

Mo More

images/training/teacher_213335_7 gif
images'training/samplet_212827_7 gif
images'training/teacher_213843_7 gif

documentsitraining/sampleteacher 2141537 pdf

images/training/sample3_217347_7.jpg

images/training/ch_light_2178582_7 . jpg

Delete

[Edit) [Delsts)

Alt Tag Edit
Girl on the grass

reading & book

Debbisg’s imags [Edit] [Delsts

something interesting [Editl [Delste)
Celsts
—

Debbie's image for .

L [Edit) [Delste)
training = ==
':"::F-:"c;"s what this (Edit] (Delete
57T

Edit) D=lst=)
Picture of [Edit) Cslsts
Copper Harbo .

Edity [Delsts)
Lighthouse = ==

Revised July 16, 2008

Page 76 of 117




Advanced CMA Assets — All You Need to Know

2. Click Search
3. Edit as above.
D. Find and Edit Asset using Manage Assets

1. Click Manage Assets under the Asset section of the left navigation.

Lizt Azzetz

Add Az=aet
llanage Azzets

Image Previewsr

2. Enter the information that will help you narrow your selection.

Manage Assets

Folder: | -- Select One -- 25 | |Per Page sortBy: (8- O -Desc. () -Path AsC a
Text Search: Display: —|IT|E|§|EE —Dncum&nts

a) Folder: the folder for the site where the asset is located.

Folder: | — Select One -

OC0 Assets
OnelnAMillion Assets
ORR Assets

ORS Assets

DOSE Assets

Outreach Assets
Foverty Assets

Prison Build Assets
Renewable Fuels Assets
R Prices

Safe Schools Assets
SCoPE Assets

SET with MET Assets
SFA Assets

S0OM Assets

S05 Assets

State Fair Assets

Suite Assets
SurgeonGeneral Assets
Tax Tribunal Assets

Taxes Assets
Thomo Accote

Text 5S4

fristenss

RIBUTO

Orther-

[Tavel oINS Assels
TREASURY Assets

b) Text Search: enter any known text in the Description field, Alt Tag or
CMA Keywords.

Text Search: | debbie -
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c) Per Page: select how many items
time.

25 Per Page

50
100

you wish to be displayed at one

d) Sort By: select the sort method for the asset list according to your

needs. You can sort by:

e Asset ID Number
e Description
e Path

Sort By: @ -0 O -Desc. O -Path

e) Sort Order: Select Ascending or Descending. Descending will bring
the most recent assets to the top of the list.

f) Display: select which type of asset you wish to display; Images,

Documents, or both.
Display: -Images -Documentz

3. Click Go

Folder:| Training Assets a5

| Text Search: debbie -

Per Page Sort By: (2 -0 (O -Desc. () -path| Desc
Display: -Images -Documents
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4. When both are selected, Images and Documents will be separated into two
different lists. Images will be listed first — displaying the first segment of the list
depending on the number you have selected in the Per Page drop down box.

I ]
Folder: | Training Assets 23 [perPage sortBy: (-0 O -Desc. (O -path Desc Go
Text Search: | debbie - Dizplay: —|IT|E|§|EE [+] -Documents
ID Description Path
234257 Debbie - 5-15-08 - image limages/fraining/thee 1915 fence frwater 234887 7.ipg [Deletel
233278 Debbie - S/5/0E = image limages/fraining/flower shoe 233278 7.ipg (Delete)
231635 Debbie - 4M8/08 - image limages/fraining/flower shoe 231535 7.ipg (Delete)
231182 Debbie - 4M0/08 - image limagesiraining/delucas 231182 7.jpg (Delete)
231082 Debbie - 4-5-08 - image 2 fimages/raining/ztudent12 231082 7.jpg (Delste)
225106 Debbie - 3/25/08 - Image limages/fraining/Party Box 2259108 7.jpg (Delete)
227181 Debbie - /5108 - Image limages/raining/Lthse 227181 7.ipg (Delete)
224575 Debbie - 2M1/08 - Image limagesiraining/zample? 224575 7.jpg (Delete)
222414 Debbie - 1-23-028 - Image limages/fraining/lights 222414 7. gif (Delete)
2210593 Debbie - 1/0%/03 - Image one limages/ftraining/sampls? 221083 7.ipg (Delste)
2210838 Debbie - 1/09/08 - Image one limages/fraining/zample? 221088 7.jpg (Delete)
217558 Debbie - 12M10/07 - image 2 limages/raining/Lthee 217958 7.ipg (Delete)
217582 Debbie - 12110407 - image ong limages/raining/ch light 217982 7.ipg (Delete)
217503 Debbie - 12/7/07 - image one limages/raining/Straining 217903 7.jpg (Delete)
217377 Debbie - 12/4/07 - image 2 limages/ftraining/zamplel 217377 7 gif (Delete)
217347 Debbie - 12/4/07 - firzt image limages/fraining/zampled 217347 7.jpg (Delete)
213843 Debbie - 10/25/07 - 2nd image limagesfrainingfteacher 213843 7.qif (Delete)
213827 Debbie - 10/Z29/07 - 1=t image fimagesirainingizamplel 213827 7.gif [Delete)
213335 Debbie - 10/24/07 - Image ong limagesfrainingfteacher 213335 7.qif (Delete)
205654 Debbie - 8-14-07 - Image Two limages/training/pente 205554 7.jpg (Delete)
205540 Debbie - 8M4/07 - image one limages/fraining/chocelatebar 205540 7.jpg (Delete)
203550 Debbie - 7-23-07 Image 2 limagezsfraining/zamples 203550 7.jpg (Delete)
203587 Debbie - T/23/07 - image One {images/raining/chocolatebar 203557 7.ipg (Delste)
200802 Debbie - 8/27/07 - 2nd image limages/raining/evre affair 200802 7.jpg (Delete)
200781 Debbie - 8/27/07 - 12t image limages/fraining/zample? 200721 7.jpg (Delete)
T rmirirsrs & oeedes dlecns sess coedes

332
limages/raining/flower zhog 23
fimagesfraining/delucas 231182

A S S
=
=1

limages/fraining/student12 23108

limages/fraining/Party Box 2259108 7.ipg

limages/fraining/Lthee 227181 7.

limages/fraining/zample? 224575 7.jpg
limages/fraining/lights 2722414 7. gif

limagesifraining/zample? 221093 7.jpg
limagesfraining/zample? 221082 7.ipg
limagesiraining/Lthee 2179598 7.jpg

i0& - Image one
i0& - Image one
/07 - image 2

/07 - image one

07 - image one {images/training/Straining 2179 i

{07 - image 2 fimages/ftraining/zamplel 217377 7. qgif
{07 - firzt image limagesifraining/zample3 217347 7.jpg
T alwd Sod oo A= TR T W TN S R s B L e M AP0 T 3
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h) Click on the Description to edit the image.

2210838 Debbie - 1/05/08 - Image one fimagesfraining/zample? 221088 7.jpg (Delste)
217558 Debbie - 121007 - image 2 fimagesiraining/Lthze 217958 7.ipg (Delste)
217932 Debbie - 1;-'10.-13? - imsce one fimages/training/ch light 217982 7.ipg (Delete)
217503 Debbie - 12/7/07 - image ong fimages/raining/Straining 217903 7.jpg (Delste)
217377 Debbie - 12/4/07 - image 2 fimagesiraining/zamplel 217377 7.qif (Delste)
217347 Debbie - 12/4/07 - firzst image fimages/raining/zampled 217347 7.ipg [(Delete)
S420 80 M-l bl EWa¥oalatlalwd o e o e o TR R T o TN D Tl s o L e M - T 3 Dol
Edit Asset
ID # 217903 Update
Meote: wou are in edit modes and 2&lecting a new file will overwrite the exizting or
zyztem. Alzo note that the change can taks 2everal minutezs to appear in the CD
Azzet (Web) Path: limagesitraining/Gtraining_217903_7.jpg
szet Permizsion: (Browse) [ Update Categ-:ur_f
Asset Type: IMAGE (Mon-specific Image (.gif. jpg. tif. bmp, .png))
Thumkbnail? (enly if type iz INMAGE)
Azzet (Wignette) Project: Training Azzstz
Azzet Description: Deplpdie — 12/7/07 - image ope
i) Click (Delete) to delete the asset. You will not be able to delete assets
to which you do not have permissions.
2210838 Debbie - 1/05/08 - Image one fimagesfraining/zample? 221088 7.jpg (Delete
2179598 Debbie - 12M10/07 - image 2 fimages/fraining/Lthse 217998 7.jpg (
217582 Debbie - 1210407 - image one fimages/fraining/ch light 217982 7.ipg
217503 Debbie - 12/7/07 - image one fimages/training/Straining
217377 Debbie - 12/4/07 - image 2 fimagesiraining/zample1
217347 Debbie - 1204107 - firzt image fimagesiraining/zample3
Si2089 Oebhbi Aonng Sod oo oo oo TR =R TP D L S

Delete An Asset

Thiz Azzet, 217202, haz azzociationz. If vou delete the az=et, the azzeociationz wil be deleted alzo.

Are yvou =ure that you want to delete fimagesiraining/Straining_217203_7 jpg?

[ Delete ] [ Cancel ]

ID Type Description
178132 - (CONTENT} CONTENT_ASSET Faucetz - Repair or Replace? - Repair for a pitance or upgrade te a new unit?
111240 - (CONTENT)  CONTENT_ASSET Student 01 - Sample content for Advanced Asset Class
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5. Documents will be listed below the images:

200802 Debbie - 8/27/07 - 2nd image limage=sfraining/evre affair 200802 7.jpg
200781 Debbie - 8/27/07 - 12t image limages/fraining/zampleZ 200731 7.jpg
ID Description Path
235115 debbis - 5-21-08 Idecumentz/fraining/zampleteacher 2351186 7.pdf (Delete)
234381 Debbie - 5-18-08 - POF file /documentsitraining/sampleteacher 234881 7.pdf [Delete)
232104 Debbie - 4/22/08 - PDF file !ecumentzfraining/zampleteacher 232104 7.pdf (Delete)
218757 Debbie - 12M7/07 - POF Ideocumentzftraining/zampleteacher 218757 7.pdf [Delete)
217825 Debbie - 12/05/07 - POF file /documentsdtraining/sampleteacher 217825 7.pdf (Delste]
214153 debbie - 10431/07 - POF Ideocumentzftraining/zampleteacher 214153 7.pdf [Delete)
205532 Debbig - 8-14-07 - PDF Idecumentzfraining/zampleteacher 205832 7.pdf (Delete)
204130 Debbie - T/30/07 - POF {documentsdtraining/sampleteacher 204130 7.pdf [Delete)
195175 Debbie - 8/M13/07 - PDF Idecumentz/fraining/zampleteacher 199178 7.pdf (Delete)
157553 Debbis - 5-24-07 PDF Ideocumentzftraining/zampleteacher 197553 7.pdf [Delete)
1933851 Debbie - Sample POF - 4-23-07 {documentsdtraining/zamplel 193881 7.pdf [(Delste]
180702 Debbis - 3/21/07 - PDF Ideocumentzftraining/zampleteacher 190708 7.pdf [Delete)
188234 Debbig - 2/27/07 - PDF !ecumentzfraining/zampleteacher 188234 7.pdf (Delete)
184386 Debbie - 1/25/07 - POF [documentsdtraining/sampleteacher 184385 7.pdf (Delete)
175570 Debbis - POF - 10-18-08 !decumentzfraining/zampleteacher 175870 7.pdf (Delete)
173795 debbis - POF - 5-27-08 Ideocumentzfraining/zos-235 173755 7.pdf [Delete)
172857 Debbie - POF - 9-27-08 Intermediat Clazs !deocumentziraining/lightfiver 173857 7.pdf (Delete)
137148 Debbie - Intermediate Content Entry PDF file Idecumentz/zampleteacher 137148 7.pdf [Delete)
134581 Debbig - POF file for Intermediate clazs !deocumentzfintranet logice chart 134581 7 pdf (Delete)
131014 Debbig - POF file for intermediate clazs on 7-18-05 /documentsdintranet legice chart 131014 7 pdf [Delete)
125185 Debbie - POF az=et - 5-18-05 Meocumentz/ftrain 125185 7.pdf (Delete)
115515 Debbie - Firzt PDF azzet Ideocumentz/ftrain 1159915 7.pdf [Delete)
1145059 Debbig - POF Number 1 for Jan 28, 2005 Meocumentzfintranet logice chart 114505 7 pdf (Delete)
j) Click on the Path to open the document.
AT TSI AlTTTU PRETITE SUARs 7L U
limages/training/chocolatebar 205640 7.jpg
a Go limagesdtraining/zampled 203580 7.ipg
fimages/training/chocolatebar 203557 7.jpg
ELearning @Customize Links [ MainWeb :Ej'\-'-.-'indo',\'s i fimagesfraininglevre affair 200802 T.iog
F fimagesdrainingizample? 200781 7 jpg
Ed M Training Assets: documents
Path
{documenta/training/zampleteacher 235118 7.pdf
{documentsitraining/sampleteacher 234851 7.pdf
.-':Icn:ument&-‘traininq.-'aam;leteacher 232104 7. pdf
—________. /documentsftraining/sampleteacher 218757 7.pdf I
— [i PIEIEdCTIET JTMess (00T
k i a:Im:um=n13;‘tra|n|nq;aam|:|l=t=ach=r 214153 7.pdf
. Idocumentsftraining/sampleteacher 205632 7. pdf
a|n|ng purposes. {documents/training/sampleteacher 204130 7.pdf
{documentsftraining/sampleteacher 155176 7.pdf
Idocumentsftraining/zampleteacher 1875583 7.pdf
/documents/fraining/samplel 193881 7.pdf
{documentsitraining/sampleteacher 150705 7.pdf
m idocumentsftraining/zampleteacher 188234 7 .pdf
Idocumentz/training/zampleteacher 184388 7.pdf
{documentsitraining/zampleteacher 175670 7.pdf

=8l POF fils {documenta/zampleteacher 137148 V.pdf
322 /documents/intranst logice chart 134581 7.pdf

{documentsftraining/sos-236 173795 7.pdf
' I Clazs {documentsftraining/lightfiver 173857 7 pdf

k) Click on the Description to Edit the asset.
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Description Path
Z -0& {documentzfiraining/zampleteacher 235116 7.pdf [Delete
2z -02 - POF file /documentsitraining/sampleteacher 234881 7.pdf (Delete)
Z /0E - POF file {documentzftraining/zampleteacher 232104 T.pdf [Delete]
2 Il /documentsdtraining/zampleteacher 218757 7. pdf (Delete)
2z {documentzftraining/zampleteacher 217625 T.pdf [Delete]
2 /documentsdtraining/sampleteacher 214153 7.pdf (Delete)

[) Click (Delete) to delete the asset. You will not be able to delete assets
to which you do not have permissions.

ID Description Path
235118 debbis - 5-21-08 /documentsitraining/sampleteacher [Delste
234381 Debbie - 5-159-08 - POF fils /documentsitraining/zampleteacher (Delete)
232104 Debbis - 4/22/08 - POF file /documentsitraining/sampleteacher (Delste]
218757 Debbis - 12117/07 - POF /documentsitraining/zampleteacher
217525 Debbie - 12/05/07 - POF file /documentsdtraining/zampleteacher [belste
214153 debbie - 10/31/07 - POF /documentsitraining/zampleteacher (Delete)

m) Use the Next and Previous buttons to see more of the list.

| Prev2s || Next2s |

Eglder: | Training Assets

Revised July 16, 2008 Page 82 of 117



Advanced CMA Assets — All You Need to Know

E. Find and Edit Image Asset using Image Previewer

1. Select Image Previewer from the list of choices under Assets on the left
navigation.

Lizt Azzefz

Add Az=set

llanage fz=zetz

2. A new window will open.

€]

Select Image

Asset Project Folder:
< SELECT ONE >
Asset:
ID-Description (ALT)
< SELECT ONE —>

Close
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3. When you select an Asset Project Folder (Site), the Asset: ID-Description

(ALT) field will become populated.

Select Image

A sset Project Folder:
Training Assets

3‘: sset:
ID-Description (ALT)

< SELECT OMNE ----=

41477- Bob Seger (MJG Image File)

46295 ice cream (ice cream)

14092912 (12)

192686-14training - image 2 (14 Training)
137203-2 workers (2 workers)

137207-2 working Men (2 working Men)
106508-2nd asset added (second picture added)
1362810-2nd P-51 (@nd P-51)

119942-3rd try (3rd try)

Close
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4. When you highlight one of assets, the image will appear below.
Asset:

ID-Description (ALT)

119342-3rd try (3rd try)

80002-aicon (aicon)

83222-A JPG file for Ruth (A JPG file for Ruth)
5¢2D4-A mysteriuus picture (A mysteriuus picture)

158?5D—A H:iule {}f a ﬂvmq beale SE hee'l'l'l

11499? -ALA - rememberthls guy? mark burrows (big cheese)
85435-AA4 Car (AAA Car)
100432-Abbey's picture asset (Blueberry Suprise)

Close

5. Note the Asset ID Number to use the asset via on of the other methods. Click
Close to close the window. You can only Preview the images from here. You
cannot edit or delete the images from this tool.
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XIll. Removing Assets

Unlike Content, Assets cannot be Expired. If they are in the database, they are Live. Assets
involve two parts. They are in the database and they are connected to content, at least once, in
order to be visible to the public on the website. We must consider both parts.

A. From Database

Since we cannot expire the asset, our only option with respect to the database is to
remove it by deleting it. If we simply delete the asset from the database what will
happen?

The asset will no longer be available in the database.
e The path/URL to the asset will no longer be valid.
e Content that points to that asset path/URL will now point to an invalid

path/URL.
=k Printar Friendly Taxt Version E Emsil Page A- AtText Size Ml Departments/Agencies Results in a 404 Error
Pets for Everyone
€]

* A PDF file containing information BER [=citl
* Dehbie's POF file [edit]

* Find out about Goldfish =gt

: - ® —, o . .
- : . Q Back - (g \ﬂ IELI s | ) Search < ¢ Favorites 6-“
MUDIEI Fish from the Carnival [zdit :

k. 23 Gold Fizh are cheap and handsd out as prizes at carnivals. : Addg j I-.ttp:_.-'_.-'-,'-_-3.michigan.go'-_-'_."du:u:uma1ts_."trai|1ing_-"sarnpleteacher_233268_F.pdf|
2 , - -
@ : Links 4] Hotmal @8] GreenHome ] SweatEquity [e-MI [Mystuff [31

The URL the Link Content points|to

 Kitiens Jo longer exists in the database. ﬂ The page cannot be found
cute & cuddhy

The page you are looking for might have been removed, had its
L] rasdit! H H H
Potter Park 7o jssin name changed, or is temperarily unavailable.
* Puppies [=ditl

warm & fuzzie

[add newl Flease try the following:

B. From Content

Another way to remove assets from the public view is to simply remove the content
that displays the assets. Since Assets are not available directly from the database
and must be tied to content before they can be seen, it would seem this would be a
logical way to remove them from public view.

There are some drawbacks with this, however.

e The Asset path/URL is still a valid path/URL and can be accessed if that URL
is known. Simply because Michigan.gov does not publish the URL in any of
its content does not mean that the URL cannot be accessed by other means.

e Once the Asset path/URL has been published in content for a while, the
public has access to that and can bookmark or put it in their Favorites.

e Search engines will have had time to index the path/URL of that asset and
will still present it in their search results.

e The Michigan.gov search engine indexes not just content items, but PDF and
other document assets that are in the Asset Database as well. If it remains in
the Asset Database, the Michigan.gov search engine will find it.
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C. From Search Engine

In order for this Asset to be completely removed from the public’s viewpoint, it must
be removed for each piece of content it is tied to as well as removing this asset from
the database. Assets can be tied to content in three ways:

1. Associated Asset Feature:

Student 01
made

Sample content for Advanced Asset Class.
This will be edited by Student 01

Related Documents
= Debhie - 5-24-07 PDF - 114555 bytes IR
= Debhie - 12/05/07 - PDF file - 555 bytes

| FOF |
IAssociated Documents

Browser View

Associated Assets
(Mote: clicking the Asset Name will jump to Edit Asset, Edif jumps to Edit Association)

D Asgset Name Asszet Path Edit Delete

197593 Debbie - 5-24-07 PDFE [documentsitraining/sampleteacher 197593 7 pdf (Edit)  (Delete)
217625 Debbie - 12/05/07 - PDF file [documentsitraining/sampleteacher 217625 7 pdf (Edit)  (Delete)
217903 Debbie - 12/7/07 - image one /images/raining/6training_217903 7.jpg (Edit}] (Delete
231062 Debhie - 4-9-08 - image 2 /images/training/student12 231062 7.jpg (Edit}] [Delete

(Enter Asset ID - Shortcut)

(Add) (Add and Auto-Associate An Asset)

CMA View

Delete the Asset the CMA will automatically delete the Association to the
Content as well.

2. Link Content:

* Find out about Goldfish j=git ‘
* Potter Park Zoo [=dit

* Debbie's PDF file A =it €]
| A POF file containing information Iﬂilin :
* Puppies [=ditl

\_/'I |ﬂ @ h /-._\J Search

warm & fuzzie

* Kittens redit http: ffw3.michigan. gov /documents ftraining FYI_

cute & cuddly Web View = [‘:ﬂ =7 @- E; 1 (/8
Farm Animals ﬂSiQ"' ] i

* Chickens [=sit
a muttipurpose animal

Michigan Department of Correct

* Cattle & Cows [=aitl
meat & milk

Wild Animals

» Tigers [ssit] MICHIGAN REFO
Heautiful dapgerpy=s aod endanogered
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Lontent Type: LINKE (LINK (URL)) [~

Description

Snort Text - 0 of 000 chars max

Body:
Preview Body

Edit with WWebEdit Pro
750x520 |4

Keywords: (META tag keywords)

ink Twoe: A, )
Link Type: O tene O internal & External (Mew Window ) sset 1D Number

Link (URL}:
(33273 7 pdf

5 /documentsftraining/FYI1 12-13-07
Content O Aszeet O J =
A PDF file containing information

Link Text: 2

CHMA View

The Content and the Asset must both be deleted or the Content can be
Expired.

3. Manually Inserted Link/Image in Body:
Peppesdasdhasatape of goldfish. This is the second pars

LW

WIeW fnformation about goldfish. Personally
FPeppendge Farm type of g '
Link to FDF Asse

Third paragraph to finish things off. Third

finish things off. Third paragraph to finish

Third paragraph to finish things off. Third

finish things off. Third paragraph to finish

aird paragraph to finish things off. Third

finish things off ¥INrd paragraph to finish things off. Third |
finish things off Image Asset I
Inserted Manually
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Body: Link to PDF| |goldfish.anksp:<a

Ereview Body href="/documents/training/sampleteacher 233268 7.pdf"
arget=" kblapnk">title of PDF</a>

Edit with WebEdit Pro /o>

T50x520 <p dir="1tr" style="FONT-SIZE: x-small; FONT-FAMILY: &Arial,
Helvetica, =Zans-sexif" align="left">
img title="Whee!!!" height="58" alt="Whees!!I"
Erc="/imaces/flving kbeagle 158750 7.4pg" width="81"

CMA View a_'_'_g:.=”'_eft” t:j::de:=”5" :.-"::>Z':.'.'_:'::1 pa:ag:a;: to finish F'.'.'.:gs al
Third paragraph to finish things off. Third paragraph to fin

PBRERBAAS oo Ve ARWR - JEH
Headingl = Arial, Helvetica - -8B AN B T UA

WebEdit Pro YView

Heading Style One

YWhat do parents do when the child wins a "free” goldfish. It is never really free. Th
house it and feed it or they have to deal with helping the child to part with it. more
the first paragraph. more text for the first paragraph. more text for the first paragra

This is the second paragraph and will contain a lot of new infarmation about goldfi
Farm type of goldfish. This is the second paragraph and will contain a lot of new i
prefer the Pepperidge Farm type of goldfish. This is the second paragraph and wil
goldfish. Personally | prefer the Pepperidge Fagg ty title of PDF
Link to FDF

Third paragraph to finish things off. Third paragraph to finish thing
Third paragraph to finish things off Third paragraph to finish thing
Third paragraph to finish things off. Third paragraph to finish thing
Third, paragraph to finish things off

Image Asset

Diobppalb M oot oo o

The Assets must be removed from the Body field using WebEdit Pro or some
other means, and the Assets must also be deleted from the Database.
Alternately, the Content can be deleted or expired.

D. Process for Removing Assets

1. Remove the Content that displays the asset. When doing this, the asset will
remain in the database and can be found by the Search Engine or can be used
by other content items at a later time, if needed. This is useful for images.

2. Delete the asset from the database. If the asset is deleted, it will no longer be

available to search engines or to the public. You will also not be able to reuse it
without reloading it. To delete an asset from the database:
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n) List Asset for the item to be deleted

Search By ID: 217625 (Edit Azzet ID Mow)
De=scription:
Keywords:
sotdy | <—ALL—>
Azzet
Type < ALL -3
Dizplay 35
Count:
Rows 1-1 of 1 Mo More
ID Asset Description Asset Path Alt Tag Edit | Delete
217625 EEEEE STEIRUT=ELE e training/sampleteacher_217625 7.pdf [Edit) | [Delete)
Rows 1-1 of 1 Mo More
0) Click the Delete link.
Delete An Asset
Thiz Azzet, 217825 has az=zociations. |fvou delete the az=zet the azsociations will be delsted alzo.
Content Associations using Associated Assets
ID Type Description
157079 - (CONTENT)  CONTENT_ASSET 1 - Sample HTML Content - This iz the description
178132 - (CONTENT}  CONTENT_ASSET Faucets - Repair or Replace? - Repair for a pitance or upgrade to a new unit?
111240 - (CONTENT)  CONTENT_ASSET Student 01 - Sample content for Advanced Asset Clazs
Are yeu sure that yvou want to delete /documentziftraining/sampleteacher_217525_7.pdf?
Delete Cancel

If the Asset is associated to content using the Associated Assets tool, you
will be notified and warned that the Associations will also be deleted.

p) Click Delete.
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XIV. Special Assets

A. Animated Images

Animated images are created as a series of images that play in sequence, one
after the other. The creator of the image sets how many images are in the
sequence, how fast they change from one to the other, and how many times they
move through the sequence or if they repeat infinitely.

1. Animated .gifs

These are easily created and are usually a simple series of images. It is best if
they either rotate very slowly or stop after two or three rotations through the
sequence.

a) Good Examples

http://www.michigan.gov

Image changes
every few seconds
These are two
samples of what

it looks like. ‘

T

Visit
Our Michigan Gallery!

Our Michigan Gallery!

http://www.michigan.gov/dnr/0,1607,7-153-10365---,00.html

= e =

Great Lakes, Great Times, Great Outdac

. N

M lMore than 250 citizens
attended a zimultansous
ricben cutting at Gaylerd,

| "anderbilt, Wohvering,
Tepinabes, Cheboygan and

¥ Mackinaw City June 7 to

: officially dedicate the opening
of the Nerth Central State

Trail.
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http://www.michigan.gov/dhs/0,1607,7-124-5453 5528---,00.html
% Printer Friendly Taxt Wersion E Emzil Fags A- ATt Sizs

Office of Child Support

Marilyn F. Stephen, Director

It is our mission to ensure that every eligible child receives child support

Invest in
your child's

-
Rotation stops

after 2 cycles.

b) What not to do with animated gifs
http://www.michigan.gov/careers

. - - : * Ml Intern=hips
» »
De Vos Place File Unemployment Claim Onling * Start a Business + U.5. Department of Labor
. * State & Local Government Jobs — * Local Offices » Labor Market Information
UL R LR e Federal Govemment Jobs * Financial Aid for Education ',"_‘!grf”ti*sﬁﬁﬂ”ﬁ' A
i ) R WWorker Frogram
Michican Talent Bank *% Temp Employment Agencies * Explore Careers & MNew Occ's « Office of Career and
8 E'm' '%a"| Ei?ﬂ“T aeﬂi * Perdsgs with Disabilities * Feature - Lansing Area Jobs Technical Preparation
ringing VeOople T Jubs [ ugetier * Veterans Employment

Students & ents JTeachers Services
* Career Education -
» Career Explora . . STance for
5 Quickly Changing | Consumer Report

» Homewark Help A B} — * Michigan eLibrary
Upcoming + Financial Aig/Scnolaj Animated Gifs on  [2rEtl-

Job Fairs » Mapping YourFuure| One Page is k:,;,.'ﬁj,HMore

+ Education Initiatiye H H
ULV MW [ge——"" " | Distracting
lleges*gUniversities
£k Employers support lools PERSONAL FINANCE
SHARE Network + Search for Emplovees + Find a Local Michigan Yyorks!

Agency

Michigan + Post A Job
+ Pledge Jobs Taday
+ Job/Career Fair Registration For

—p—a onsolrs " & Software)
nemplovment ‘NSUrENCe » Michigan Licensed Occupatio

» g-file Business Taxes —for Free
« REUTERS KMNOW, NOW,

+ Wi Temp Employment Agencies
» File Unemployment Claim

» Michigan Trade Cnline )
Shows/Conventions = More Support Tools JDb Openlngs

= Mare for Emplovers
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2. Flash Animation
Flash animation involves more complex images and transitions, and
requires a plug-in for the browser be downloaded on the user’s browser —
Flash Player.

a) Examples
http://www.michigan.gov/nwlb

No Worker Left Behind ,F,'t';?t“’%%hu
page.

unemployed or if your family income is less than

40,000/ year. To find out if you are eligible,
visit your local Michigan Works! Service Center.

http://www.michigan.gov/dmb
Department of

Management & Budget
|I}HB Home Sitemap Contact DMB Online Services

=h Frinter Frigndly Text Version IE Emazil Fage A- AFText Sizs
i T : F =
LT FR 4 " Ll

?..i‘. al ! "iﬂ"_{ .1.'-:"..-' _ .f”:..,' : 5 8,590,498
Working Toward $3 Billion in Savings
__

First-ever public purchasing conference helps procurement
professionals identify hest practices IR

L
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B. Podcasts

Podcasting is a free service that allows Internet users to pull audio files (typically
MP3s) from a podcasting Web site to listen to the files on their computer or
personal digital audio player. The name comes from a combination of the words
iPod (a personal digital audio player made by Apple) and broadcasting. Even
though the name is derived from the iPod, you don't need an iPod to listen to a
podcast. You can use virtually any MP3 player or your computer default media
player.

1. Examples
http://www.michigan.govi/firstgentleman/0,1607,7-178-24402---,00.html
Reading for Leating m

integrity radiates out from the core of a leader. When a leader’s got i,

you know if, for when their core is solid, everything and everyone
around them tends to be solid as well.

* | eading in Tough Times 3 - fundamentals for
leading with authority | FoREsT
Are wou in, or have you been in, a 2ystem under great
prezzure, facing overwhelming challenges? If ...
| * Leading in Tough Times 2 - ¥ou Under
Pressurg | BoRoast
* Everyday Leaders - Leading in Tough Times -
First in a serigg | BoRoAsT

http://www.michigan.gov/qov/0,1607,7-168-37483---,00.html

ArChives: . 8

* Jobless Rate FoRoes
“ou may have heard earlier thiz week that Michigan's unemployment rats took a big
jump in the month of May. A=z new job seskers - many of them young people -
entered the work force, they werent able to find the jobz they were looking for,
puzhing cur unemployment rate to over & percent. While any ...

= [ore

* Fathers Day Special FoReAsT

* Education Symposium PR

* Mackinac Policy Conference BoREAsT

* Mermorial Day VWeekend 2Rt
* Alternative Enerqgy |(ESRE8ST
* Thank You | FeReest

* Michigan Promise Scholarship e8!

* Bringing Good Jobs to Michigan (B2Reest

* Earth Dagy  FoReAsT
* Film Incentive Package |B2RE8sT

* Early Childhood Investment Corporation B8R
* "Save the Dream” package FeRsEsT

* Mo Warker Left Behind et

2 Sobonl Eoygidag PODCAST
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http://www.michigan.gov/mdch/0,1607,7-132-3149 49147---.00.html

Podcast Archive

* May is Clean Air Month -45 | BeRtest
By Dr. Greg Holzman, MDCH Chief Medical Executive
Trangcript

* May is Mental Health Maonth 47 PeRoAsT

Trangcript

* March is ColoRectal Cancer Awareness WMonth 41 BoReesT
Trangcript
Related Web Content

* Black AIDS Awareness Month (59  BeRtasT
Trangcript

* February is Heart Health Awareness Month 40  FResT

Trangcript

2. Create a Podcast Content ltem

a) The MP3 audio file needs to be uploaded as an asset to the CMA.

Some files have already been added to the Training site as assets as
follows:

239581 | Summer Family Learning
241953 | Sun Safety

241954 | Clean Air

241955 | Waiting Angels

b) Create Link Content to the mp3 asset file.
In the Training Site, on the Advanced Assets page, scroll to the bottom

and click on the Add Content link in the Podcast Samples box at the
bottom of the page.

Podcast Samples

* Sample 2 Podcast for class WE2REASLEY 1adin

F'n:lu:aat for class ERBEEELEY fedif)
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c) A piece of content will be started with the proper primary category
already selected — TRAINING-ABOUT_US-ADVANCED_ASSETS-

PODCASTS
ADD
Languags: ENGLISH (US) ENGLISH)

[2]

Title Saaet

d) Enter the Title (Yourname — Podcast Title), and Priority.

e) Set the Content Type to Link.

Content Typs: LINK (LINK (URL))

De=cription 4———— SBelect COne —--—->

Short Text - 0 of £000 chars max BEEHIND THE SCENES (Agg-Behind The Scenes)
BLOG (Blog Tvpe Content)
CRUOSE LND EFFECT (Agg-Cause And Effect)
EFOSTCARD (e-PFostCard)

Ecj}': FLV (Flash Video Content)

Preview Body FORM (HTML-FORM)
T Y O R W e N R

Edit with WebEdit Pro IE

Th0x520 HAF TCPIC (Agg-Heplt Topic)
MIXED (ASCII/HTML)

f) The Link Type must be Internal.

Link Type: {:} MNene {E}' Internal {:} External (New Window)

g) Enter the Asset ID number (from above) in the Link/URL field and
check the Asset radio button.

Link {URL}:

Ccntsnt{:}' -'xssst@

241953

h) Copy the contents of the Title field to the Link Title field.

Link Text: Dekbkbie — Sun Safety Podeast

i) Click Add.

j) Vignette will automatically add the podcast icon to the link and
generate the XML for the feed when the asset is displayed in a box set up

for podcasts.
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k) View your new content in the Training Site.

Podcast Samples
* Debbie - Sun Safety Podcast (FoRERs!
* Sample 2 Podcast for class (FoReest
* Sample Podcast for class | PoReest

[add new

| PODCAST

[)  When you click on the link, it will either open Windows Media Player or
open a browser window and load a QuickTime media bar as below,
depending on what is loaded on your machine as the default audio player.

m) When you click on the Podcast Icon, you will be given the path/URL to
the XML code necessary to access the media directly. Clicking on the
orange PODCAST button in the lower right corner of the box will give the
user the path/URL to the RSS feed for all the Podcasts in the box..

3. ADA Compliance and Podcasts

a) To make sure hearing impaired users can obtain the information
contained in podcasts, a transcript of the transmission must always be
included. This can be accomplished in a number of ways:

(1) An additional or separate link to another piece of content
which contains the transcript

(2) Entered into the description field, if it will fit

(3) I have also seen it added as a PDF file that is linked in the
description field.
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C. Video & Audio Files
1. Media File Types

a) Browser can play the file directly
No Examples — files are usually .wav

b) Browser needs plug-in — User downloads the plug-in or has it on

machine
T T T P e o Y L L o e e

Video Clips| Need a plug-in to work.
* Video Clip: Voter Education PSA MOV FILE)

* Video Clip Transcript: Yoter Education PSA (HTIL FILE]

* Video Clip: Vertical Driver's License PSA (RAM FILE]

* Video Clip Transcript: Vertical Drivers License PSA (HTWML FILE)
* Audio Clip: American Red Cross PSA (MP3 FILE) | FoRtasT

* Audio Clip Transcript: American Bed Cross PSA (HTML FILE)

¢) Media clip needs special server — Housed at website’s location

L e e

Videos 5

* Sovernor
Granholm
Talks
Economic
Plan.
Alternative
Energy During Her Becent

MGTY Forum Appearance

Granholm dizcusse

plan for the ztate a

alternative energy

d) Browser needs plug-in — Website embeds it into media clip

MNow showing below: Internet Security. an Interiew with Dan Lohrmann

Web =itez menticned in the
S video:

onguardenline. gov

ztavzafeonling.info

michigan.gov/cybersecurity

netlingo.com

Flash Streaming Video
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2. To Stream or Not to Stream?

a) Download Media
The whole media file has to be downloaded first and then is played.
These_clalnleli_thgf be pllilyclefjlifl_ampltlgirl I():rngasﬁc_ervr?r‘bqgs:gg_at the website.
Video Clips

* Video Clip: Voter Education PSA MOV FILE)

* Video Clip Transcript: Yoter Education PSA (HTIL FILE]

* Video Clip: Vertical Driver's License PSA (RAM FILE]

* Video Clip Transcript: Vertical Drivers License PSA (HTWML FILE)
* Audio Clip: American Red Cross PSA (MP3 FILE) | BeReRsT

* Audio Clip Transcript: American Bed Cross PSA (HTML FILE)
| PODCAST |

b) Streaming Media

The media is played while the file is still being downloaded so the user
starts to see/hear the media much more quickly. These can either be
played in a plug-in or a server housed at the website.

(1) Windows Streaming Media:
http://www.michigan.gov/gov/0,1607,7-168-23442---,00.html
T T - oo g

=

Ly

Videos

* Governor
Granhalm
Talks
Economic
Blan.
Altermnative
Energy During Her Becent
MGETV Forum Appearance

Granholm dizcusse Windows
plan for the ztate a Streaming
alternative energy f Media

This points to non-michigan.gov server -
http://www.mgtv.org/asxfiles/MGTV_Forum_Gov_042808.asx
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(2) YouTube embedded into a page
http://www.michigan.gov/qov/0,1607,7-168-23442-191164--

00.html

e B L N N b

Employee Appreciation Wee

Youfi)

b @ 0:00 fo:00 |of | B9

Body field code for this:

<center>

<object width="425" height="350"><param name="movie"
value="http://www.youtube.com/v/inTy7r4cFc0"></param><embed
src="http://www.youtube.com/v/ihTy7r4cFcQ" type="application/x-
shockwave-flash" width="425" height="350"></embed></object>
</center>

YouTube gives you this code (except the center codes)

(3) FLV Content type
http://www.michigan.gov/dit
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In component

Mow showing below: Internst Security an Interview with Dan Lohrmann

Flash Streaming Video

Web =itez menticned in the
S video:

onguardenling. gow

ztavzafeonling.info

michigan.gov/cybersecurity

netlingo.com

Body field

Now showing below: Internet Security, an
Interview with Dan Lohrmann

Web zitez mentioned in the video:
onguardenling. gov

stavzafecnline.info

michigan.gov/cvbersecurity

gl netlingo.com

Related Documents
= Transcript of "Internet Security. an Interview with Dan Lohrmann” video

- 11252 bytes EEE

3. Using the FLV Content Type

a) You need to have a video clip on FLV format.

b) Upload the FLV as an Asset.
For this exercise, use one of the following assets:

241706 4 MB Career Portal Demo Part 6
241707 4 MB Using ‘Internet History’ Demo
241708 3 MB No Worker Left Behind PSA
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Cc) Add Content

d) Use Category TRAINING-ABOUT US-ADVANCED_ASSETS-CLASS?2

Dezcription

Body:
Preview Body

Short Text - 0 of 2000 chars ma BEHIND THE SCENES (Lgg-Behind The Scenes)
ELOG (Blog Type Content)
CALUUSE RAND EFFECT (Agg-Cause And Effect)
bl el ol ke W e T n'.i T -E""iid'u

Edit with VebEdit Pro

Add New Content ltem
Thiz color denotes a required fis
ADD

Language: ENGLISH (US) ENGLISH)
Frimary Category: (Edit) (Browse) TRAINING-ABOUT US-ADVANCED ASSETS-CLASS2
Titl=:2 of 288 chars max
e) Enter the Title — the name of the Video.
Include your name in the title field along with the video title.

Titlz:{20 of 225 chars max Dekkbie — No Worker Left Behind PSR Video
f) Select FLV as the Content Type.

FLV (Flash WVideo Content)

<———— Belect (One —--—->

TLTl ToLbL-F oot

(HTML 1.0/

LINE (LINE (URL))

HTML 2.0)

Ta0x520

MAP TOPIC (Agg-MapIt Topic)

g) Enter a short description. This will display beside the video in the box.

Dezcription

Short Text- 78 o

f 2200 chars max

Behind program.

h) Enter the transcript or text equivalent into the Body field. This is for
ADA Compliance and is required unless the clip is captioned already.

Body:
Preview Body

780520

Edit with WebEdit Pro

This iz where a transcript of the wvideo will go for people who
can't hear the wideo - they can read what is said. It will

be good for those people who don't have speakers who are
using the computer in a pubklic location such as a library or
s2chool where they cannot have sound.
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i) Enter the Asset ID number in the Link/URL field and select the Asset
Radio button

Link Type: () pond O internal ) Extern
Link (URL}:
241708
Ennt&nt{:}' Assst@
Link Text:
EBlank

NOTE: the other link fields are left alone.
j) Click Add.

k) Test the content in the browser. (Our PCs do not have speakers so
we will not be able to hear the clip.)

* Debbie - Mo Worker Left Behind PSA Video [=dit

Thiz iz a public 2ervice
announcement about the Mo
Worker Left Behind program.
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XV. Recap

A.

Links to PDF files (and other documents)

¢ Relative link
e External link — New browser window

. Images

e Path is relative
e Must have Alt Tag for ADA compliance
0 Alt Tag entered in several places — depending on how image is inserted on

page

Images that are also links
e Alt Tag must describe image and link

Image Maps

e Applies to any image - not just maps

e Must have destination links/pages already created

o Bestifinclude ALT tags for each area of image map

e Make sure there is a text navigation method in addition to the image map
Removing Assets

o Deleting the Asset from the database will result in broken images and links

e Removing content with reference to PDF file, but leaving PDF in the database
will result in people still finding the PDF file in the search engine.

¢ Need to remove from both content and asset database.

Multi-Media Files

e Make sure you use the proper format
e Make sure your users know what they need to see/hear the clip
¢ Make sure there are alternative ways to get the information

EVALUATION FORM: http://www.michigan.gov/trainingeval
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Appendix 1: Image Optimization

Thinking in Pixels

e Think of a pixel as the smallest possible area of color in an on-screen image, and the basic
unit of measure.

o A pixel also has color depth

¢ The number of bits used to represent the color of a single pixel in a bitmapped image

o 1-bit color (2! = 2 colors) 2-bit color (22 = 4 colors)

0 4-bit color (24 = 16 colors)

0 8-bit color (28 = 256 colors) Standard GIF, more colors visible through “dithering”

this illustration shows
a portion of the
image enlarged

to show pixel
detail

Thinking in Pixels: File Size
e Increases with the number of pixels in the image, and the color depth of the pixels.
o The more rows and columns, the greater the image resolution and the greater the file size
0 300dpi image at 256 colors
e Each pixel increases in size as the color depth is increased
0 An 8-bit pixel (1 byte) can store 256 colors and a
0 24-bit pixel (3 bytes) can store 16 million colors.
0 HxW x DPI x Color Depth = approximate uncompressed file size

Web Image Files

¢ Two most common image formats used on the Web
o GIF
o JPEG

GIF Image Files

GIF(Graphic Interchange Format)

e Limited to an 8-bit palette (256 colors)

GIF is best suited for storing simple graphic images with relatively few colors

Superior to JPEG in dealing with this simple graphics such as logos, headers, etc...

Not well fitted for photographic works and very rarely used for such

GIF also supports animation

The file format is now slowly being superseded by the PNG format for non-animated images
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JPG Image Files

JPEG(Joint Photographic Experts Group)

e Image files are a lossy format.

filename extension’s JPG, some may use JPEG

digital cameras save images in JPEG format, at different compression levels
supports full color and produces small file sizes

JPEG files do suffer generational degradation when repeatedly edited and saved

in future
e JPEG is also used as image compression algorithm in PDF files

More Web Image Formats
Other formats for special uses:
e PNG: portable network graphic
0 does almost everything that the GIF format
0 supports true color (16 million colors)
0 excels when the image has large areas of uniform color
0 Many older browsers do not yet support the format
e SVG: scalable vector graphic
0 open standard developed by the World Wide Web Consortium
o0 versatile, scriptable and all-purpose vector format for the web and otherwise

Images for the Web
¢ Use the Right File Format
o GIF?
o JPG?
e Image Optimization Techniques
Resize the image to fit your space
o0 Insure fast downloading of page
0 Save server space with smaller images
Design for the Page and Content
e Compress for Quality and Small File Size

Use the Right File Type
e GIFimages:
0 Artis more GRAPHIC than Photographic
0 You want a transparent background
0 The image can be a few selected colors
0 You want to animate the image
e JPEG images:
0 The image is more PHOTOgraphic than graphic
o0 The image has subtle color gradations
0 You don't need transparency or animation
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GIF or JPG?

Images for the Web
Usability and efficiency will help your customers!
When creating images for your site:

Crop
Resize
Enhance
Optimize

Crop Your Images

Selecting the portion of the photograph or graphic you want to use, and cutting away the
unnecessary leftovers.

Cropping reduces file size

Most photographs contain more than you need to effectively communicate your desired
message

Focus in on the portion you really want to show and get rid of the rest

For a detailed description of the crop feature in your photo editing software, go to the help
feature, locate the index option, and type in Crop.

Revised July 16, 2008 Page 107 of 117



Advanced CMA Assets — All You Need to Know

The subject is about reading to your kids... How can you focus on that topic
by cropping?

... tighten up and close in on the mom and children! Crop it!
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You really only need one kid for your school locker article...what can you
do?

|

vad |

¥ )

Zoom in on one kid sitting by the lockers. Crop it! You are saving file size
and better illustrating the story.

This file is 32KB
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Resize and Crop for the Space Allowed

Education & Children's Services

Welcome to the Education & Children’s Services Portal

Here you will find information on 3 wide variety of topics involving education and
children's issues in Michigan. Information on this portal is compiled from a number of
State of Michigan agencies. Individuals looking for specific agencies for information or
questions should visit the respective agency Website.

Directony of agencies paticipating in Education & Children's Senvices Portal

« State Board of Education Approves
Increased State High School Graduation
Reguirements

+ I[mproving Outcomes for High School
Students

+ State Board Reviews Flanagan's
Fecommendations For State High Schoaol
Graduation Feguirements

g Newswire & Online Services

State Board of Education Approves [ncreased State High

Michigan
School Graduation Requirements Education Savings
F MESP
Kelly DiPuschio's"Bed Hogs" Eatns Top Honot as 2008 Lt !

Michigan Beads! Preschaool Boak

School Bond Loan

FPraonram Flactian
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Resize

e Resizing your images to the size you need for the page layout reduces file size

e Do not load larger images and size them in the HTML.

o That does NOT reduce the file sizes or shorten load time OR improve quality

o If you need a 200 pixel x 300 pixel image, size it in an editing application before saving and
uploading

Best Practices

DO use JPG for photos and GIF for art

NEVER enlarge an optimized image

NEVER depend on HTML to reduce the height and width of an image
DO resize your images to fit your space

DO optimize for file size and quality

DO crop for design and illustration
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Appendix 2: Quick Guide: Podcasting on Michigan.gov

Podcasting is a free service that allows Internet users to pull
audio files (typically MP3s) from a podcasting Web site to listen
to the files on their computer or personal digital audio player.
The name comes from a combination of the words iPod (a
personal digital audio player made by Apple) and broadcasting.
Even though the name is derived from the iPod, you don't need
an iPod to listen to a podcast. You can use virtually any MP3
player or your computer default media player.

If you already have an audio file to post:
1. If the audio file is not in mp3 format, you will need to
convert it to that format.
(Other file formats can also be downloaded to iPod-like devices: m4a, mp3, mov, mp4, m4v or
even PDF formats.)
2. Upload it as an asset in the CMA.
3. Create a link to the asset.

If you don't have the file.
To record a podcast:
1. Plug a USB headset with a microphone into your computer.
2. Install an MP3 recorder for Windows, Mac or Linux.
3. Create an audio file by making a recording (you can talk, sing or record music) and saving it as
an MP3 file.

To add the Podcast to Michigan.gov
1. Upload the MP3 audio file as an asset to the Vignette Content Management Application (CMA).
2. Create a link to the mp3 asset file. Vignette will automatically add the podcast icon to the link
and generate the XML for the feed when the asset is displayed in the page.
3. The link will play the mp3 file in the default media player or can be downloaded to an iPod-like
device for listening whenever the user decides..

Podcasting on Michigan.gov

1. Behind the scenes, special code is associated with the assets used for podcasts.

2. XML is generated for the asset type when linked to as an asset

3. If several links are included in one component category, the podcast checkbox can be selected
for the component.

4. The component then has a podcast icon associated to it. This icon will display with the
component and will link to the actual XML coded page used by the podcast/feed readers.

5. The XML (RSS) feed for that component can be added to the podcast feed reader used by the
customer.

Other Requirements
o Accessibility requirements dictate that users with hearing disabilities are provided with access to
a text version or transcript of the podcast.
e Asset files uploaded must be within size limitations for Michigan.gov assets. Files exceeding the
limits will need to be stored on external servers which can be accessed from the Internet.
Content will be added to the CMA which will link to the asset.

Expanded Tagging for iTunes
e iTunes specific tags may be included in the XML: iTunes related RSS/XML tags define or replace
default feed tags.
<title>[comes from content]</title>
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<itunes:image> [DEFAULT_PODCAST_ IMAGE ] </itunes:image>
<itunes:subtitle> </itunes:subtitle>
<itunes:author> </itunes:author>
<itunes:summary> </itunes:summary>
<description> </description>
Create a text file using the above tags. Add your text between the tags.
Upload the asset with the description : DEFAULT_ITUNES_TAGS
Upload an image if desired. The asset description MUST be: DEFAULT PODCAST_IMAGE
Edit the associated component category for the podcasts -Scroll down to the "Associated Assets™
section and associate these two newly created assets to the category.

To listen to a podcast:

1.
2.

3.

Tools

Go to a podcasting site and download the free software.

Click on the hyperlink for each podcast you want. You can listen right away on your computer
(both Windows and Mac support podcasting) or download the podcast to your MP3 player.
You can also subscribe to one or more RSS feeds. Your podcasting software will check the RSS
feeds regularly and automatically pull content that matches your playlist. When you dock your
MP3 player to your computer, it automatically updates with the latest content.

Audio Recorder & Editor: Audacity http://audacity.sourceforge.net/

Media Player: iTunes http://www.apple.com/itunes/ or Windows Media Player
http://windowsmedia.com/download

MP3 Encoder: LAME http://audacity.sourceforge.net or iTunes http://www.apple.com/itunes/

Basic Equipment

Links:

A PC Running Windows XP or a Mac Running OS 9 or X

512 MB of RAM

2-3 GB of Free Hard Drive Space

Soundcard

Microphone Input and Headphone Output on Your Computer
Headphones or Headset

Optional: MP3 Player

Optional: Pop Filter

How to Podcast : http://www.how-to-podcast-tutorial.com/00-podcast-tutorial-four-ps.htm
"The definitive step-by-step guide on how to podcast without breaking the bank."

How to Podcast : http://www.podcasting-tools.com/how-to-podcast.htm
Steps to podcasting, resources for step by step podcasting.

MI1.GOV Samples:

Governor's Podcast Page: http://www.michigan.gov/gov/0,1607,7-168-37483---,00.html
MDE Podcast Page : http://www.michigan.gov/mde/0,1607,7-140-37818_45256---,00.html
MI.GOV Podcast Index: http://www.michigan.gov/som/0,1670,7-192----POD,00.html
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Appendix 3:
Quick Guide: Using Video Assets on Michigan.gov Portal

Background

Currently, there is a small amount of video on the Michigan.gov portal. In anticipation of demand for
more, we are developing a strategy to deliver these media assets to the user in an efficient manner. In
preparation for this, we have spent some time looking at file formats (Windows Media-WMV, AVI,
QuickTime-Movies MOV, Flash Video-FLV) and how they are delivered on the Web.

Evaluation of these file formats has led eMichigan to target Flash Video as the primary supported file type
asset in the Vignette Content Management System. Other file types are subject to approval on a case-by-
case basis but users are encouraged to convert other video file formats into Flash Video-FLV.

Primary reasons eMichigan supports FLV as supported video format:
e The FLV file format can compete at similar delivery speed and bandwidth without a devoted
streaming infrastructure.
e Conversion to FLV format will compress between 3-10 times based on the source video file.
The Flash Player is readily available and easily installed.
eMichigan has defined a process that can be supported in the current infrastructure.

Michigan.gov will host a limited amount of agency video files in the content management system asset
repository. The agency owners will be required:
e to convert all video to FLV (Flash Video Format),
to use the progressive FLV player located on Michigan.gov,
create content that includes a transcript or text equivalent for the video clips and
follow other recommendations set by the eMichigan Web Development Team.
These recommendations will include captioning or transcripts for accessibility, file size limitation,
file length and file formats, look and feel, controls and functionality and usability.

The Flash Progressive Video Player, which is free to use, will be the embedded player targeted to deliver
the videos. This file is installed on the eMichigan Vignette servers as part of the Content Management
System. The CMA content type FLV used to display the content will automatically embed the player and
use the targeted video asset. Users will upload and link or associate the FLV file asset to the content.
The resulting page displayed contains the progressive player and the associated video will play in the
player. The player provides a progressive download for the media clip which simulates streaming and is
fairly fast delivery.

The FLV player does not "stream" media in the true sense of the word. As stated above, additional
hardware and media services are required to accomplish true "streaming". The progressive player along
with associated FLV assets should handle the current demand for video on the Internet within the
Michigan.gov suite of sites.

eMichigan will also standardize a "look and feel”, player size, video file format and other standards by
using a content type to display the video files and using one player to play the files.

A content template to display FLV has been implemented. Using this content type will make video display
easy, consistent, economical and within eMichigan standards. Using this content type will also allow
automatic generation of a statewide library of videos similar to the statewide BLOGs and statewide RSS
feeds.
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The following table illustrates the requirements and standards for incorporating video assets into
Michigan.gov Web sites.

Requirement

Resources /Limitations

File Format for Video
Asset

Flash Video (FLV)

See: A. Conversion from other video
formats to FLV

File Size for Video
Asset

Not to exceed 5 MB

Exceptions must be reviewed.

Content Type

Use FLV Content Type

See: B. How to use FLV Content Type

Transcript/Text
version

A text equivalent is required and will
be entered into the body of the FLV
content type

You must provide a script or other detailed text
description of the video for accessibility.

Supported Embedded
Player

Progressive FLV player is within the
Vignette system. The FLV content type
will arrange for this player to be used
to deliver the Flash video.

See: C. FLV Progressive Player

Player Size

The standard size fro the Flash Video
Player is set in the content display for
the FLV content type and is
width="240" height="180"

Exceptions must be reviewed by eMichigan.
See D. Exception Process

Other Video Formats
mp3, avi, wmyv, mov,

Will not be supported by eMichigan or
the Vignette CMA. These formats will
be allowed if they are used with the
resources and limitations defined.

See E. Using Other Video Formats

Other Players

Windows Media Player
Real Player
Quicktime

Externally stored files will be called from the
media player embedded in the content. If media
file is added as a link, the user may click on the
link and the file will open the default media
player available on the user's PC or device.

Transcript/Text
version

A text equivalent is required and a link
to this alternative content is required
on the same page as the video link or
embedded file.

You must provide a script or other detailed text
description of the video for accessibility.
Alternatively, your video clip may be “close
captioned”. Using this feature will fulfill the
accessibility requirement.

A. Conversion of Video Files to FLV
There are many resources available to convert other video file formats to FLV.
e Require your video provider to supply you with an FLV version of your video
e Adobe Flash 8 has a built in encoder for converting .wmv, .mp3, .avi, and most other digital
video formats to FLV.
o There are shareware and free software conversion tools available.
Conversion Standards

More Resources:

Physical size: width="240" height="180"
Frame Rate: Same as original

Quiality: Medium

Format: FLV (Flash Video)

If you do not have Adobe Flash 8 available to use, there are low cost conversion programs readily

available and easy to use.
e Flash Video MX Converter ( http://www.flash-video-mx.com/index-rn.htm )
e Sothink Video Encoder for Adobe Flash (http://www.sothinkmedia.com/ )

e ImTOO FLV Converter
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B. Using the FLV Content Type in the CMA
FLV Content Type

Purpose: To display standardized video files on the Michigan.gov sites using the progressive Flash Video

Player.

Features:

The Flash progressive Player is loaded on the Vignette servers and is called by this content
template. This means there is no need for agencies to add additional copies of the Flash Player
to the system.

Video clip can display in component as well as on full content page.

Using FLV format is optimal and easy to display for users on various bandwidths without a
dedicated media server.

FLV Content Type allows for text version of clip to be easily displayed as content along with the
clip.

Player sizes and video sizes are standardized to display with the best settings.

All movie types will be standardized to the FLV format. WMV, AVI, MOV files should all be
converted to FLV format.

FLV conversion software is not expensive or hard to use.

Using the FLV content type will allow us to create libraries of clips for agencies and the whole
state.

All new browsers versions are Flash enabled.

How to use the Content Type FLV

1.
2.
3.

4.

Convert the video clip to the FLV format using conversion software. (Refer to Conversion).
Upload the FLV as an asset.
Add content
a. Add Title of Clip to the Title Field (This will display as the title in the Component and in
the Content)
Select FLV as the content type
Enter a Short Description for the clip (This will display next to the player in a component)
d. Enter the transcript or text equivalent into the Body field. This is for ADA Compliance and
is required unless the clip is captioned already.
e. Enter the Path to the Asset in the Link URL Field.
f. Save the content
Use a basic DW (DoubleWide) component for the layout component.
a. The component will automatically display the player.
b. You have the option to display the short description or not.
c. If you display the short description, then you will get a >More type of link below the
description. This link will display the full content- player with clip and transcript.
d. If you do not display a description, the Content Title will be the only link.
e. Multiple FLV content will display the player with the first frame of the associated clip for
each piece of content.

o T
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C. FLV Progressive Player

In this method, the video content (FLV file) is kept external to the other Flash content and the video-
playback controls (the video player) in the SWF file.

When the video is played, the video file is downloaded to the client's computer (hard drive) before
playback. The file is served from a Web server through an HTTP request just like a regular Web page or
any other downloadable document.

Unlike traditional download-and-play methods of video delivery, however, the file starts playing before it
has completely downloaded when you use progressive download.

Keeping the video external and separate to the SWF file offers a number of benefits over embedded
video, including the following:
e Easy to update: It's relatively easy to add or change content independently of the video player
and without the need to republish the SWF file.
e Small SWF file size: Your SWF file can remain very small for fast page loads and the video can
be delivered when the user requests it.
e Better performance: Because the FLV and SWF files are separate, the performance and results
of your video playback will typically be better. Issues such as the lack of sync between the fps
rate of the video and the fps rate of the SWF file will no longer be a problem

Benefits in Our Environment
e FLV files are played in progressive mode (does not require Flash Com Server).
e The player file is located in the Vignette file system and is called by the FLV content page.
e The associated asset (FLV file) is assigned as the clip to play in the player.
e The player is also associated to a "skin" file which determines the player look and feel and
functionality. This file is designed and maintained by eMichigan to insure a standard look and
functionality for video playback.

D. Exception Process:

If an agency has a need to bypass any of the above requirements and limitations, please contact
eMichigan Web Development for an exception and special services. Please include the business case for
the exception, a description of the media file, the reason it does not work within the established process
and the names and contact information for the owners of the media files. This information should be
submitted by the Agency Site Administrator.

E. Using Other Video File Formats

e Other media files already exist as Vignette assets and will continue to be served.

e Some other media files types will be allowed to be uploaded as Vignette assets if they do not
exceed the file size limits and use accepted media players.

e Other media types should not require user to download players.

e The Site Admin is required to embed the appropriate player in the content or allow the file to
open in an external default player.

e For non-FLV files exceeding mi.gov file size limits, agencies may be responsible for setting up
storage outside of Vignette. The storage area must be accessible through the Internet and the
clip will be accessed by http call.

e The FLV Content Type will only work with FLV assets. Other players are required for other
formats.
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	I. Asset Use Guidelines
	A. Images
	1. Page Background Images:
	2. Best Practices for Using Images
	4. Avoid Large Graphics
	3. Use the Correct Graphic
	4. Limit Image Usage

	B. Document Assets:
	C. Other types of Assets, such as: 

	II. Getting Ready to Work
	A. Open the CMA and login using your own login name and password.
	B. Open Training Site & Samples
	1. Click Production Preview.
	2. Change Address (URL) to /training.
	3. Click on About Us button.
	4. Click on the Advanced Assets Class link.
	5. Hold the Shift key and click the first file listed: “Sample Assets for Advanced Class”
	a) Use these assets when you need one throughout this class.
	b) Return to the Advanced Assets Class window – minimize this window.
	6. Locate the piece of content that corresponds to your student ID and click on it.
	7. Click the [Edit Content] link at the bottom of the page.


	III. Using Assets in Michigan.gov
	A. Added To Database Then Connected To Content
	B. How Assets Are Displayed In Michigan.gov
	C. Add Assets to the Database
	1. Documents (PDF, DOC, XLS, HTML, etc.)
	If left blank, the CMA will fill in this information for you.Please note: Assets that exceed 5MB will require significant CMA upload time and high download time for users of your Internet content. Consider breaking up large files into smaller, sequential pieces rather than large, single files.
	l. Click Add
	m. The screen will refresh and leave you in Edit Asset mode. The Asset ID number and path will display at the top of this screen, as well as an Asset Preview at the bottom of the screen. 
	n. Copy Asset (Web) Path and save temporarily to notepad.
	In order to see the asset in the web page, you will have to be able to reference the asset later. You will need to know either the Asset ID# or the Asset (Web) Path. Since the ID# is part of the path, we can simply save the path and we will have both.
	(1) Triple Click on the Asset (Web) Path to select it.
	(2) Right Click and Copy (or copy another way)
	(3) Open Notepad (or text editor of your choice)
	(a) Start 
	(b) Programs > Accessories > Notepad
	(4) Paste Asset (Web) Path
	(5) Save Notepad and keep it open during class – there is no need to maintain a permanent list of all your assets.    


	2. Images
	a) Check the Thumbnail Box.After you have completed the Asset Filename and Permission, check the Thumbnail box under Asset Type.The Thumbnail box is necessary only when you want the image to be displayed in the Content Box on the Page Layout/Template page.
	b) Alternate Tag (Image Only): The Alt Tag will display when the mouse moves on top of the image. This Alt Tag will display when the image is associated to content and is also used when selecting the image in WebEdit Pro. This is a required field for ADA Compliance when the Asset Type is Image. 
	c) Click Add.Please note: Assets that exceed 5MB will require significant CMA upload time and high download time for users of your Internet content. Consider breaking up large files into smaller, sequential pieces rather than large, single files.
	d) Copy the Asset (Web) Path to notepad and save notepad, as above.


	IV. Associated Assets Feature
	A. Associate Asset in Database with Known Asset ID Number
	1. Go to the window with the Edit Content screen already open to the piece of content from the Training site.
	2. Scroll to the bottom of the screen.
	3. When you know the Asset ID: 

	B. Associate Asset in Database with Unknown ID Number 
	C. Associate Asset NOT in Database  

	V. Refining the Display of Associated Assets 
	A. Ordering Documents
	1. In the content, note the order of the Related Documents.
	2. Return to the CMA and the Associated Assets area.
	3. Across from the PDF file that appears first on the list, click the (Edit) link.
	4. Change the Priority to 200 and click Update.
	5. Return to the content in the Training site and refresh the screen.Note the items are reversed in order. You control the order of the Related Documents with the Priority field in the Associated Assets.

	B. How Are Images Currently Displayed? 
	1. View your initial piece of content on the Production Preview of the Training site.
	2. Note where the images are located: One image will be displayed – either to the right of the first paragraph of text or above the first paragraph of text, depending on the width of the image.The second image will be listed as a link under a heading called Related Images.The same first image will display on the Template/Page Layout page.
	3. Make sure that you look at both the component page and the full text page

	C. Change the Image Display
	1. Return to the CMA and the Edit Content Item screen you just worked with.
	2. Scroll to the bottom of the screen where the assets are associated.
	3. Across from one of the image assets, click the Edit link.
	4. Across from Association Flag select the Component Only radio button and click Update. 
	5. Repeat for the other image, except select Content Only.
	6. Look at the results in both locations for the content.


	VI. Create Link to Document Asset 
	A. Examples
	B. Create ****
	C. Shortcuts

	VII. Insert Assets Manually Using WebEdit Pro
	A. Connecting Document Assets within the Body Field
	Before we get started inserting assets into the body, it will help if we have some additional text in the body. Type two or three additional paragraphs of text and include a reference that will become the link to a PDF file.
	1. When adding PDF/document assets that are to be inserted in a piece of content, rather than associated, it is important to know the path. There are sample assets in the training site on the Advanced Assets Class page. The first link on the page has images and PDF files that can be used in this class. 
	2. Go to the Sample Assets for Advanced Asset class page and locate the list of PDF files.
	3. Click on any one of these to open up the PDF file to ascertain the path.
	4. Select and copy the path for the PDF file.
	5. Return to Web Edit Pro and Highlight the text that will link to the asset.
	6. Click the Hyperlink Icon at the top 
	7. Paste the URL for the asset in the Link field. Make sure you delete the HTTP:// that is already in the field.  
	8. The Text field is already completed with what was highlighted when you clicked the button.
	9. Select the Target Frame as outlined previously.
	10. Click OK.
	11. You will be returned to the Web Edit Pro screen and you will see your link. You will not be able to test your link here. 

	B. Connecting Images within the Body Field
	1. Position the cursor in the location where you want the image to go.
	2. Click the Picture icon at the top .
	3. Click Select New File.
	4. A new window will open to allow you to select an image from the Asset Database.
	5. Choose the site from the Asset Project Folder.
	6. Click on an asset to see a preview of it.
	7. Scroll until you find the desired asset.
	8. Click OK. You will be returned to the Media File Selection dialog box.
	9. Note that the File Selection (path) and Title (Alt Tag) fields are completed for you.
	10. Click the new Preview button to show the image here and fill in some of the Layout fields.
	11. To add a border, change the Border Thickness to something greater than 0.
	12. If desired, you can pad the image with white space outside the border by adding Horizontal and/or Vertical spacing.
	13. Click OK.
	14. The image will be displayed in Web Edit Pro. 
	15. If you click on the image here, you can pick it up and move it or change the size of the image.
	NOTE: Be careful not to distort the image.
	NOTE: It is best if the image is sized appropriately prior to adding it to the database, rather than resizing it here.
	16. To get the text to wrap around the image we need to adjust the Image Alignment. To do that we must Edit the image:
	a) Right click on the image.
	b) Select Picture… from the menu
	c) Under the Alignment dropdown select either Left or Right – whichever side you want the image to appear.
	d) Click OK. 
	17. The text will now wrap around the image.

	C. Thumbnail Image Link to Larger Image
	Before you start this type of activity, you must have two images – the thumbnail and the larger representation of the same image. Both images must be loaded as assets in the database. You must know or have ready the path/URL for both images.
	1. Go to the Sample Assets page and select the pair of images you are going to use for this exercise. Select and copy the path/URL for the Thumbnail version of the image you are going to use.
	2. Edit Content for the piece we have been editing.
	3. Enter WebEdit Pro
	4. Insert Thumbnail Image 
	c) Paste the path copied earlier in the File Selection field.
	d) Add a Border Thickness to indicate that the image is a link.
	e) Make sure Alt Tag/Title describes both the image and the link.
	f) Click OK.
	5. Turn the image into a link. Click on the image to select it.
	g) Click on the Link Icon
	h) Return to List of Assets page and Select and Copy the path/URL for the larger version of the same image.
	i) Paste the path/URL just copied into the Link field.
	j) The Text field is grayed out because the link is being placed on an image.
	k) Set the Target Frame to “New Window” so that the picture will open in a new browser window.
	l) Other fields are left blank as they do not apply.
	m) Click OK.
	6. Click Done and Update content
	7. Test Content.


	VIII. Content Title Images
	A. Get Asset ID Number
	B. Edit Content to Include Title Asset
	1. Edit the piece of content we have been using.
	2. Copy and paste one of the numbers from the list above into the Title Asset field, just below the Title field.
	3. Click Update

	C. Test in the CMA
	1. Look at the page in the CMA in both the Page Layout viewand the Full Content view.


	IX. Left & Right Link Images
	A. Add Link 
	B. Add Image for the Link
	1. Scroll down to the bottom of the page to Associated Assets
	2. Associate the Asset for the link to the piece of content
	a) Enter the Asset ID number in the Shortcut Field
	b) Click the Associate button
	(1) Assets that can be used for Left or Right Links:Assets can be any height, but must be no more than 150 pixels in width.
	    7049  35255  38704  50415  53792  59048150992131789
	174159131578156310172975106222139448  21828115130


	3. Edit the Asset
	4. Select the Title radio button 
	5. Select Update


	X. Image Maps
	A. What is an Image Map? 
	B. Examples:
	C. How To Use the County Locator Sample
	1. In the CMA, in the Top Navigation bar, click on EWD Home to open the e-Michigan web site. 
	2. In e-michigan, click on the Vignette CMA Users and then How To Tips.
	3. Click on Cut and Paste Code and then Michigan Map with “Hot” Counties.
	4. Right click on DOWNLOAD CODE and click on Save Target As…
	5. Save the file in the Guest Folder.
	6. When the Download is Complete, click Open.
	7. This will open a browser window with the image of the map displaying. 
	8. In the View menu, choose Source.
	9. This will open up the source code in Notepad.
	10. Search for the county you want to provide a link to. Press <CTRL> <F> to open the Find window and enter the name of the county. 
	11. Click Find Next.
	12. In the training site, click on one of the map destination links at the top of the page.
	13. In the Address Field of the browser, select and copy the relative URL for the page.
	14. In Notepad, select the dummy URL for the county.
	15. Delete this.
	16. Paste the relative URL you copied from the browser of the destination page.
	17. Repeat for other counties, as desired.
	18. Save the file in the Guest folder. Don’t close it.
	19. Go to the CMA and add a new piece of content.
	20. Put it in the same category – TRAINING-ABOUT_US-ADVANCED_ASSETS-CLASS2
	21. The title will be – Yourname – Image Map.
	22. Check the Full Display (Triple-wide) box.
	23. Go back to Notepad and select Edit > Select All.
	24. Copy everything.
	25. Return to the CMA to the Body field and paste what you have copied.
	26. Click Add to add the content.
	27. At this point you should edit the content in WebEdit Pro to include text links below the image map; and then Update the content.
	28. Test in the training site.
	NOTE: Creating the background code to specify the areas of the image map must be done in separate software. It can be done in any of the following packages. If you do not have any of them available to you, you will have to request someone else to do it for you. Contact your site administrator for more information. 
	 FrontPage
	 DreamWeaver
	 FireWorks
	 PaintShop Pro


	XI. Other Image Assets
	A. Banner
	B. Component Images
	C. Buttons
	D. Document Icons
	E. Spacer Image

	XII. Edit Assets
	A. What can be Edited?
	B. Find and Edit Asset using ID Numbers
	1. Find Asset ID Number
	a) PDF/Document: The Asset ID number can be seen in the filename of the PDF or document while it is displayed on the web. 
	(1) Navigate to the PDF file/document and look at the URL
	(2) The filename of the asset has the Asset ID as part of the name:
	b) Image Asset IDs: The Asset ID number can be seen in the properties of the image while it is displayed on the web. 
	(1) Right click on the image and select Properties
	(2) The filename of the image has the Asset ID as part of the name:
	2. In the CMA, click List Assets.
	3. Enter the Asset ID Number in the ID (first) box.
	4. Click Search.
	5. Locate the desired asset.
	6. Click Edit to make changes:
	a) You will be taken to the Edit Asset screen.
	b) Change any of the desired asset fields.
	c) Load a new file for this asset. 
	(1) Click Browse and select the new file from local drive.
	(2) When loading a new file, the old one will be deleted and replaced with the new one. If you want to keep the old one, add a new asset.
	7. Click Update. 
	8. You will receive the following notification. Click OK.
	9. NOTE on replacing imagses with a new image:
	a) The dimensions of the original image will be in the database. 
	b) If you fail to delete these numbers, the new image will retain these dimensions and may become distorted. 
	c) Remove these dimensions prior to updating the new image.  
	d) Then select the file and Update the Asset
	e) When the fields are blank, the new dimensions will be loaded and the image will not be distorted.

	C. Find and Edit Asset using Description or Keywords
	1. Enter some of the words in the description or keywords. As keywords is not a required field, there may be nothing in keywords. Only choose one field or the other to search on.
	2. Click Search 
	3. Edit as above.

	D. Find and Edit Asset using Manage Assets
	1. Click Manage Assets under the Asset section of the left navigation.
	2. Enter the information that will help you narrow your selection. 
	a) Folder: the folder for the site where the asset is located.
	b) Text Search: enter any known text in the Description field, Alt Tag or CMA Keywords.
	c) Per Page: select how many items you wish to be displayed at one time.
	d) Sort By: select the sort method for the asset list according to your needs. You can sort by:
	 Asset ID Number
	 Description
	 Path
	e) Sort Order: Select Ascending or Descending. Descending will bring the most recent assets to the top of the list.
	f) Display: select which type of asset you wish to display; Images, Documents, or both.
	3. Click Go 
	4. When both are selected, Images and Documents will be separated into two different lists. Images will be listed first – displaying the first segment of the list depending on the number you have selected in the Per Page drop down box. 
	g) Click on the Path to view the image.
	h) Click on the Description to edit the image.
	i) Click (Delete) to delete the asset. You will not be able to delete assets to which you do not have permissions.
	5. Documents will be listed below the images:
	j) Click on the Path to open the document.
	k) Click on the Description to Edit the asset.
	l) Click (Delete) to delete the asset. You will not be able to delete assets to which you do not have permissions. 
	m) Use the Next and Previous buttons to see more of the list.

	E. Find and Edit Image Asset using Image Previewer 
	1. Select Image Previewer from the list of choices under Assets on the left navigation.
	2. A new window will open.
	3. When you select an Asset Project Folder (Site), the Asset: ID-Description (ALT) field will become populated.
	4. When you highlight one of assets, the image will appear below. 
	5. Note the Asset ID Number to use the asset via on of the other methods. Click Close to close the window. You can only Preview the images from here. You cannot edit or delete the images from this tool.


	XIII. Removing Assets
	A. From Database 
	B. From Content
	C. From Search Engine
	D. Process for Removing Assets 
	1. Remove the Content that displays the asset. When doing this, the asset will remain in the database and can be found by the Search Engine or can be used by other content items at a later time, if needed. This is useful for images.
	2. Delete the asset from the database. If the asset is deleted, it will no longer be available to search engines or to the public. You will also not be able to reuse it without reloading it. To delete an asset from the database:
	n) List Asset for the item to be deleted
	o) Click the Delete link.If the Asset is associated to content using the Associated Assets tool, you will be notified and warned that the Associations will also be deleted.
	p) Click Delete.


	XIV. Special Assets 
	A. Animated Images 
	1. Animated .gifsThese are easily created and are usually a simple series of images. It is best if they either rotate very slowly or stop after two or three rotations through the sequence.
	a) Good Examples
	b) What not to do with animated gifshttp://www.michigan.gov/careers
	2. Flash Animation
	a) Examples

	B. Podcasts
	1. Examples 
	2. Create a Podcast Content Item
	a) The MP3 audio file needs to be uploaded as an asset to the CMA. Some files have already been added to the Training site as assets as follows:
	b) Create Link Content to the mp3 asset file. In the Training Site, on the Advanced Assets page, scroll to the bottom and click on the Add Content link in the Podcast Samples box at the bottom of the page.
	c) A piece of content will be started with the proper primary category already selected – TRAINING-ABOUT_US-ADVANCED_ASSETS-PODCASTS
	d) Enter the Title (Yourname – Podcast Title), and Priority.
	e) Set the Content Type to Link.
	f) The Link Type must be Internal.
	g) Enter the Asset ID number (from above) in the Link/URL field and check the Asset radio button. 
	h) Copy the contents of the Title field to the Link Title field.
	i) Click Add.
	j) Vignette will automatically add the podcast icon to the link and generate the XML for the feed when the asset is displayed in a box set up for podcasts.
	k) View your new content in the Training Site.
	l) When you click on the link, it will either open Windows Media Player or open a browser window and load a QuickTime media bar as below, depending on what is loaded on your machine as the default audio player.
	m) When you click on the Podcast Icon, you will be given the path/URL to the XML code necessary to access the media directly. Clicking on the orange PODCAST button in the lower right corner of the box will give the user the path/URL to the RSS feed for all the Podcasts in the box..
	3. ADA Compliance and Podcasts
	a) To make sure hearing impaired users can obtain the information contained in podcasts, a transcript of the transmission must always be included. This can be accomplished in a number of ways:
	(1) An additional or separate link to another piece of content which contains the transcript
	(2) Entered into the description field, if it will fit
	(3) I have also seen it added as a PDF file that is linked in the description field.


	C. Video & Audio Files 
	1. Media File Types
	a) Browser can play the file directlyNo Examples – files are usually .wav
	b) Browser needs plug-in – User downloads the plug-in or has it on machine
	c) Media clip needs special server – Housed at website’s location
	d) Browser needs plug-in – Website embeds it into media clip
	2. To Stream or Not to Stream?
	a)  Download MediaThe whole media file has to be downloaded first and then is played. These can either be played in a plug-in or a server housed at the website.
	b) Streaming Media The media is played while the file is still being downloaded so the user starts to see/hear the media much more quickly. These can either be played in a plug-in or a server housed at the website. 
	(1) Windows Streaming Media:http://www.michigan.gov/gov/0,1607,7-168-23442---,00.html
	(2) YouTube embedded into a pagehttp://www.michigan.gov/gov/0,1607,7-168-23442-191164--,00.html 
	(3) FLV Content type

	3. Using the FLV Content Type
	a) You need to have a video clip on FLV format.
	b) Upload the FLV as an Asset. For this exercise, use one of the following assets:
	c) Add Content
	d) Use Category TRAINING-ABOUT_US-ADVANCED_ASSETS-CLASS2
	e) Enter the Title – the name of the Video.Include your name in the title field along with the video title.
	f) Select FLV as the Content Type. 
	g) Enter a short description. This will display beside the video in the box. 
	h) Enter the transcript or text equivalent into the Body field. This is for ADA Compliance and is required unless the clip is captioned already.
	i) Enter the Asset ID number in the Link/URL field and select the Asset Radio buttonNOTE: the other link fields are left alone. 
	j) Click Add.
	k) Test the content in the browser. (Our PCs do not have speakers so we will not be able to hear the clip.) 


	XV. Recap
	A. Links to PDF files (and other documents)
	B. Images
	C. Images that are also links
	D. Image Maps
	E. Removing Assets
	F. Multi-Media Files

	Appendix 1: Image Optimization
	Appendix 2: Quick Guide: Podcasting on Michigan.gov
	Appendix 3: Quick Guide: Using Video Assets on Michigan.gov Portal
	See E. Using Other Video Formats


