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NOTE: The CMA continues to be enhanced and changed. Therefore, aspects of the system are
subject to change and this document may be out of date. It will be updated as time permits.

1. Access CMA

URLs
Open Internet Explorer (version 4.0 or above) and type http:/w3.michigan.gov/ into the address
line and press Enter to open the CMA.

Log-in & passwords

Enter your username and password. The CMA User and Password have been individually
assigned and are managed by the CMA Expert assigned to your agency.

Il;: Content Management Application

|
4

Uaer:|

F'asswnrd:|

Log In | Reset |

Figure 1 Coparight & 1996-2001 by Vignette Corporation. 81 Rights Reserved.

Change the password
Once a user has logged onto the CMA, he/she can change the assigned password.

Click on ‘Change Password’ on the top navigation bar. Type your old password. Enter your new
assword. Verify the new password. Click ‘Update’.

Change Password
If password change is successful. You will nead to re-lagin with the MNEWY passward.
Old Password IW
Mew Password I“’“““““’“‘
Werify Wew Fassword I“’“““““’“‘
The system will then take you back to the Log-on screen. Enter your User name and new
password.

Passwords can only be changed by the user and a CMA Expert. CMA Experts cannot discover
an existing password, but can only assign a new one. If you have forgotten your password,
contact your Site Administrator

Assigned User names cannot be changed without assistance from the CMA Experts.

Revised: April 12, 2011 Page 4 of 108



Introduction to CMA Content Entry

2. The CMA Home Screen

Upon entering the CMA you will be presented with the following screen.

[:tjntent Management Application MiChigan o

EWD Home | CMA Home | Workflow | Production Preview | Change Password | Logoff

Content Wizard Welcome, one.

Add Content

Lizt Content News and Motes Archive
Search By Dates HEWS & notes

Process Listservy Content

Please join us for the next CMA User meeting:
List Azzets

o ases Thursday, April 7, 2011

L

List Category Michigan Library and Historical Center
Browse Category 702 West Kalamazoo

Add Category Lansing, MI 48915

PERMISSIONS

Lizt Category Permz
Add Category Perms

* Cache Clear Schedule Weekday: 1am. Sam. 12pm. 3pm 6pm. VWeekend 1am. &pm.

Uszers and Groups B :
View Redirects There are no outstanding tasks assigned to you or your group.
Logoff

Login: trainee Username: Traines, one [Training)

Groups: TRAINING_ADMIN EMI_CONTENT_CONTRIBUTOR TRAIMING_AUTHORS
Roles:

Perms: Add-, Del-, Edit-, Assoo-, Other-

There are 4 main parts to the screen:

Top Navigation

T

EWD Home | CHA Home | Workflow | Production Preview | Change Pazsword | Logoff

EWD Home: Opens a new window with www.michigan.gov/e-michigan displayed. This site provides CMA
users with resources.

a) Click EWD Home to explore the resources available to you there
CMA Home: Takes you back to the open screen.
Workflow: Checks for new workflow and displays your workflow tasks (same screen as above).

Production Preview: Opens a new window with Michigan.gov in the w3 or preview site. This allows you to
preview your pages/site before it goes live.

a) Click Production Preview to open that window.

b) Change the site from som to training. We will be working in the Training Site
during this class.

Change Password: Allows you to update or change your password. You must know your existing password
to do this.

Logoff: Exits the CMA.
Revised: April 12, 2011 Page 5 of 108
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Left Navigation
The Left Navigation is divided into groups to assist you in locating the desired command.

Content: Deals strictly with adding, editing, deleting, and managing content.

Content Wizard
Add Content
Lizt Content
Search By Datez

a) Content Wizard: is a user-friendly way to enter new content into the CMA. This
feature will be covered in this class.

b) Add Content: Allows the user to create new content. This feature will be
thoroughly covered in this class.

c) List Content: Allows the user to search for existing content that has not been
deleted in a number of ways. It could be live or expired. The user is then able to edit
or delete the content. This feature will be covered in part in this class. It is covered
thoroughly in the Intermediate CMA Class.

d) Search by Dates: Allows the user to locate content that has not been deleted by
searching on release and/or expiration dates. This feature is covered in the
Intermediate CMA Class.

Assets: Deals strictly with adding, editing, deleting, and managing assets. Assets are any file that is not
HTML content as entered above, such as PDF, images, Word Documents, Excel Spreadsheets,
PowerPoint files, etc.

Lizt &z=asiz

Add Aszeet

lManage Azzetz

a) List Assets: Allows the user to search for existing assets in a number of ways.
The user may then edit or delete the asset. This feature will be covered in part in this
class. It is covered thoroughly in the Advanced Assets Class.

b) Add Assets: Allows the user to add an asset to the database. This feature is
covered thoroughly in this class.

c) Manage Assets: Allows the user to locate assets in a particular site and present
the results in a variety of methods. This feature is covered in the Advanced Assets
Class.

d) Image Previewer: Allows to the user to preview images to see what is already in
the database one site at a time. This feature is covered in the Advanced Assets
Class.

Categories: All content in the Michigan.gov website is related to one or more categories. Categories are
related to each other. Categories form the backbone of the Vignette Content Management Application
(CMA). Browse Categories is only option available to Content Entry people. It is covered in the Intermediate
class.
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CATEGORIES
Brows=e Category

Logoff: Exits the system.

‘ Logoff |

CMA News and Notes
Welcome, one.

news & notes C”’“T““:‘D

Please join us for the next CMA User meeting?

Thursday, April 7, 2011

1:30pm - 3:00pm
Michigan Library and Historical Center
702 West Kalamazoo

h Lansing, MI 48915
'-Cache Clear Schedule Weekdgl: 1am. Sam. 1Z2pm. 3 pm 6pm Weekend: 1am. &p.m.
fAid Reports

This section changes frequently. Look here to get:

e News and updates from your e-Michigan CMA team.
e News Archive

e Cache Clear Schedule & Link to SurfAid reports

Workflow Tasks

There are no outstanding tasks assigned to you or your group.

Tasks that have been assigned to you or your group will appear in this space. If your agency
has not had workflow turned on for your site, you will get the message “There are no
outstanding tasks assigned to you or your group.” Workflow pertains to Authors, Editors and

Publishers. Site Administrators may or may not be included in those groups. This will be
explored thoroughly in this class.
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3. How

Database

Michigan.gov Works

Everything in Michigan.gov resides in a database. The Content Management Application (CMA)
is the tool we use to access the database to add, edit, delete and otherwise manipulate the
information in the database.

The database is divided into different areas. The main areas that Content Entry staff interacts
with are:

e Content

e Assets

As a Content Entry person, you will have the ability to Enter, Edit, Delete, Associate, and
Process Workflow for Content and, when applicable, Assets.

Site Administrators interact with the areas of:
e Content
Assets
e (Categories

CMA

/

F Y

F Y

Asset

Category
Content

Template

All Content and Assets MUST be tied to at least one Category. Everything in Michigan.gov
revolves around Categories.
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Categories & How They Work In a Site

Site Category

Each site starts with a Site Category — in this case the category is -
TRAINING

Left Navigation Category

Every Button on the Left Navigation is a Category. For example the Our Favorites Button is

the category -
TRAINING-FAVORITES

Department uf nfﬂnnalmn T:chnnlﬂg}'

Michigan.gow Home [Clear Coritainer] Training Home | Site Map | Contas

[Printer Fnen-:lh.r]

Left Navigation Sub-Category

Every drop-down under each button is also a Category. For example the Books item under

the Our Favorites Button is category -
TRAINING-FAVORITES-BOOKS

Our Favorites

=Music
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Left Navigation Sub-Sub-Category
There can be one more level of drop-downs on the left navigation. Each of these will also be
a Navigation Category. In our continuing example, Non-Fiction Books will have the category -
TRAINING-FAVORITES-BOOKS-NONFICTION

Content Category

a) Left Navigation categories have a Page Layout/Template assigned to them.

b) Boxes within the Page Layouts/Templates have a category assigned to them.

TRAINING-FAVORITES-BOOKS-NONFICTION-FIXIT
TRAINING-FAVORITES-BOOKS-NONFICTION-POETRY
TRAINING-FAVORITES-BOOKS-NONFICTION-REFERENCE
TRAINING-FAVORITES-BOOKS-NONFICTION-BIOGRAPHY

These are a different kind of category. They are called CONTENT Categories. These
types of categories contain content.
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=% Printer Frizndly Taxt Version IE Email Fage  A- AtTet Sizs
Fix-it Books

* Faucets - Rlepair or Replace? |
Repair for a pitance or upgrade te a new unit?

Horme Improvement for a Dime a Day [zait
= Thiz timely tome teaches yvou how to update vour kitchen, bath,
kazement, any room of your houze for just 10 centz a day.

& The Complete Guide to Home Wiring
A Comprehenzive Manual for Home Wiring, from Basic Repairs to
Advanced Projects.

HEBME
wikig

* Link to Order The Complete Guide to Home Wiring from Amazen.

[edit]

Poetry

Shakespeare [zsit

He wrote Sonnets

* Buy Books at B&N [=sin
Thiz will take vou to the Barnes & Moble web =ite.

* Robert Browning [=sit]

* Emily Dickenson ]
She was a prolific poe

* Robert Frost |
20th Century

* Walt Whitman [egit
Walt Whitman

Reference Books

{ People With Arthritis Can Feel Better [=sin
Don't feel like there's nothing you can do to reduce pain and activity
limitations due to arthritiz.

* Buy book at Amazon. [edit

[=dit] link to COC Office on Smoking and Health website

E‘-I'I"Ii@ Michigan Cancer Consortium |
e

Michigan Cancer Conzortium provides information on efforts to reduce
cancer morbidity and mortality in Michigan

. Carol's Shade Garden [zsit
t&& Floweers to plant in shady areas.

Biographies and Autobiographies
* Font test for WebEdit Pro 1=gin
John Adams [=ait
By David McCollough. Reviewed by Janet. This book iz a wonderful
=tory about the coloniez becoming a =elf-governing entity, and
provides a wonderful inzight into the character and intellect ef John
=4~ Adams.

[:

iy
L

-

* Janet second image of skiing EEE =git

wyou need viewer to 2e& thiz file

* My Life So Far [=git
Jane Fonda

* Pope John Paul Il In My Own Words =it
Pope John Paul I

* Portrait of a Killer: Jack the Ripper - Case Closed [=sit:
Patricia Cornwell

* Still Me |
Chrizstopher Resve
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Content
Each bulleted/underlined/linked item in a box is a piece of content.

Each piece of content is tied to at least one category — usually a Content Category. The main
category — or Home Category — that the content is tied to is called the Primary Category for
the content.

Biographies and Autobiographies

* Font test for WebEdit Pro jeciv

p John Adams jsdit
i By David McCellough. Reviewsed by Janet. Thiz book iz a wonderful
| story about the coloniez becoming a =elf-governing entity, and

provides a wonderful inzight inte the character and intellect of Jehn
vt Agdams.

f_e-w

* Janet second image of skiing EEE jzqit
you need viewer to see this file

* My Life So Far [zgit!
Jane Fonda

* Pope John Paul lI: In Wy Own Words rzdit
Pope John Paul Il

* Portrait of a Killer: Jack the Ripper - Case Closed [zdit
Patricia Cernwell

* Still Me j=ait
Christopher Resve

* My [ ove Affair with Jewelry [=dit
Elizabeth Tayler

* A | otus Grows in the Mud 1=ain
Geldie Hawn

* [y Bio [=dit]
It iz wery important for the whele world te read my biography’

7. Other Categories

In addition to Navigation and Content Categories, there is one more type of Category —
Other. That type of category is used specifically for Assets and special types of content that
do not fall in the normal areas of the website, such as the Quicklinks area, the Top
Navigation Links, Bottom Navigation Links, etc.

. Category SUMMARY:
e Navigation — only for left navigation
e Content — boxes on the page — most of your content will be entered into this kind of
category.
e Other — everything else — especially assets, quicklinks, top nav links, etc.
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Putting It All Together To Make a Web Page

When a user on the web clicks on a link or types in a URL to see a web page, the request
comes to Michigan.gov and goes to the Content Display Application (CDA). The CDA then
interprets the URL and determines which pieces it needs from the database, puts all of those
pieces together to generate the desired web page and sends the web page to the user.

Cha

Template

PP
L
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Page Layout Overview & Why It Matters

Every piece of content you enter will be displayed in a Page Layout of some sort. How things
are displayed; how many items are displayed, what order they are in, whether a description and
how much of a description is showing, if an image is present, etc. all are determined by the
Page Layout and what the Site Administrator can do with the Page Layout.

Once you understand how the Page Layouts work, you will have an easier time getting them to
work for you and getting the content to display the way you want it to display.

There are four groups of Page Layouts; Component, Categorized Call, Full Content and
Specialized. Each group has a variety of different Page Layouts which all have something in
common. Let’s explore each group individually.

The first two groups, Component and Categorized Call, look very similar in that they both have
boxes on the page. The content is organized into groups and placed into boxes. There can be
only one box on the page, or there can be a large number of boxes on the page. The boxes can
all look the same or the boxes can all be different. The way the boxes are handled and placed
on the page is what distinguishes a Component Page Layout from a Categorized Call Page
Layout.

1. Component
a. Features

i. Different shape boxes, different look to each box, different order &
number of items in each box, different image above each box.

i. Content entered into Component/Content category.

iii. Content ordered the way Site Admin decides (alpha, priority, release
date)

iv. Content limited to number of items Site Admin decides

v. Changes to order, number of content items done by Site Admin

b. Limitations
i. Each page layout has a fixed number of boxes in a fixed layout.

c. Types/Examples
i. Page Layouts With Single Wide Boxes

List ! 4 Sinlges
Component Title
i Corlan Tl

1 Shart tece feam B conlant wil En List
deismdhermin fotfordepe | |Componant Title
Camant Titka
Co-'nponnnt Title Short s fronm T content wil ba dieiired has
i B o,
Cardand Tl e »upas

Bt tast from e contand wil be dipkeyed hers:
Bt ard. - Bt fonk
Content Téa * oA

St et Froem the corden| will be digimed bare :mam Title
i Pt
> WIRE i Coniard Tilk Quad Page Layout

Shaat e froem e coniend will b diieyed heva

Component Title  Comy Title 1 e Tusniny Sry-imiglaid e, Tite G Thtle
‘Cantent Title (Conler Tille *MORE Confent Tele Conlerd Tille
Contant Tithe Canbant Tithe Comj n Tite  Com nk Thie Conlor Tilla Cortent Tila
Cortant Tithe Cantant Titia Cortard Tilk Conlanl Tite Conland Tilks Cortent e
Contart Title: Canlant Title Short e froes B Hhort bawd b e Conlar Tille Content Tile

‘mzedeed wal ze et wil

Component Title  Component Title ] dipiapad hars Cor Tile  Componamt Title
Conbent Tibs Content Title nEe e | | "™ L e Caontent Tite Conlerd Tile
Contont Tithe: ‘Contant Ttk Nota: Adl four companant have tha option Coment Titk Conbant Ttk
Conferd Tite Content Titke of dia playig Iniges thet ars sssochited Comient Title Contant Titde
Confert Titke Content Titke 1o contamt. Gt Titia Contant Title

¢ DNR -> Wildlife & Habitat
e Corrections -> Prisons
e Civil Service -> Employee Benefits -> Benefits Newsletter/Bulletins
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ii. With List w/More

(" Double Wide
SOM Home Page yee ] € Basic Layout Plus List with = MORE*
Drouble Wide o . ¥ 1 Basic+List with ">MORE"
i f: J: . Component Title
A ' ' L A e
L L e———— 1 -lk! o] -
. T h ® W o ciryea nore n 8ot ©one
300 px wide List More T — Component Title
S — .
Tbasirt L i &leﬂl Titke: -
bt o
Single Wide Sngle Wide LA SRS
= more [ T 1 M
Double Wide ] 1 Component Title
Coatent Tile
Shaet et rom the
- . & corsentil
S— | fEEE AL
300 px wide List More wale Mide ' i -
Note: L[Itﬁlh'mlw
number of (tems with lin] Ll [
Component category MUST have a list
= Fhare type page layoul assigned to It

e MDE Home Page

ii. Without Single Wide Boxes

3 Triple Wides Triple Double Wide
This compornant will diplay Compenent Title
with HO righl nay manu
i Contant Tile
Component Titl : ! Shrt b o conort il b
= here
i Conlont Tia el s Bl bl . oRE
fihor texd from e confonl will b ¥
Ferm b B Bork Component Title
> WORE Content Tite
1 Shart teurt from s content wil ba dpiayed hare
Component Title in ¢4 for,
Contant Tithe > MORE
Canbenl Tille Sheset biel Ercm B cestiant wil b &pyed hare
Shuet ot o e et wil e o pdened i pt font
= !I Farm 0 B fonl > WMORE
*MIRE | |Gomponent Title
Component Title Content Tie
eml from e el will be &) hera
L T Corsant Thie n Bp2 fant - Py
¥y Short et rom B costens will be Conitent Tithe: = MORE
hﬁ o plawad g I Bpt fonk Slr?;ls‘m‘runhnmﬂwﬂhﬂmh“
* MORE » MORE

¢ MGCB -> Casinos
e MSHDA -> Cultural Economic Development -> Idlewild

2. Categorized
a. Features
i. Content entered into Content category.
ii. As many boxes as needed — new boxes are created when a new content
sub-category is created.
ii. Can have drop-down box at top to navigate to a particular box.
b. Limitations
i. Only double-wide boxes
ii. All boxes look alike
ii. Temple/page layout determines ordering method - Content ordered either
alpha or release date (depends on template).
e |[f ordered by release date, can set all release dates the same and use
priority.
e Usually number of items in boxes is unlimited, but could be limited by
Site Admin.
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c. Types/Examples
i. Standard Sort

Intro/Catagorized
Aggregate
4 Coment Titke
Category Title i St fagd o the corte wil
Content Tha o cigiaye hanw in Bt fonl
mﬂmﬂvw—lhmm = MIGHT
a
Contont Tite e Category Title
Shert
ra“l:':'rmruwltlhdr\hrul_ Conterd Tie
> WORE Conlent Titke
Categery Titie Canlent Tithe
Coment Tila Canlant Tik
r—T
“;mwww-uwwm Category Titla
Conton Tite O Corlant Tite
Shed e e 158 coadanl wll b Pl hess Contert T
nip ot . Conterd THe
Gatogory Title Conter Tite
Conient THe Category Title
S e o B coniend. will s chgipsd
¥ - Gontent T
Contnl Tite . Cantent Tithe
Shor lae from i conten will b & played baew Canlent Tite
i - Cantent Tithe

e SOS -> Driver's License & State ID - > Driver Education -> Info for
Instructors

e DTMB Administrative Guide

ii. Alpha Sort

Categorized Call / Alpha Sort

i Content Tide
Short bex) from Ehe comee wil
- by pliryid b | B fanl.
» MORE

Category Title A
‘Content Title A
Conbent Tie B
Contant Titke C
Content Tit D

Category Title B
Content Titlie A
Contant Tille B
Contant Title C
Content Tithe D

Category Title C
‘Contant Title A
Content Tie B
Content Tithe C
Contant Tite O

e Michigan.gov -> Health & Services -> Health Provider Info
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ii. Photo Gallery

MNon-Categorized Photo Gallery Categorized Photo Galkery
This tamplate will pull content from Category Tith
soveral categories and display the L il _'1 Conat Tia
regults based upan the order criteri Non Categorlzed Photo Gallery S o fra cordard
chasen In the F meodifier. » ¥ Lk Sk e et

T ot g
r' —‘Corﬂun‘l'd.lu Corbant Tila

: St bl ers b cundand Shert teat from e costent il bs dpbysd hers
I e | N ™ St form,

B
Irpge mae (105 X 05

» WORE Pizets)|

b .
o i o T g,
o . Shert mo from e cosient .
Corter Tl aill b0 Spimmyed baca iz Bpd L pis
Shar® s om0 oot n ¥ - uCRR
n b 5
war anl

= - i ittt Image max {205 X 205
» MORE T Image mas (206 X 205 Pacts)
a (205 X 205 h Fomis)
it P A Category Tle B
. il Canbens Titke 7 Carmient Tise
Contend Titde g Ehoel feat from e et w St b i oriant
Bhort ook frors tha carient rf F it b il v b B ﬂl " tn Jleved e
20 spliaa e el i): i bz
= - (B, et »MIAE
» e m‘:‘ , i E‘nﬂ image max (205 X 205
Imige rrax (25 X 208 L s it i (305 X 205 s Poasha)
Fuaats) v, Pinsis)

e Treasury -> Inside Treasury -> Biographies
e Corrections -> Publications & Information -> Fallen Employees
DMVA ->Inside DMVA -> History -> Military Personalities

3. Full Content
Title, Body only
a. Features
i. Only one piece of content per left navigation.
ii. Can assign link content to left navigation.
b. Limitations
i. Only one piece of content per left navigation.
ii. Content must have manual cache clear when updated.
c. Types/Examples

i. Double Wide
Full Content Page

Content Title

The body of the content
will be displayed here in
size 10pt. font as well as
any associated image that
might be associated to the
piece of content.

e DMB - > Services & Facilities -> Mail & Delivery Services

ii. Triple Wide
Triple Wida Full Content Page

This componant will dipioy
with MO right mev manu

Content Title

The body of the content will be
displayed here in size 10pt. font as
well as any associated image that
rmight be associsted to the pisce of
content.

e SOS -> Organ Donation
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4. Specialized Templates
These are unique templates with unique features.
a. Features

i. The Theme template has a box at the top, which is just like the
Component template. The rest is automatic.

ii. Inthe rest of the templates in this group (except FAQ) the Content is
entered into the left navigation category and then the template/page
layout handles how it is ordered based on the template configuration.

b. Limitations

i. Templates/Page layouts in this group have a narrow purpose and

therefore have little room for adjustment and options.
c. Types/Examples
i. Theme

Theme

Component Title

Cantent Tille
L St lead froen (e costerd wil ba
; diplyed hora in 8t forl,
n—-— [} > MORE
FEAMEE Content Title
Shat st e 158 contin] wil B
diplmyed bam in Apt font
= MCRE.

[Category Title| [Category Title
Cileh Hee fur- Catsgary Gk, Har far: Catagery

descriptan wil displey cemcripton Wil diapley
s, .

[Cau-gory Tite | lc:mgory Tite

Clisk Hars for; Catagory  Click Merm for: Category
danorigition wil dlsglsy damcriptien wil dngley
bars. hara.

Hota: Navigational Sub-categorias of the
category belng associated o this template
will be displayed with their descriptions
el 8 Nk o ths CEbOGOTY.

e MDCH -> Birth, Death, Marriage and Divorce Records

ii. Date Driven
Monthly Index Maonthly Events
Hi ge Event Month Year
Ebogy W Stert Date Evert Tt
End Date  Ewent Short Texd
Year
Month Start Date  Event Ttle

End Date  Event Short Text
Day Content title

Short description of the content will W, Start Date  Ewvent Thle
“haplay fare In Bpt. font End Date  Event Short Text
Day Content title e I
Short description of the ) 'ﬂ.
contant wibl display hars i _L‘
Bpl tant
Day Content title Start Date  Event Tile
Short description of the content will ' Enci Date  Event Short Tesd
display hers In 8pt. foal

Start Date  Ewvent Tile
End Dede  Ewent Short Texd

e DNR -> Forms, Publications & Maps -> Press Releases
e e-Michigan -> Vignette CMA Users -> Training - > Training Schedule
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iii. Content Archive

' Content Archive

By fear and Month N
R A—

0% by - bk - Wi - il - Wt - F iy + JAGEEY

duby

A7 s Tig R dovacs ramad o 205 el Sl Dua Foade

By Year and Seazon

Pruess Baemar SAE 12080 | 2
e 3 prol
Burinnid
LT~ Tanb e s 201 vl Soral Ty Bt
By Year and Quarber
P——
s B 2+

a¥

Evy ‘fear Alpha

L ]

b O

e Year/Month — MDE -> State Board of Education -> Public Notices
e Year/Quarter —

e Alphabetically — MiSeniors -> Topics of Interest

iv. FAQ

FAQ
Frequently Asked Questions

|Category's Fraquanty Asked Questions
FAQ Contant Tile
FALC Contant Title
FAQ Content THis
FAQ Contant Tile
FaAQ Content Tille
FALQ Contant Title

Mote: This template will genrate a list
FAQ content titles that are associated
to a FAQ category. Thera can be multiple
FAQ categery that will display as a list
in the Right Nav.

e Treasury FAQs
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4. Create HTML Content

Determine Where Your Content Will Go

In a the second browser window opened at the beginning of class, look at the training web site:
http://w3.Michigan.gov/training

Determine in which category you would like to add your piece of content. Make sure you select a content
category — a box on a page.

In the example below, if you select Fixit Books, the category you will use will be:
TRAINING-FAVORITES-BOOKS-NONFICTION-FIXIT

Training Website

Department of Information Technology

Training Home | Site Map | Contact Training | Training FAQ

= intar Friendly Text Version E Emsil Fage A- ATt Size
Fix-it Books

= Music ; 9 Horne Improvement for a Dime a Day lssit
> Bike Rides & This timely tome teaches you how to update your kitchen, bath,
i i bazement, any room of your house for just 10 centz a day. =z
> Movies
E-Po
> Bames HGTY
* Buy the book at Amazon. [=dit * Mary|
Romance Stories * Visit Webmaonkey for Moare Tips [=ain Eﬂeﬁ:
Mystery Novels * Debhie’s Link to PDF B j=ain traini
Adventure . f
3 | * Holid
Non-Fiction Books | |' F'ilir:_tmu the Room of Your Dreams: Anyone Can Do [t v
- A quick and easy method of whole-wall painting for getting stellar * New
Audio Books results! ESPI
Fiction Holhy
[l [=citt title of my pdf sampled + Grea
* For more ideas - visit the Trading Spaces website! =i * Emer
2 e ANC
@ [he Complete Guide to Home Winng [zsit R
A Comprehenzive Manual for Home Wiring, from Bazic Repairs to EgitC
N ~dvanced Projects. * Iron
[=dit!
pi e I
* Link to Order The Complete Guide to Home Wiring from Amazon. ,..l.

Create Content
Return to the browser window with the CMA.

Under Content, click Add Content.

Content Wizard

Add Content

List Content

Search By Dates
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Select Category Group

Category Group (Pre-Select)

Pleaze zelect a 2nd level category from the lizt below . Onby categeries that are below the 26
for 2election on the next input 2creen.

TRAINING-ABOUT_US [A]
TRAINING-ASSETS
THP&INING EECITTCIM NA"J_LINKS

THAININU LEFT LINKS
TRAINING-MAINT_PERM
TRAINING-POLICY_MAV_LINKS
TRAINING-PURPOSE

&

This is a pre-selection of the primary category. You will select the site-button combo that applies
and click Continue.

It is important that the content be placed in the appropriate primary category (See page 23
below).
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Add New Content ltem

Thiz color denotes a reqguired field.

ADD

Language: |ENGLISH (US] (ENGLISH) -|

Primary Category: |< _____ SELECT ONE ————— -

Title: (255 chars max)

7
Relesse Date: ’ﬂWBFZUU‘I— ﬂ
Release Hour: [01 o [2n 7] ﬂ (Eastern Time)
Event Start Date: — ﬂ
Event End Dte: — ﬂ
Expirstion Date: — ﬂ
Priority: [fo0 ﬂ

Full Dizplay (tripleswicde)

-
Sequence Mumber 0 ﬂ

Agency Owner: |<____ WONE ———> j

Kl

Cortact Mame: |

Contact Phane: |

Lo L=

Contact Agency: |<____ WONE ———> j

Kl

Cartert Type: [ATHL (HTHL 1.0/2.0) -l

Description
(Short Text 2000 chars max):

Bodhy:
Preview Body

Edlit with WebEdit Pra

7h0x520 -

Keyweords: (META tag
kevyweords)

Link Type: @ MNone © Internal © External [Mesne Wincdow)
Link (URLY: |

Contert © Asset © ﬂ
Link Text:

ADD
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Select Primary Category

EWWD Home | CMA Home | Workflow | jTRRINING-FAVORITES-BOOXS-MYSTERY-CATS
TRAINING-FAVOR ERY-FEMALE

_:.- INING-FRY
.

“I_-—]:'h-.- F
Language:
guag INING-FAVOE

INING-FAVOR

Primary Category: (Edit) (Browse)

Title:(d of 285 charz max

— _‘T

CRIS-FOOTIEBALL

The Primary Category is where the content will live on a permanent basis. While there may be
more than one location that the content will appear, it will have a main home. It is important to
select the primary category carefully. If an item is to be featured in a Spotlight, Featured Iltem, or
What’s New, it should have a different PRIMARY category. After it is no longer featured, it will
need a home so it can continue to be displayed.

Use the drop-down box to select the proper primary category.
The content can be associated to other categories later.
Primary Category is a required field.

Title

|Ti:|=. 2§ of 255 chars ma
Cuun';dwa number of

characters as you type.

Faucets - Repair or Replace?

Enter the Title of the content. This is what will appear as the text of the link within the
component/box.
Fix-it Books

°IFaL||:ets - Repair or Rer:lau:e'?l [edit]
Repair for a pitance or upgrade to a new unit?

7

Home Improvement for a Dime a Day =it
! This timely tome teaches vou hew te update your kitchen, bath,
bazement, any room of yeur house for just 10 centz a day.

Make the title descriptive but appropriate in length to the component where it will display.
The title is used by search engines when comparing search parameters during a search.

The title will also be displayed on:
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The full content page

TAMTE TTOTTE T S1E Wdpr T OTNatl TTammmg T TTanTmTg T AL

B Frictec riensty |1 Tewt version [B] Ecnsil Page A~ AFText Size D
Faucets - Repair or Replace? |
Is it better to simply repair or should you fork over the funds and commit
to a new faucet for the dripping sink? Well. that depends on your goals K
Do you simply want to stop the leak and save yourself a water hill, the *h
planet some fresh water and the annoyance of the constant drip? If so [
than a new gasket may be all you need. Are you looking to spruce up an E
out of date bathroom? |s the drain looking dreary too? Perhaps a new {
550.00 faucet will be all it takes to brighten an otherwise dreary spot as E
well as save the water bill, stop the annoying drip, ete. etc. Most faucets

The title bar of the browser window

€] LNATHITIE) I eSS HEDATIOTERED .|=_-:'='.f]- Microsoftlnte)

: File Edit View Favorites Tools Help
P " = 0
: O Back - | |RL‘ | :,L| gl | g~ Search Sy F Fav

The title is sometimes used to determine the order in which items appear within a
component/box (on a page) by alphabetizing the items. Some categories/components use an
alpha list; others use release date or priority. The same content can be ordered using different
methods in different components. The site administrators are able to specify how things are
ordered within a component, depending on the page layout.

There is a 255-character limit in the Title Field. Note that the number of characters is recorded
for you.

HTML code can be placed in this field, however care must be taken as there are anchor codes
(<a href...> </a>) around the field when it is displayed as a link in the component.

Title is a required field.

Release Date/Time

Releaze Date: 10/16/2007

Releaze Hour: o p
" o | B (Eastern Time}

Enter the date and hour you want the piece of content to be displayed on the web. Prior to that
date it will be in the database, but will not be available to the public.

Release date/hour is sometimes used to determine the order in which items appear within a
component/box (on a page). Some categories use release date; others use priority or alpha list.
The same content can be ordered using different methods in different components.

Content will appear after the cache clear following the release hour.

Release Date and Hour are required fields.

Event Start Date

Evert Start Date: | ,l ﬂ

This is only used for the Calendar of Events page layout.
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This is the first day of the event.
Event Start Date is not a required field.

Event End Date

Evert Enc Date: | ,l ﬂ

This is only used for the Calendar of Events page layout.

This is the last day of the event. If this is a one-day event, enter the same date in both fields.
Event End Date is not a required field, unless Event Start Date is entered.

Expiration Date

Expiration Date: | vl j

This is used when an item is no longer appropriate to display on the web.

This is the date you want the item removed from display on the web.
Expiration Date is not a required field.
Priority

Priatity: W ﬂ

This field determines the order in which content will appear when priority is specified as the
determining factor in ordering content.

Some categories use priority; others use an alpha list or release date. The same content can be
ordered using different methods in different components/boxes.

It sometimes helps to leave room between numbers; that is, number by tens or 100’s, so that
you can more easily add content between items at a later date.

The limits of this field are 1 —9999.
Priority is a required field.

Full Display (triplewide)
Full Dizglay (triplewide) |—

If you want the page to display as a Triple Wide, that is — without the Right Navigation, check the
box next to the Full Display field.

Sequence Number
This field is only used by MIKids. Please ignore
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Agency Owner

BgEncy Cwner; |{____ NONE ———% j

|

Select the agency owner for this content.

Agency Owner is not a required field.

Contact Name
Cortact Mame: | ﬂ

The Contact Name is primarily used with the press release template. Anything you enter in this
field will be displayed below the title and above the body fields and above the body fields on the
full content page, regardless of the page/template type.

Contact Name is not a required field.

Contact Phone
Cortact Phone; | ﬂ

The Contact Phone is primarily used with the press release template. Anything you enter in this
field will be displayed below above the body fields and above the body fields on the title on the
full content page, regardless of the page/template type.

Contact Phone is not a required field.

Contact Agency
Contact Agency: |{____ HONE ———> j

7|

The Contact Agency is primarily used with the press release template. Anything you enter in this
field will be displayed above the title on the full content page, regardless of the page/template

type.

Select the appropriate agency from the drop-down menu.
Contact Agency is not a required field.

Content Type
This class will focus on two of the content types: HTML and Link.

Content Tyjpe: |HTHL (HTHL 1.0/2.0) -]

HTML is the most common Content Type used. This is used when you want to display
information in an HTML formatted fashion within the Michigan.gov portal. Links can be added to
the content, as well as images and links to PDF files and other documents.
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Link (URL) is also a common Content Type. It is used when you are creating a solitary link to
another web page. Examples of when it is used would be for Quick Links to pages within
Michigan.gov or a list of “related web sites” which has a list of links to external sites.

Aggregated Content types (that include Agg in parentheses) are only used by the MIKids web
site. Please ignore all of them.

Other content types are discussed in the Intermediate class.

Description (Short Text)

Y

Description Repair for a pitance or upgrade Lo a new unit?

Short Text - 22 of 2000 chars max
Counts manumharuf
characters as you type.

Enter a brief description.
Description is used with any Content Type.
The Description field is used by Search Engines.

The Description field can be used for either HTML content or when the Content Type is a link.
This is especially useful when the link is to a PDF file. It allows you to explain something about
the file and also to tell the user that it is a PDF file.

The Description is the short text that is displayed below the title on the component that links to
the whole piece of content.

The Description is not displayed on the full content page.

There is a limit of 4000 characters in the Description field. This includes any HTML code you
may include in the field.

Body
Emf: I= it better to simply repair or should vou fork over the funds
Ereview Body and commit to a new faucet for the dripping sink? Well, that
o . depends on your goals. Do vou simply want to =2top the leak and
Edit viith VWebEdH Pro zave yourszelf a water bkill, the planet some fresh water and the
750x520 annovance of the constant drip? If so, than a2 new gasket may be
all vou need. Are vou looking to spruce up an out of date
bathroom? Is the drain looking dreary too? Perhaps a new $50.00
faucet will ke 2ll it takes to brighten an otherwisze dreary —
spot as well as save the water bill, =stop the annoying drip,
etc. etc. Most faucets today also come with a2 new drain stem,

Enter a two or three sentence paragraph in the body field.

Body is only used when the Content Type is HTML, Mixed, ASCII, SSL or Form. You will be using
HTML most of the time.

The Body is what will appear on the full content page below the title.

The Body recognizes HTML code and needs to have this code in order to display text in a
formatted fashion. If no HTML code is entered in this field, the CMA will assume that everything
is ONE paragraph.
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Web Edit Pro can be used to automatically generate HTML code. (See page 56 below)

HTML code can also be pasted from another source. When pasting HTML code, there is no limit
on the number of characters if you are using IE. If you are using Netscape, there is a limit of

64Kk.

Enter Keywords

Keywords: (META tag keywords) faucet, repair, replace, fixit. do it yourself, book, |

The Keywords field is used by Search Engines, and becomes part of the META data.
There is a limit of 255 characters in the Keywords field.
Keywords and phrases are separated by commas.

The Keywords field is not required but highly recommended.

Click Add

The screen will refresh and you will be in Content Edit mode.

Edit Content ltem

Thiz color denotes a requirsd field

|ID#

179153 Pravn | (piee]

Language: ENGLISH (U5) (EMGLISH)

Primary Category: (Edit) (Browse) @
Status: Live |

Titl=:25 of 255 cnars max Faucets - Repair or Replace?

Switch to the Training Site in W3/Production Preview and view your content.
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5. All about Links

Relative vs. Absolute

When creating a link or link content you will have to enter the address of where you want that link to
go. The address is called the URL. There are two different ways that you can enter the URL. You
can either enter the entire address — that is the Absolute URL — or you can enter a shortened
version when the URL includes the same name as the page it is currently on — that is a Relative
URL.

Absolute URL — http://www.yahoo.com

a) Some place other than Michigan.gov

b) Always starts with http://

a) Follows with the name of the server

b) Tells browser to go to web and find the machine

¢) Similar to dialing 9 (http:/) plus all 7 digits of phone number (name of server)

Relative URL - /training/0,1607,7-166-18458---,00.htm|

a) Some place on Michigan.gov (including Assets)

b) Always starts with /

c) Does not include http:// or name of server

d) Tells browser to stay on the same machine and find page
)

e) Similar to dialing only last 5 digits of phone number

Internal vs. External

Internal Browser Window

a) Same browser window
b) Will need to click Back to go back to originating page

External Browser Window

a) New browser window
b) When browser window is closed, originating page is still there
c) Cannot use Back button to go back

When to Use Each
Absolute links will always be External

Relative links can be Internal or External

a) Links going to another page on your own site are Internal.

b) If want to retain your site in background, as when going to another State of
Michigan site, then relative links will be External.

c) Links to PDF files are External.

Examples
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Link to Federal Government site is Absolute (not Michigan.gov) and External

¢ fuovens michigan. gov ftawes 0, 1607, 7-238-435 13,00, himl [~ =

il [eMl [MysStuff [ Intranet :EjSurfAid @] Dave Ramsey ) elearning @Custnmize Links [ MainWeb éj

MNeed a different form?
Loak for forms using our Foerms Search or View a list of income Tax Forms by Year

(hack to top)

Other Helpful Information @

- Filing Deadlines
- Income Tax Act .
1 . — i
: ] \ b N ) ==
- Income Tax Rules . O ad |ﬂ \ELI 0 | S Search S ¢ Fa

- Renaissance Zones - Visit the Mic ]
information on Michigan's Renaiss §

Absolute URL used,

- Legal (Revenue Administrative Bul |

.  Links @] Hotmall [ e-MI [ My Stuff () Intranet @] Surfaid
- Estimate The Penalty and Interest | ] Hotmal_ Qe My 9 intranet ] surfA

- Contact Treasury

o
) r i ( = B =
Frequentlhy Asked Questions (FAC “y
- City Tax Forms Eg; IISigtt;
- INK TO Non-
- IRS Web Site Mi kov Eite
- State Tax Agency ‘:,%eh Site (Cow |'mmm | BUSINESSES J CHARITIES & NON-PROFITS | E"
- - o Vi
Choosing a Tax Preparer Who's R Most Requested Forms and -
Publications g
wternal - 1. Form W-4
ew Window 2. Form W-9 L
3. Form 94 '
Michigan.gov Home | Contact Treasur 4_form 1040

Revised: April 12, 2011 Page 30 of 108



Introduction to CMA Content Entry

1.1.1.1.  Link to another Michigan department is Relative and is usually Internal. (2011)

ttp:/fwwwewe. michigan. gov/mcoles /0, 1607, 7-229-416 26 _42485---,00. html B Go

al [eM [MyStuff [ Intranet @] Surfaid 8] DaveRamsey [)elearning @) Customize Links [ Mainweb &&]

realed walitynny vunvealcu yreapuvis DA | | —— MR r 0 RRRRALF Arire B EArLr

Michigan * MICOLES and the CCW Law %

ance MCOLES and the CCW Law M RSS Feeds

l% Link to another i
=2 * Michigan Az=ociation of
fiEm Office of the Attomey General and CCW Laws) | gita in IV gov Ch-,eganfpﬂrm

=tz — - - - : -
* Michigan State Police. dealing with concealed weapons * Police Officers Association

“ephone ; L of Michigan
e * MCOLES Certified CCYWW Training Programs « Wit Shole Pok
o * Firearms Laws in Michigan G Troopers Association
» Michigan State Police
ate Security @
L ernaet Fxnlore:
e External -
icer :
: [ew Window
. Y 5 L] e — ‘_.‘.-al_.-.... = : -~ __.-_," .
& Firefighter : W ™ 7 \ﬂ Ig L A - ) Search S ¢ Favorites @; K- & |
in Act -
: Relative—
: Address http: ffwww. michigan.gofag0, 1607, 7-164-17334_17362_22672-—,00.htm|
o | oo solagioion o 7o 7o6n sl usoq
l;.llt e I Links 4] Hotmall [ eMI [ MyStuff ) Intranet &]Surfaid 48] Dave Ramsey [ elearning &)
5 = = e E % " — -
iy o s, W
s\ Office of the :
LT \Attorney.General
LLLL S 2 Mike Cox, Attomey General
ing Fund e _
Michigan.gov Home AG Home | Site Map | Contact AG | Related Linkz | Online Services
Key Initiatives ‘ E Printer Friendly Text Version E Emszil Fage A- At Text Size
] Consumer Protection Overview
Concealed Weapons ancealed capo Overyiew

Revised: April 12, 2011 Page 31 of 108



Introduction to CMA Content Entry

1.1.1.2.

Link to your own Contact Us page is Relative and Internal

michigan.gov ftaxes /0, 1607, 7-238-43513---,00.html

&Ml [ MyStuff [3)Intranet &]surfaid )

Dave Ramsey () elearning #

Look for forms using our F

Meed a different form?
orme Search o View a list of i

| Other Helpful Information

Filing Deadlines
Income Tax Act

Income Tax Rules

infarmation on Michigan's Renaissan
Legal (Revenue Administrative Bullet
Estimate The Pen

Contact Treasury

alby-a
Li

nk t

Renaissance Zones - Visit the Michigan Economic Development

Td tnterest-Owed For Late Payment
0 another

part of same site

ce Zones
ins, Directives, Statutes)

- Freglently Asked Questions [FAQS)
- City Tax Fornf: 2 = =
: |E3d Back ~ | g— 4 b ) search 5 Favorites <) - =
- IRS Web Site} < Ir’FEémaIl-—”:I @ st ot #3 ﬁf =
R : Aol [Same Windon 1 '
Statg Tax AGE s dgrecs (@) http:]fuw.michigan. gof/taxes/0, 1607, 7-233-43586-8483--,00.html | Egliitlve 4
- Chooking a T i Hsed
: Links @Hntmail ChemMr [y My Stuff ) Intranet @Surf.ﬂ.id &) Dave Ramsey [ e
. -
& 9 2
Michigan Taxes
Department of Treasury

Sales and Use Tax

Revised: April 12, 2011

Taxez Home | FAQ | Sit p | fContact Treasury )l Formz | Online 55

=h Printer Friendly Text Version E =
Contact Treasury

eyl Ml Department of Treasury

Treasury Information
(517) 373-3200
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1.1.1.3. Link to a PDF file is Relative and is External

@) htm: . michigan.gov fdnr [0, 1607, 7-153-10363_38354-—-, 00, htm

B Hotmail [0 e-MI [ My Stuff [ Intranet @ Surfaid @) Dave Ramsey [ elearning @ Customize Links ]

P |
[}eraartment of Natural Resources

ban.gov Home DMR Home | Links | Site Map | Contact DNR | Azsk DNR

g & Trappping =k Frinter Friendly Taxt Varsion [ Emasil Fage A- AfText Size
g Hot Topics Hot Hunting Topics Cee—
Applications & *+ 2007-2008 Michigan Hunting and Trapping Guide (PDF)
L * 2007 Michigan Antlerless Deer Hunting Guide IR S
Education I' 2007 Michigan Bear Hunting Guide Iiiﬂl Link to PDF file. gt?;;l;ty:
ne * Report- Hunter Demographics Recruitment and Retention: 2[][]5 Parks
Game Birds 5 T
owl e e—— = External- |

R Vil i i = INew Window

g & Fur Harvesting) §

\_)E:a-:!z \‘_,,l D @ :j F\'ISEEIFFJ'I "}\S"FEIVDFItES @ ﬁé m

R | & Relatwe 1
: Legislati - address | @) http: fwww. michigan. oo {dog ments/dn /0 ZBearGuide 191394 7,00 |
k Legislation : (e et v, richigan. Qe UdCUmenis dr ) peareuice e L Aol LR ysed-

: 7 :

Camiihat: : Links @ Hotmail |5 e-MI |5 My Stuff EJ Intranet @ Surfaid @] Dave Ramsey [3)elea

| Bl saveacory () @ P search ] E :[LSeie-:t !'@l}bv Q|:]|E)

R - ] E

forceament

————| 2 REPORT ALL POACHING S R s 24

 Land & Water E Call: 800-292-T800 e e B = ;.-:

e [ B e, BT, (0T, R o

BNR = How Bear Hunters Help e T G R =9
s e sl
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6. Create Link Content (External Link)

Link content is used when you need to add a link to a PDF file, another web site, another menu page within
your web site, or another Michigan.gov site. This is done only when you want to link directly to the other
location without including any text in an HTML page.

In this section we will be creating links to another web site. Links to PDF files and internal web pages will
be covered later. (See page 52)

Decide Where the Link is Going

You will generally have a website in mind where you want this link to go. Some of the websites that
Michigan.gov links to that are outside of its own website are depicted below.

Because the link is going to a site outside Michigan.gov, we will have to use an Absolute URL. You
can use one from the picture below, or one of your own choosing.

: Address @ http: / fwww . michiganworks. org/

MICHIGAN

‘ Address SE] http: ffwww.usa.gov/

Home | Site Index | E-mail Us | Phone Us | Chat with Us | {

Address @ http: /fwww.dol.gov/ USA'C

Government %=

Government Web Imagss News

U.S. Department of Labor g
inthe 2 1st Century

www.dol.gov

@ http: /fwww.coolcities. com/

iy ‘ -
; CITIES Welcome
EN S, ‘

o What Is Coolcities?

> Welcomne to www.CoolCitiz- ~~—
@ \What's New

E_D:TE:I‘!:FD_ _M_C_hlgﬁn_ EJ-(E?.D[—( Address @ http:/fwww ikeepsafe.org)

255 @ http: ffwww . michiganfoundations. orgfs_cmfjindex.asp

Council of
Michigan
Foundations

Serving grantmakers. Advancing giving.

" panent resource cenen | ki

There are 2,251 foundations in Michigan with 125 created i
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Decide Where Content Is Going To Live

As with HTML Content, the first thing we need to do is establish the Content Category for our
content. In this class we will use the same Content Category used for the previous piece of content.

Create a Link Piece of Content

Determine the URL of the page you want to link to. (See above) Copy it or have it ready to paste or type
when the time comes.

Go to the CMA.

Click Add Content from the CMA left navigation

Content Vizard
Lizt Content
Search By Dates

Enter the information for all the fields as taught earlier until you reach Content Type.
Category Group

Primary Category

Title

Release Date

Event Start & End Dates Date (If required)

Expiration Date

Priority

Contact Info (If needed)

For Content Type select Link.

Eontent Type: LINE (LINE (URL))

Enter the Description (if desired).
Skip the Body & Keywords fields.

Select Link Type

Link Type: C‘ Nane C‘ Internal @ External (MNew VWindow]

a) None: Used when the Content Type is something other than Link.

b) For this exercise, use External (New Window)
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Enter the Link (URL)
Link (URL}:

coment O Aszset O

hittp-/fwnw. ikeepsafe org|

a) Paste or type the URL from above.

Enter the Link Text

Always make the Link Text field the same as the Title Field.

|Ti:|e 15 of 255 chsrs mas ‘ Internet Safety

3
Internet Safety

a) This is the text that will be displayed for the link. This is displayed instead of what
it says in the Title field. If nothing is entered, there will be a space for the link but no
text will be displayed.
b) Itis important that this field be the same as the Title field. When searching for this
content item later, you will need to search by text, which searches the title field. If the
Link Text is the same as the Title field, you will know what the title is.
c) Click Add.

The screen will refresh and you will be in the Edit Content screen.

Switch to the Training Site in W3/Production Preview and view your content there.
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7. Assets

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.

Types of Assets

Image Assets:
Pictures that appear on your pages. These can be either .gif or .jpg.

Document Assets:
Files such as PDF files, Word documents, Excel spreadsheets, PowerPoint slideshows, etc.
It is strongly recommended that all documents on the internet be converted to PDF for the
following reasons:
a) Allinternet 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.

Other types of Assets:
a) There are other types of assets, such as an MP3 audio file can also be added.

b) They are treated in the same fashion, but will not be covered in this class.

NOTE: Assets are uploaded to the CMA as files. The original flenames are retained when they are
loaded into the database. Please make sure you comply with the following when naming the files
prior to loading them into the CMA:

e Each department has their own standards or naming conventions. Check with your site
administrator to determine what you should be using for your assets.

e ALL filenames should be letters and numbers ONLY. Do not use special characters
except an UNDERSCORE or a DASH. Remove any spaces.

Revised: April 12, 2011 Page 37 of 108



Introduction to CMA Content Entry

Add Assets to the Database
All asset types are added in the same way.

Documents (PDF, DOC, XLS, etc.)
In this class we will be using a PDF file. Other documents are treated the same way.

a) Inthe CMA, on the left navigation, under Assets click Add Asset.

Lizt Azzets

Add Theme Asset
lManage Azzelz

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

FOR ASSET SECURITY: Pleaze select a SITE {or select NOME for no
security) from the lizt below. Only az=et categories that are below the
selected category wil be available for 2election on the next input 2creen.

STATEFAIR
STORMWATERMGT
SUITE
SURGEONGEMNERAL
TAX_TRIB

TAXES

THEME

TRANSFPO_SUMMIT -
TRAVELCOUNTS

[ Corinue |

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.

Revised: April 12, 2011 Page 38 of 108



Introduction to CMA Content Entry

Following is the Add New Asset entry screen:

Add New Asset
Add

Azzet FileMame: I Browsa |
Azzet Permizsion: I o m SELECT ONE ————n— N j ﬂ
Amset Type: | < Select One —> |

Thumbnail? [ [only if type iz IMAGE)

_.&sset (ignette) Project: Training Azsets
Aszet Description: ﬂ
0 of 128 chars max)
=

Afternate Tag: N
[Image Only) J
Chis, Keywords: ﬂ

Wickth (lmage Only):

Height (Image Only:

i

Size (Bytes)

Add

Asset Preview

MOTE: Assets that exceed SMB will reguire significant CMA upload time and high download time for users of your internet
content. Consider breaking up large files into smaler, sequential pieces rather than large, single files.
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c) Asset File Name: Click the Browse button to select the PDF file from the Guest

folder on the desktop. This is a required field.

Azzet FileMame: |

Browse. ..

EhHposa e,

ag|

Look in: | ) Guest

=

E sample4.pdf
) sample5.pdf

- «®cE-

ré] SampleText_Pagination. txt
@Scheduled assingments. xls

Recent | samples. pdf %scl'abble;‘-}in.exe
| sample 7. pdf E’I select_list, tat
Fr L | sampled. pdf @Site#\dminPartE.doc
| sampled. pdf ,ﬂ snow 1. JPG
Desktop | sample 10, pdf & som_default_chrome.jsp
. -|sample 11, pdf @ som_default_dhtml_dispatcher.jsp
,_._,.!.!- +|sample 12, pdf 2 SOM_site_header.jsp
- sample 13.pdf 2 SOM_site_header_v4.jsp
Comput =
Eh usens s +|sample 14, pdf ,ﬂ studentl.jpg
S +|sample 15, pdf ,ﬂ student2.jpg
‘g;} sample.doc ,ﬂ student3.jpg
My Network Sample_SOS[1].christen.csv ,!_‘J stuclent-t.].pg
Places &3] students. jpg
File name: sampleteacher pdf ﬂ Open
Files of type: | Al Files (*} =l Cancel
Azzet Filelams

C\Documents and Settings'christe

d) Asset Permissions: Select the Asset Permissions from the drop down menu.

Select the permission based on the Category that corresponds to the Button you are

working in. This is a required field.

CT CONE

T U3-LE3ETS

TRAINIK

TEAINING-FPL

COLES-RE5ETS

JLL-LS5ETS
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e) Asset Type: This field is automatically filled in based on the file type selected.
Make sure the correct file type is selected in case you accidentally chose the wrong
file.
sssetTyoe:  Alreadyfilled in ——3mepE (Adobe Acrobat pdfFile)

|‘numt:nai|= O tentviftype i ||‘-—-\e"— Forimages only

f) Asset Description: Enter the Asset Description. Check with your Site
Administrator to learn what standards are used by your site to complete this field.
This is a required field.

In this class enter your Name — Date — Type of Asset.
Asset Description: Debbie - 12/05/07 - PDEF file|

28 of 128 chars max

g) Alternate Tag (Image Only): This is a required field only when the Asset Type is
Image. Skip this field for all document assets.

Alternate Tag:

{Image Onky

h) 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.

Chid Kenywvords: J

[

i) 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

Size (Bytez):

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 Onhy}:
Automatically
Height (Image Onlv): Filled in 0
When Add is
Size (Bytes): Clicked. 114555
i) Click Add
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k) 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.

o+ 217625 Up!
Asset Fiehame:
ID Number is included  note: vou ars in edit mod®and selecting a new fie will overw

in the Asset (Weh) Path

syvetem. Alze note that the chalmeeg can take several minutes to

et (WWeb) Path; ‘documentsitraining/sampleteach e\r§1 T625_T.pdf |

Azs
Aszzet Permizzion: (Browse) Upd

i 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 Infermation:

Updated By dchristensen

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

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

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

[) 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.

Triple Click on the Asset (Web) Path to select it.

Azzet (Web) Path:

Right Click and Copy (or copy another way)

Azaet (Web) Path:

Select all
Print

Open Notepad (or text editor of your choice)

Start
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Programs > Accessories > Notepad

’@ Accessibility ¥
Communications 4
Entertainment 4

) Address Book

:E Calculatar

Bl Command Prompt

{C Notepad

W Paint
Eﬂ Mew Office Document @) Program Compatibility Wizard
'(;I Synchronize

Tour Windows XP

. 04 Open Office Document

State Applications »

Windows Explorer
Windaows Mavie Maker
WordPad

N@gL e

M Accessories
Adaobe *
Documents g Microsoft PowerPoint

£t
Camtasia Studio 3 3
Ef‘ Settings »

¥

Search 4
t)/' Help and Support

#=] Run...

E Shut Down. ..
" Untitied=Wotepad: =

File Edit Farmat View Help

Windows XP Professional

)
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Paste Asset (Web) Path
" SUntitled = Wotepad ,_J,_JLE

File Edit Format Wiew Help

Jdocuments/training/sampleteacher_217625_7. pdf

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

[ OIS T T 0rE

D Edit Format View Help
Mew ctrl+n g/samp]
Qper... Ctrl+0

[ save crrl+s |

Sawve As...
Page Setup...
Print... Ctrl+P
Exit

Savein: | ) Guest

File name: |
Save as type: Text Documents |~ b}
Encoding: ANSI

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.

Ch\Documents and Settings\christe
TRAINING-FAVORITES-ASSEIS

N&ce&sa ifimaae is to be IMAGE (Mon-specific Image (.gif, jpg. .tif. bmp. png))
g:;ﬁ Ilgﬁfﬁds:g }_hdt} . SI“;?";I‘EB” 3 Thumbnail? fonly if type iz IMACE) ‘
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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 Light
Lighthouses are a nation

Alt Tag

(e

Copper Harbor Lighthouse

This Alt Tag will display only when the image is associated to content. This is a
required field for ADA Compliance when the Asset Type is Image.

Azzet (Wignette) Project: Training Azzeiz

Debbie - 12/7/07 - image cone

shernate Tao:  Required for
iternate Tag: all?mages! Man holding a large [fish

(imags Only Describe what the
image looks like.
c) Click Add.
I # 217903
Azzet FileMams: @
Note: vou are in edit mode and =electing a new fi
ayzetem. Alze note that the change can take =eve
Azaet (Webk) Path:
Azzet Permizzion: (Browse) [
Width (Image Onhy}: 150
Height {Image Only): 107
Size (Bytez): 7557
Asset Preview

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

_.ja Untitied = Notepad J J a‘i

Eile Edit Format View Help

Jdocuments/training/sampleteacher_2176825_7. pdf

Jimages,/training,/6training_217903_7. jpg
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8. Edit HTML Content

At some point content will need to be modified or changed in some way. You will need to Edit the
Content. There are numerous ways to locate the content for an opportunity to make changes to it or
modify its contents. This class will explore two of these. Here we will examine List Content while we
Search by ID Number.

Enter the List Content Screen

Click List Content under Content on the left side of the CMA.

Content Wizard
Add Content

Lizt Content

Search By Dates

You will get the following screen:

Manage (General) Content

Search By o: (Edit Content ID Now)
Text:
Created/Updated By:
Search Type: MORMAL
Sort By Content 1D
Dizplay Count 25
Rows 0-0 of 0 Mo Mare
ID Title Description/Link Prioriy  Reiease  Expiration .. popo

Date Date
To search for content items, enter the search criteria

above and click the SEARCH button. If you want to

SEARCH all items, leave the criteria blank and just click
SEARCH.

Rows 0-0 of 0 Mo Maore

You can search by only one of the parameters listed. Let’s learn how to locate the ID Number of a piece of
HTML Content.

Search by ID

In the Training Site navigate to the HTML Content you created first. Open this page and look at the URL for
this page in the Address Bar of the browser.

Locate Content ID in URL

The URLs generated by Michigan.gov can be quite a challenge to decipher. This is a link
from a piece of content from the old Family Services theme
(http://www.michigan.gov/emi/1,1303,7-102-112 220 221-2054--C1,00.html). By looking at the
URL you cannot determine where the page came from other than it was generated from the
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Michigan.gov web site. We need to break the URL into sections in order to understand it.
See the table below.

Break Down of the Michigan.gov URL:

Cache Setting

Site ID Content ID Special ID

Path of site
http://www.michigan.gov/emi/ ,1303,/7-1 2-112 220 221-2054--CI1,00.html
Containeﬁnguage ’_/\— ..
Category IDs Customization

Path/directory: This is
the path of the site. emi/1,1303.7-102-112 220 221-2054--CL00.html

Content ID: This is the ID
of the apiece content that is
being displayed within the body
of the page. The Content ID can | emi/1,1303,7-102-112 220 221-2054--C1,00.html
be used in the CMA to find a
particular piece of content.

NOTE: There are always two dashes after the Content ID number. If there are three dashes
after the last number, then it is NOT a Content ID number, but a Category ID number.

Enter the Content ID number for the HTML Content you have created and click Search.

ID: 47302 {Edit Content ID Now) [ Search ]

Click Edit to view the Edit Content screen again.

Release  Expiration

I Title DescriptionLink Edit Delete
' Date Date
47302 Sample Content with Assets <Undisplayable or HThIL 1002502002 (Edity (Delete)

Rows 1-1 of 1 Start ‘ ‘ | Mo More
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9. Connecting Assets to Content

Assets are not displayed in the web browser until they are connected to a piece of content. There are three
different ways that we can connect assets to content.

e Use the Associate Asset tool to tie assets to HTML content in a pre-determined fashion.
Create a piece of content that just opens a Document Asset.

e Manually inset images and links to documents in the Body Field using HTML coding via WebEdit Pro
or other HTML editor.

Associate Asset Tool

The Associate Asset Tool places assets in a predetermined location within the content. If this is
where you want the asset to be located, then this is a very quick and simple way to connect assets
to content.

The Associate Asset Tool is the ONLY way you can make assets display in the Page
Layout/Template view of the content. This is the most common use of this tool.

1. Edit HTML Content (as described above)

Edit Content tem
pdated 5
b= 1?3132[ Preview ” Update ]
Languags: EMGLISH (US) (ENGLISH)
Primary Categary: (Edit) (Browse)
Status: LIWE
Titl=:125 of 255 cnar: mas Faucets - Repair or Replace?
Releaze Date: 10/16/2007 "
Release Hour: 4 o | TN m e
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2. Scroll to the bottom of the screen to locate the Associate Asset Tool
[ Preview l l Update l

“Content can enly os previgwsd if it has besn relessed and has not yet expin

Associated Categories
(Mote: clicking the Category Mame will jump to Edit Category
1D Category MName
35103 TRAINING-FAVORITES-BOOKS-MONFICTIOMN-FIXIT

(Enter Category IO - Shortcut)

(Add)

Associated Assets
(Mote: clicking the Asset Name will jump to Edit Asset. Eqlif ju
8] Asset Name Asset Fath

(Enter Asset ID - Shortcut)

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

Content Update Information:

Updated By deb_content
Updated Date Dec 13 2007 03:30:24:000F

3. Enter the Asset ID number from Notepad into the shortcut box in the CMA and click
Associate (don’t click the Add button below the box).

dephieixi= Notepad

'e_‘:EEIit Format View Help Select and copy just the ID#
Hocuments /training/sampl eteacherD?. pdf

images,/training/6training_217903_7. jpg

Associated Assets
(Mote: clicking the Asset Name will jump to Edit Asset, Edif jJumps
Asset Mame Asset Path

(Enter Asset ID - Shortcut)

\d and Auto-Associate An Asset) \fe
Click Associa

number her

4. The screen will refresh and tell you the Association was successfully saved.

Edit Content lte

Revised: April 12, 2011 Page 50 of 108



Introduction to CMA Content Entry

5. Scroll back down and repeat for the other asset.
Associated Assets _ Iwo Assets associated to this content item.

{Mote: clickin Asgzef Name will jump to Edit Asset, Edif jumps to Edit Association)

0 set Mame Asset Path Edit Delete

217625 |Debbie - 12/05/07 - PDF file /documentsitraining/sampleteacher 217625 7. pdf (Edit] [(Delete
217903 | Debbie - 12/7/07 - image one JAimages/training/Gtraining_217903 7 |pg {Edit) [Delste)

{Enter Asset ID - Shortcut)

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

6. Go to the Training Site and see where the assets were placed in the body of the content
and in the template page.

=k Frinter Friend ¥ Text Version E Emazil Fege  A- AtText Size

. Ima?e’s are positioned at

Faucets - Repair or Replace? the fop of the hody - to the

right or above depending

18 WAL

]
Is it better to simply repair or should you fork
over the funds and commit to a new faucet for
the dripping sink? Well, that depends on your &
goals. Do you simply want to stop the leak
and save yourself a water hill. the planet
same fresh water and the annoyance of the
constant drip? If so, than a new gasket may -
be all you need. Are you looking to spruce up an out of date bathroom?
Is the drain looking dreary too? Perhaps a new 35000 faucet will be all it
takes to brighten an otherwise dreary spot as well as save the water hill
stop the annoying drip. etc. etc. Most faucets today alse come with a
new drain stem, so you could solve two problems with one purchase - if

that is an additional problem

Related Documents
= Debhie - 12/05/07 - P - 114555 bytes B
Documer

T efs are lisie
below a heading at the hottom.

EL' Printer Friendly Taxt Version E Emsil Fags A- A Ted Size
Fix-it Books Template Page

Faucets - Repair or Replace? [=dit
Repair for a ptance or upgrade te a new unit?

A Thumbnail of Image Asset
Home Improvement for a Dime a Day jzait

! Thiz timehy tome teachez you how to update your kitchen, bath,
bazement, any roem of your house for juzt 10 centz a day.

* Buy the book at Amazon. J=dit]

* Visit Webmonkey for More Tips 1=dit
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Create Content to Open a Document Asset

Sometimes we want to be able to make the Document Assets more readily accessible to our users.

For that reason, we will want to make them available on the template page rather than from inside a
piece of content.

We need to somehow have an item that opens up the Document Asset — in this case the PDF file.
Fix-it Books

Faucets - Repair or Replace? 1zdin

Repair for a pitance or upgrade to a new unit?

Add NEW ITEM in
* Buy the book at Amazon. l=dit ﬁ}aﬁ';?,',}sc‘fi'ﬁkp,,”

* Visit Webmonkey for More Tips |

* Painting the Room of Your Dreams: Anyone Can Do [t
[editl
A quick and easy methed of whole-wall painting for getting stellar
results

A [=dit] title of my pdf =ampled
* For more ideas - visit the Trading Spaces website! [=dig

PR The Complete Guide to Home Wiring jzdit
hiila "0 <. Comprshenzive Manual for Home Wiring, from Bazic Repairs to
5y 'Fb Advanced Projects.

You already have all the information you need to do this!!

So what are the steps you need to take?

1. Return to the CMA and make the appropriate selection from the left menu:
content ||

Content Wizard

.-':'\.dd Conten Whlch
Lizt Content 7

Search By Dates L]

Lizt Azsets

Manage Azzefz
Image Previewer

Enter the correct answer here:

Revised: April 12, 2011 Page 52 of 108



Introduction to CMA Content Entry

2. Select the proper Category Group:
Category Group (Pre-Select)

Pleaze zelect a 2nd level category frem the lizt below. Only categories that are below th
for 2election on the next input =creen.

Asset Category
TRAINING-ABOUT US‘,,/-*[:]/IJ
[TRAINING-ASSETS |
TEAMMG-BOTTOM MNAY | INKS
TRAIMING-DESSERTS Which Category Group
TRAINING-FAVORITES is the corrgct one
TRAINING-HOLIDAYS to choose?
TRAINING-LEFT_LINKS
TRAINING-MAINT_PERM Content Category
TRAIMING-POLICY_NAY_LINKS
TRAINMING-PIURPOSE v

Answer:

3. Select the appropriate Primary Category:

————— SELECT CNE --—-—-—-2

- (General) Content EditAdd - Hic

TRRINING-FRVORITES

TRATNING-FAVORITES-ASSETS
:3]:31 —FRVCORITES-BIEE |
—FAVORITES-BIEE
‘1—]:"?-5‘-"3-3\_1'75—3:
INING-FAVORITES-BIE
ING-FAVORITES-BIEE
RAINING-FRVORITES-BOCKS
TRAINING-FAVORITES-BOOKS-ADVENTURE
RAINING-FAVORITES-BOOKS-ADVENTURE-RIRFLANES

I El‘ eynlent Managem TRAINING-FAVORITES-EOCOKS-ADVENTURE-COLD WAR

tes Tools Help

ﬂ \g _h /'._\J Search ‘gj:('Fa

han.gov/eMI/CMA jGenContent /EditAdd

l-l.l e ]

My stuff [ Intranet ] Surfaid

TRAINING-FRVORITES-BOCOKS-ADVENTIURE-MARITIME
TRAINING-FAVORITES-BOCKS-ADVENTURE-SFY

| TRAINING-FAVORITES-BOCRS-FICTION
TRAINING-FAVORITES-BOOKS-FICTION-CHRISTIAN
TRAINING-FAVORITES-BOCOKS-FICTION-CLASSIC
TRAINING-FAVORITES-BOCKS-FICTICH-GENERAL
TRAINING-FAVORITES-BOCKS-FICTICON-QUICELINES
TRAINING-FAVORITES-BOOKS-HUMOR
TRAINING-FAVORITES-BOOKS-LEFT_LINEKS
TEAINING-FAVORITES-BOCOKS-MYSTERY
TRRAINING-FAVORITES-BOOKS-MYSTERY-CAIS
TRRINING-FAVORITES-BOOKS-MYSTERY-FEMALE
TRAINING-FAVORITES-BOCKS-MYSTERY-MALE
TRAINING-FAVORITES-BOOKS-NONFICTICH
TRAINING-FAVORITES-BOOKS-NONFICTICN-BEIOGRAPHIES
|TRA:HZNE—FAVGR:TES—BOGKS—HGNFZCT:ON—F:X:T
TRAINING-FAVORITES-BOCKS-NCNFICTICHN-FCOETRY
TRAINING-FAVORITES-BOCKS-NONFICTICHN-REFERENCE

EWD Home | CMA Home | Workflow

Answer:
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4. Enter the Title Field:

Titl=:(0 of 285 chars max
What is _a||1-|1-r_o‘1-riate
for the title field?

Answer:

5. Select the appropriate Content Type.

SHIEETE e HTML (HTML 1.0/2.0)
<———-— Select Cne --->
BEHIND THE S5CEMES (Agg-Behind The Scenes)

vpe Content)

Which Content Type o i - . - .
is_the "ight one i?-:l CLIOS ML EFFECT {(Rgg-Cause And Effect)
this case?? EPFQCSTCRRD (e-PoatCard)

FLV (Flash Video Content)
FOBRM (HTMI-_FORM)

LINE (LINE (URL))
HMAF TOFIT (Agg-HapIt Topic)
MIXED (LS IL.)

COTHER (Qther /Unknown!

Should it be HTML or Link ?

6. Enter the URL.

Link {URL}:
FIIPDP

content © Asset O [:’] ----

What is the URL?
Where do we get it?
Is it Relative or Absolute?

7. Check Internal or External.

Link Type: Which do you choose? @ None| O Int&rnal|b E;-:t&rnﬂl|ul|5'.‘; Window )
Should it be Internal or External ?
Why?

8. Enter the Link Text.

Link Text:

Something specific goes here.....
What is it?777

Your Link Text

9. Click Add
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10. What it should look like in the CMA.

Edit Content ltem

191054 Frevew ) Updae |

Languags: EMGLISH (US) (EMGLISH) D
Primary Category: (Edit) {Browse) [ Update Categnry
Status: LME

Titl=:{17 of 255 char: max Title of EDF file -«

Release Dats: 12/13/2007
AeEazs Hour 01 00 |AM D (Eastern Time)

Content Type: LINE (LINE (URL))

Dezcription

Short Text - 0 of 4000 chars max

Body:
Preview Body

Link Type: O Naone O Internal @ External (New Window)
Link (URL}:

5 {documents/training/sampleteacher 217625 7 pdf
Content O Asset O J P = -LP

Link Text: Title of PDF file

Same as the Title Field

WA

—~ T — L

11. What it should look like in the Training site.
Fix-it Books

Faucets - Repair or Repl
Repair for a pitance or upgrag
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10. Web Edit Pro (more Connecting Assets to Content)
Search by text

Click List Content.
Content Wizard
Add Content

Lizt Content

Search By Dates

Enter all or part of the title of the piece of content you wish to search for and click Search.

Manage (General) Content
Search By D: (Edit Content ID Now)

Text repair

Created/Updated By: Enter all or part of the title field

in all lower case and click search.
Search Type: NORMAL
Sort By Content 1D
Dizplay Count 25

Rows 484-508 of 508 Mo Mare

If more than one item appears in the list, determine which is the one you entered, and click Edit. You may
have to go to the Next page or click End to go to the end of the list if it is very long.

. =
Digplay Count 25
Rows 1-25 of 508 | Start] [Next || End
. A . . .. Release Expiration _ .
ID Title Descriptioni/Link Priority P Edit Delete
Date Date
217 Furnaoe Repair Or hitp:/fwww. michigan.gov/fias, 1807 7-124-. .. 100 08022001 Wiew)
Replacement
482 Repair Facilitiss =Undisplayatle or HTRIL= 20 03/27/2002 Migwh
Manual
1152 Autc Repair Facility http:www.michigan.gow'sos0,1807,7-127-... 100 08/02/2001 MWiewh
Orwner - Information
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[=]
[=]
[=]

s =Undisplaysble or HTIL=

<Undisplaysble or HTML= 10 10/18/2007 {Delete)
175308 MM 199808 /documents'mdot'MM_1298-08_Repair_at_Stor.. 400 10/15/2007 isw)
Hepair st
Storm Water
Pumpstaticns
178374 Retaining wall <Undisplayable or HTML= 100 10/18/2007 MWiew)
repair to closs

lanes on

==stround |-

NOTE: If you are unable to edit the content item, you do not have permissions to the content. This means
that it is not your content, but someone else’s with a similar title.

Accessing and Loading Web Edit Pro
The leading browser-based, multi-language “What You See Is What You Get” (WYSIWYG
pronounced wiz-e-wig) web content authoring and editing tool — WebEdit Pro, has been integrated
into the CMA. This means that content publishers do not need to understand or know HTML to
publish content to the Portal. It is a separate program that must be installed on your PC.

Instead, you click Edit with WebEdit Pro and a full feature window allows content entry and
formatting.

In order to install, you must have “admin” rights to your PC. If you do, WebEdit Pro will walk you
through the steps to install the first time you try to use it.

If you do NOT have admin rights to your PC, WebEdit Pro will APPEAR to walk you through the

steps to install, but it will not be installed when it is finished. In order to have it installed on your PC
you must contact the Help Desk to arrange for installation. (1-9700)
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Basics of WebEdit Pro

WebEdit Pro is only accessible from the Add New Content ltem or Edit Content ltem screens of the
CMA.

From the Edit Content screen of the content we located above, scroll to the Body field.

Preview Body

Iz it better to sinmply repair
and commit to a new faucet fog
depends on your goals. Do you

Edit with WebEdit Pro

zave yourself a water bill, <N

750x520 annoyance of the constant drig
11 you need. Are you lookin

room? I= the drain looki

faucet will ke all it takes td

spot as well az =save the water]

ete. ete. Most faucets today g

i 0
L]

Keywords: (META tag keywerds) faucet, repair. replace, fixit, do it yourself

Click Edit with WebEdit Pro.

Ecj?_l Iz it better to sinmply repair
Preview Body and commit to a new faucet fog
d=z on your goals. Do you

Edit with YWebkEdit Pro yourself a water Bill, th
750520 nce of the constant drig
ou need. Are you looking

com? Is the drain looking

will be all it takes tg

spot as well az =save the water]

ete. ete. Most faucets today g

Keywords: (META tag keywerds) faucet, repair. replace, fixit, do it yourself

A new window will open with WebEdit Pro loaded and the existing content displayed.
-3 Gontent: Managemente Editonten i sicnosolilntenneiiExplonan J J \E

P RBRARSG oo e ARe - EEME SEE ke oo e -

Momal + Aiial, Helvetica - 2[10ph -Ad B I UA £ % |EISEIE EE

Ml
1]
[s]

Is it better to simply repair ar should yvou fork over the funds and commit to a new faucet for the dripping sink? VWell, that
depends on your goals. Do you simply want to stop the leak and save yourself a water bill, the planet some fresh water
and the annoyance of the constant drip? If so, than a new gasket may be all you need. Are you looking to spruce up an
out of date bathroom? Is the drain looking dreary too? Perhaps a new 350.00 faucet will be all it takes to brighten an
otherwise dreary spot as well as save the water bill, stop the annoying drip, etc. etc. Most faucets today also come with a
new drain stem, so you could solve two problems with one purchase - if that is an additional problem
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Toolbar Overview

[P 2BRBARSG v Y AR - LHEH B BB (mweeE; -

|| Homal - ol Helvetca v 200p) - Ad| B Z U A|ZR (EEEESS==C

Top Row

a) Cut, Copy, Paste, Paste Text:
& B3 B
The Cut, Copy, and Paste functions work the same as those found in other Windows
products. The Paste Text feature works the same as Paste as Unformatted Text. It

will remove all formatting the text might bring with it and simply include paragraph
breaks.

b) Replace, Find Next:
f4 @,

The Replace button allows you to search and replace the text of your content for
specific words or phrases. The Find Next button allows you to continue the search.

c) Print:
=1

The Print button allows you to print a hard copy of the body that you are creating.

d) Undo, Redo:
| |

These two buttons allow you to undo the last action or redo the last undo. You can
use them multiple times.

e) Spell Check:
&
There are two different modes of spell checking available. The first is to manually
spell check to document or selection. Clicking the button with the check mark

performs a manual spell check. The second mode is to check spelling as you go.
The second button is a toggle button to turn this feature on or off.

f) Bookmarks & Links:
b3

These buttons are used for inserting, editing and deleting bookmarks and links.

g) Horizontal Line:

This button will insert a horizontal line where ever your cursor is when you click the
button.

h) Picture:

The Picture button allows you to insert images.
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i) Table, Show/Hide Borders:
H
The Table button allows you to insert and edit tables. Show/Hide Borders works with
Tables to turn on or off the display of the borders of the table.

j) Editin Word:

The Edit in Word button will take whatever is in the WebEdit Pro window into Word.
You can then edit the contents in Word.

k) Special Toggle Buttons
There are a series of toggle buttons which each performs specific functions.

=NENEN

Show Invisible Elements:
—

allows you to see paragraph markers, etc.
WYSIWYG View

| is the default view. This displays the information in the way it will display on the web. When you click
HTML View (below) the WYSIWYG will be turned off.

Source View

o
& Allows you to see all the Source/HTML code behind the scenes. If you are familiar with HTML, you can
use this view to edit the HTML code directly.

Preferences

Is only available when Source/HTML View is selected. It allows you to set your preferred display for
the HTML View.

l) Insert Special Characters:
hbsp & @ Th E,i -

The right side of this portion of the WebEdit Pro toolbar has buttons for inserting
copyright and trademark symbols. Click on these buttons now to insert them.

4.1.1.11. Registered Trademark
.
Copyright

™

Trademark

Near these symbols is the Non-Breaking Space button (nbsp). This button inserts an encoded space
character. Unlike the spaces that appear when you press the <space> bar, these spaces will keep the word
before and the word after the nbsp together on the same line. This is useful for keeping dates or names
together.
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When you click on the down arrow on either of the drop downs to the right of the special characters
buttons, a drop-down list of special characters appears. Scroll down the list until you see the desired
character. Click on that character to insert it.

£ -~
— | -
— i .
1 @ ;I
1 g |
¥ =]
¥
,
%o !§
€ -
@ -
Second Row
m) Font selections:
MNormal * Arial, Helvetica * 2(10pt) v Ak %
4.1.1.1.1. Paragraph Format
I orma
Heading 1
Heading 2
Heading 3
Heading 4
Heading &
Heading &
Address
The Paragraph Format allows you to set the format for the entire paragraph. This will
set the font face, size, color, style, etc. for the text for the entire paragraph.
Normal will set the font to the standard paragraph style for Michigan.gov, which is
Arial, Helvetica, size 2 (10pt), black text against a white background with no
embellishments. Unless you have a good reason for using something different, this
is what should be used for all normal paragraphs.
Other styles are used primarily for headings above paragraphs.
Font Face

Arial, Helvetica

Comic Sans MS
Courier Mew, Corier
Symbaol

Times Mew Raman, Times
‘»-I’erdana, Helvetica

The Font Face can be used to change the font for special circumstances. This is generally only done when
there is a specific need, or for headings.

You will note that there are only a few fonts listed and that most fonts are in pairs. This is because the font
displayed is on an individual’s monitor is based on what font’s that individual has on their PC more than
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what font is selected by the web page.

Only the most commonly available fonts are on the list. Fonts are in pairs to accommodate both PCs and
Apple-based computers.

Font Size

2 pt
414 pt)
15 (12 pt)
§ (24 pt]
7 [36 pt

The desired font size is 2 (10pt), however other sizes can be used for headings and other special
circumstances. There are only seven (7) sizes listed because web browsers can only display seven
different sizes.

T =

o

n) Font Color

A B
The last two buttons in this section are for font text and background color. This will
give you a dialog box that allows you to set the text color and the background color

for selected text. Again, this should only be used for headings or special text within
your document.

You should always keep in mind visibility for colorblind users. Keep the text and
background colors with the highest contrast as possible. Avoid tone-on-tone
combinations (light blue text on a dark blue background) and red/green or red/white
combinations.

Try to stay with bold, italics, ALL CAPS or size changes for emphasis rather than

color changes.
Color 7 | x|

Bagic colors:

I T RS R
Il il |
ErTEET .
EMrEAEEEEN
ENEEEEEN
EENNC.

Custom colors:

mCT ' AEE.
H T EEEEN

Define Custom Colors >3 |

(]S I Cancel |

0) Special Font Characteristics:
B ZUA #%
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Add Text

The following are applied to selected text and are self-explanatory.

) Paragraph or Line Attributes:

Bold

ltalics

Underline — Avoid using underlining except for links!

Normal — Removes all formatting characteristics and reverts to Normal
Paragraph Format

Superscript '

Subscript

.
I11

il
|
¥

The following are applied to selected paragraphs or lines and are self-explanatory.

Paragraph/Line Numbering

Paragraph/Line Bullets

Out-dent — Decrease indentation

Indent — Increase indentation

Left paragraph align — Default for Michigan.gov body text
Center paragraph align

Right paragraph align

Full Justification — Not suitable for the web

Type two or more additional paragraphs of text. This will be needed later when we add an image and when
we look at paragraph spacing.

Type an address block. We will learn how to do single-spacing with this later.

Click Done and then click Update to save your changes to the database.

Web Edit Pro Size Limitation

There is a limit of 100,000 characters in Web Edit Pro, including all the characters necessary for the
HTML code. This should be sufficient for most, if not all, web pages. If you have any pages longer
than that you should considered breaking them into smaller pieces. If you need a page to be longer
than that and you receive an error message warning you that some data will be lost if you continue,
there is a work-around to save your data without losing anything:

Cancel the message about the text being too long.

Switch to HTML view (click ) )

Select All:

a) Right Click

b) Select All

c) Copy by either:
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d) Right Click and Copy or

e) Click the Copy button

f) Cancel Web Edit Pro

g) Position the cursor in the Body field (delete any existing content), Paste what

you copied:
Right Click and Paste or
CTLR-V or
Edit > Paste

Copy & Paste Tips

When creating content in Word, Excel or other software and then pasting it into Web Edit Pro, there

are a few things you can do to ensure a good result:

» Fonts: Change the font in the word processor to the desired font prior to copying the text,

especially in Tables. The proper font should be Arial 10 pt.

» Smart Quotes: Smart Quotes will look fine in WebEdit Pro, but will turn into suspicious
characters in the web browser. They will look different for different people; depending on

what fonts they have available.

L s =a= g0 =

Read the white paper, Ja7ol
Managers and Employee
actions to vour bottom line.

mportance of Business Acumen Training for
o learn how to help employees connect their

Can Corporatgliniversities Play a Role in CSR? Should They?

Brian Summerfield 37| bsummerfield@clomedia.com

Members of Generation ‘r‘and to a lesser extent, Gen Xerg 37" |are commaonly said
to desire two things from their employers: rob@eueloﬁmw: opportunities and a

sense of social responsibiljity. These corporate arrotda? Y are fine by themselves,
but never the twain shall meet, right? \

zaid to desire two things from their employers: robust developmen
opportunities and a sense of social responsibility. These u:u:urpu:urate arrot
are fine by themselves, but never the twain shall meet, rght?

[ Smart Ouotes |
m-dash \
Members of Generation Y|=land to a lesser extent, Gen Ker = u:u:umm%nl;

It is best if there are no smart quotes, but rather only straight quotes on the web. Some

pointers:

o Smart Quotes apply to double and single quotes such as apostrophes. Other

characters, such as the M-Dash, can be affected as well.
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o Turn Smart Quotes off in Word prior to creating content. (See Tools > AutoCorrect >
AutoCorrect As You Type)

o If you have Smart Quotes turned off and someone sends you a document with Smart
Quotes already in them, they will still be there.

o In WebEdit Pro you can Search and Replace for quotes — both double and single —
Search for a double quote and replace with the straight double quote from the
keyboard. Repeat for single quotes.

» NOTE on Code Cleanup: When pasting content from Word, or other source, WebEdit Pro will
ask if you want to “clean the HTML code now?” The appropriate answer to that question is

“NO'”
ford
owing up in T
P HTML code generated by Office 2000 has been detected.
10pt) normz x,_d-r/‘ There is excessive HTML code that may prevent you from changing text format.
10pt) - set You may dean the HTML code later by right-dlicking and selecting "Clean HTML Code”,
Fa 3(12pt) Do you want to dean the HTML code now?
yetica 4(
nan Times == = |
- Sans D(18pT)
[ b b =
Courier New/Courier 6 (24pt)

The excessive HTML code that is unnecessary will be eliminated when you click “Done”.

» Paragraph Spacing: In browsers, a single [Enter] or <p> paragraph code indicates that
there should be double-spacing showing between paragraphs. This is applied automatically
in browsers because of the way HTML coding is read.

When we are creating content in Word, we usually press [Enter] twice to achieve this same
effect. When these two keystrokes are interpreted by WebEdit Pro and converted to HTML
code, they become two <p><p> paragraph codes which leads to extra-wide spacing
between paragraphs on the web.

To keep this from happening to our pages, it is imperative that you remove the extra [Enter]

between your paragraphs in Word prior to copying and pasting the content into WebEdit
Pro.
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Lorem Epsom dolor sit abet. consectetuer dehiscing elite. Eternal non new queue egret peruse
Laotian pharyne. Ute male Durant varies augured. Maoris Vera, teller id portal suites, issue nibs
cangue elite, vitae frangible denim Leo quiz Leo. Done plainer aliquot mi. Pellentesque elemental
protector manures Class patent tacit socials ad littoral torque per connubial nostra, per incepts
hymeneals. Mam Laconia just at rises. Maaoris non um at impediment consequent Crass tells est
biennium at, elemental vela, fermented neck, and ague. Aliquot mattes dictum tells. Mam mollies
null vitae pellentesque incident, Leo ligulae Corvallis felids. in impediment nisi pied quiz at

Maidens ferocious incident seem Double Spaced paragraphs in Word

Done at Prone ensue arc, hiennium sit amen, susceptive quiz, cruses vela, menus. Present eras
magna, venerates vitae, aliquot ac, rut rum a, lore. In hack habitats plateau dictums Vitamin
mattes. Suspends labret faceless unique. Vestibules dam Present fugato, nisi seed malesuada
vehicular, magna urn utricles nil, neck hindered mi qualm vela ligulae. Unique episode magna a
mi. Mam at lectors, fermented id, mattes quiz. valuate seed, olio. Vestibules rostrum just it arc
Dues est. Chassell's ensue alit, ultraist vitae, charter beget, utricles vitae, mesa. Integer gravid
denim Fusel elegized lacus sad dolor. Present veal ante end mesas tempus hocus. Dune
vestibule commode null vitamin null qualm, cruses quiz, poseurs in, mattes quiz, ante

Unique it nails id edit aliquot agitates. At ac dram morbid scelerisque bandit nibs Seed tritium
gualm neck orate ferocious. ensue rises solicitude dam, in charter veldt torpor euro nib. Fuse
ullamcorper elided libber. Mull so dales factious ensue. Seed egret rises. Cohabite out set id
endus interterm incident. In vial locus Dues lamina raucous torpor

IMascaras but torpid Unique met us mi, placemat molested. elemental sit mate, premium in, Leo
Sad dehiscing tempo audio morbid incident, juts ac adlibs intrude, gusto metes episode loran, but
labarite sum eras necks emit. Team it est. Viands tills. Morbid met us. Mull am dui tartar
dehiscing none, labored at, varies vitae, mesas. Cut id menus it lacteous faceless poseur. Seed
id rises. Fuses viper's mommy espuma Patselas incidents, nub vitae raucous vehicular, menus
lee blandest nuance, ac hocus ensue fells id ante. Fusel postures nab veil edit. Mullah
Consectetuer nisi a nonce

Lorem Epsom dolor sit abet, consectetuer dehiscing elite. Eternal non new queue egret peruse
Lacotian pharyme Ute male Durant varies augured. Maoris Vera, teller id portal suites, issue nibs
cangue elite, vitae frangible denim Leo quiz Leo. Done plainer aliquot mi. Pellentesque elemental
protectar manures Class patent tacit socials ad littoral torque per connubial nostra, per incepts
hymeneals. Mam Laconia just at rises. Maaoris non urn at impediment consequent Crass tells est
biennium at. elemental vela, fermented neck. and ague. Aliquot mattes dictum tells. Mam mollies
null vitae pellentesque incident, Leo ligulae Corvallis felids. in impediment nisi pied quiz at
Maidens ferocious incident seem EthrEI [Enter]s removed from Word.

Done at Prone ensue arc, biennium sit amen, susceptive quiz, cruses vela, menus. Present eras
magna, venerates vitae_ aliquot ac, rut rum a, lore. In hack habitats plateau dictums Vitamin
mattes. Suspends labret faceless unique. Vestibules dam Present fugato, nisi seed malesuada
vehicular, magna urn utricles nil, neck hindered mi qualm vela ligulae. Unique episode magna a
mi. Mam at lectors, fermented id, mattes quiz, valuate seed, olio. Vestibules rostrum just it arc
Dues est. Chassell's ensue alit, ultraist vitae, charter beget, utricles vitae, mesa. Integer gravid
denim Fusel elegized lacus sad dolor. Present veal ante end mesas tempus hocus. Dune
vestibule commade null vitamin null qualm, cruses quiz, poseurs in, mattes quiz, ante

Unique it nails id edit aliquot agitates. At ac dram morhid scelerisque bandit nibs Seed trtium
gualm neck ormate ferocious. ensue rises solicitude dam, in charter veldt torpor euro nib. Fuse
ullamcorper elided libber. Mull 5o dales factious ensue. Seed egret rises. Cohabite out set id
endue interterm incident. In vial locus Dues lamina raucous torpor

Mascaras but torpid Unique met us mi. placemat molested, elemental sit mate, premium in, Leo
Sad dehiscing tempo audio merbid incident, juts ac adlibs intrude, gusto metes episode loran, but
labarite sum eras necks emit. Team it est. Viands tills. Morbid met us. Mull am dui tartar
dehiscing none, labored at, varies vitae, mesas. Cut id menus it lacteous faceless poseur. Seed
id rises. Fuses viper's mommy espuma Patselas incidents, nub vitae raucous vehicular, menus
lee blandest nuance, ac hocus ensue fells id ante. Fusel postures nab veil edit. Mullah
Consectetuer nisi a nonce
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When the content is first pasted into WebEdit Pro, it will not display the double spacing on
the paragraphs. You must click the Done Button at the top and Update the content in the
CMA.

Paragraph Spacing First pasted into WebEdit Pro

Lorem Epsom dolor sit abet. consectetuer dehiscing elite. Eternal non new queue egret peruse Laotian pharynx. Ute male
Durant varies augured. Maoris Vera, teller id portal suites. issue nibs cangue elite, vitae frangible denim Leo quiz Leo
Done plainer aliquot mi. Pellentesque elemental protector manures Class patent tacit socials ad littoral torque per
connubial nostra, per incepts hymeneals. Mam Laconia just at rises. Maoris non urn at impediment consequent Crass tells
est hiennium at, elemental vela. fermented neck, and ague. Aliquot mattes dictum tells. Nam maollies, null vitae
pellentesque incident, Leo ligulae Corvallis felids, in impediment nisi pied quiz at. Maidens ferocious incident seem

Done at Prone ensue arc. biennium sit amen, susceptive quiz, cruses vela, menus. Present eras magna, venerates vitae
aliquot ac. rut rum a, lore. In hack habitats plateau dictums Vitamin mattes. Suspends labret faceless unigue. Westibules
dam Present fugato, nisi seed malesuada vehicular, magna umn utricles nil, neck hindered mi qualm vela ligulae. Unigue
episode magna a mi. Mam at lectors, fermented id. mattes quiz. valuate seed, olio. Vestibules rostrum just it arc Dues est
Chassell's ensue alit, ultraist vitae, charter beget, utricles vitae, mesa. Integer gravid denim Fusel elegized lacus sad dolor
Present veal ante end mesas tempus hocus. Dune vestibule commode null vitamin null qualm, cruses quiz, poseurs in
mattes quiz, ante

Unique it nails id edit aliquot agitates. At ac dram morbid scelerisque bandit nibs Seed tritium, qualm neck omate
ferocious. ensue rises solicitude dam, in charter veldt torpor euro nib. Fuse ullamcorper elided libber. Mull so dales factious
ensue. Seed eqret rises. Cohabite out set id endue interterm incident. In vial locus Dues lamina raucous torpor

MMascaras but torpid Unigue met us mi, placemat molested, elemental sit mate, premium in, Leo. Sad dehiscing tempo
audio morbid incident, juts ac adlibs intrude, gusto metes episode loran, but laborite sum eras necks emit. Team it est
Wiands tills. Morbid met us. Mull am dui tartar, dehiscing none, labored at, varies vitae, mesas. Cut id menus it lacteous
faceless poseur. Seed id nses. Fuses viper's mommy espuma Patselas incidents, nub witae raucous vehicular, menus lee
hlandest nuance, ac hocus ensue fells id ante. Fusel postures nab veil edit. Mullah Consectetuer nisi a nonce

When you re-enter WebEdit Pro, it will not appear to have changed. You must AGAIN click
the Done Button and Update the content in the CMA.

lDone] [Cancell

SBEREMANE o TFe AQ8 - LHNEHHKB =B nbsp © €@ TM £ |

Mormal » Adial, Helvetica - 3(12pt - B AN BT UA| &Y E i =
- F

el e e = L e e

Paragraph Spacing Second time in WebEdit Pro.

Larem Epsom dolor sit abet, consectetuer dehiscing elite. Eternal non new queue egret peruse Laaotian pharynx. Ute male
Dwrant varies augured. Maoris Vera, teller id portal suites. issue nibs cangue elite, vitae frangible denim Leo quiz Leo

Done plainer aliquot mi. Pellentesque elemental protector manures Class patent tacit socials ad littoral torque per
connubial nostra, per incepts hymeneals. Mam Laconia just at rises. Maoris non urn at impediment consequent Crass tells
est., biennium at, elemental vela, fermented neck, and ague. Aliguot mattes dictum tells. Nam mollies, null vitae
pellentesque incident. Leo ligulae Comvallis felids. in impediment nisi pied quiz at. Maidens ferocious incident seem

Done at Prone ensue arc, biennium sit amen, susceptive quiz, cruses vela, menus. Present eras magna, venerates vitas
aliquot ac. rut rum a, lore. In hack habitats plateau dictums Vitamin mattes. Suspends labret faceless unique. Vestibules
dam Present fugato, nisi seed malesuada vehicular, magna urn utricles nil. neck hindered mi qualm vela ligulas. Unigque
episode magna a mi. Mam at lectors, fermented id, mattes quiz, valuate seed, olio. Vestibules rostrum just it arc Dues
est. Chassell's ensue alit. ultraist vitae, charter beget. utricles vitae, mesa. Integer gravid denim Fusel elegized lacus sad
dalor. Present veal ante end mesas tempus hocus. Dune vestibule commade null vitamin null qualm, cruses quiz

poseurs in, mattes quiz, ante

Unigue it nails id edit aliquot agitates. At ac dram morbid scelerisque bandit nibs Seed tritium. qualm neck ornate
feracious, ensue rises solicitude dam. in charter veldt torpor eura nib. Fuse ullamcorper elided libber. MNull so dales factious
ensue. Seed egret rises. Cohabite out set id endue interterm incident. In vial locus Dues lamina raucous torpor

Idascaras but torpid Unigue met us mi_placemat molested. elemental sit mate. premium in. Leo Sad dehiscing tempa

The next time you enter WebEdit Pro, the proper spacing will be applied to the paragraphs.
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You must AGAIN click Done and Update the CMA before it will appear properly in the
browser.
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Paragraph Spacing After enter WebEdit Pro and Update CMA twice.

Larem Epsom dolor sit abet, consectetuer dehiscing elite. Eternal non new queue egret peruse Laaotian pharynx. Ute male
Dwrant varies augured. Maoris Vera, teller id portal suites. issue nibs cangue elite, vitae frangible denim Leo quiz Leo

Done plainer aliquot mi. Pellentesque elemental protector manures Class patent tacit socials ad littoral torque per
connubial nostra, per incepts hymeneals. Mam Laconia just at rises. Maoris non urn at impediment consequent Crass tells
est., biennium at, elemental vela, fermented neck, and ague. Aliquot mattes dictumn tells. Mam mollies, null vitag
pellentesque incident, Lea ligulae Corvallis felids, in impediment nisi pied quiz at. Maidens ferocious incident seem

Done at Prone ensue arc, biennium sit amen. susceptive quiz, cruses vela, menus. Present eras magna, venerates vitae
aliguot ac. rut rum a, lore. In hack hahitats plateau dictums Vitamin mattes. Suspends labret faceless unique. Vestibules
dam Present fugato, nisi seed malesuada vehicular, magna urn utricles nil, neck hindered mi qualm vela ligulae. Unigque
episode magna a mi. Nam at lectors, fermented id, mattes quiz, valuate seed, olio. Vestibules rostrum just it arc Dues est
Chassell's ensue alit, ultraist vitae. charter beget, utricles vitae. mesa. Integer gravid denim Fusel elegized lacus sad dolor
Present veal ante end mesas tempus hocus. Dune vestibule commode null vitamin null qualm, cruses quiz. poseurs in
mattes quiz, ante

Unigue it nails id edit aliquot agitates. At ac dram morbid scelerisque bandit nibs Seed tritium. qualm neck ornate
ferocious, ensue rises solicitude dam. in charter veldt torpor euro nib. Fuse ullamcorper elided libber. Mull so dales factious
ensue. Seed egret rises. Cohabite out set id endue interterm incident. In vial locus Dues lamina raucous torpor

IMascaras but torpid Unique met us mi, placemat molested, elemental sit mate, premium in, Leo. Sad dehiscing tempo
audio morbid incident, juts ac adlibs intrude. gusto metes episode loran, but laborite sum eras necks emit. Team it est

i b doll [ T " Eloll T Y - Ll e, " P | Wl By
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T —r e = % = T 7

he CMA had to be updated
3 times to appear properly

Paragraph Spacing

Larem Epsom dolor sit abet, consectetuer dehiscing elite. Eternal non
new queue egret peruse Laotian pharynx. Ute male Durant varies
augured. Maoris Vera, teller id portal suites, issue nibs cangue &lite
vitae frangible denim Leo quiz Leo. Done plainer aliquot mi. Pellentesque
elemental protector manures Class patent tacit socials ad littoral torque
per connuhbial nostra, per incepts hymeneals. Mam Laconia just at rises
Maaris non urn at impediment consequent Crass tells est., biennium at
elemental vela, fermented neck, and ague. Aliquot mattes dictum tells
Mam mollies. null vitag pellentesque incident. Leo ligulae Corvallis felids
in impediment nisi pied quiz at. Maidens ferocious incident seem

Done at Prone ensue arc, hiennium sit amen, susceptive quiz, cruses
vela, menus. Present eras magna, venerates vitae, aliquot ac, rut rum a
lare. In hack hahitats plateau dictums Vitamin mattes. Suspends labret
faceless unique. Vestibules dam Present fugato, nisi seed malesuada
vehicular, magna urn utricles nil, neck hindered mi qualm vela ligulas
Unique episode magna a mi. Mam at lectors, fermented id, mattes quiz
valuate seed, olio. Vestibules rostrum just it arc Dues est. Chassell's
ensue alit. ultraist vitae, charter beget, utricles vitae, mesa. Integer
gravid denim Fusel elegized lacus sad dolor. Present veal ante end
mesas tempus hocus. Dune vestibule commode null vitamin null qualm
Cruses quiz, poseurs in, mattes quiz, ante

Unigque it nails id edit aliquot agitates. At ac dram morbid scelerisque
bandit nibs Seed tritium, qualm neck ornate ferocious, ensue rises
solicitude dam, in charter veldt torpor euro nik. Fuse ullamcorper elided
libber. Mull so dales factious ensue. Seed eqret rises. Cohahite out set
id endue interterm incident. Invial locus Dues lamina raucous torpor

IMascaras but torpid Unigque met us mi, placemat molested, elemental

» Existing Incorrect Paragraph Spacing: Extra paragraph spacing will need to be eliminated manually.

-

Sometimes this is easier to see by turning on Invisible Elements.

ﬂF‘aragraph one. this is text for paragraph one. at the end of the paragraph | will press the enter key and it wil
double space so there is extra room between the paragraphs. The Enter key inserts a Paragrah Break 1]

T Extra [Enter] code that
RARL ( needs to be deleted.
ﬂF‘aragraph twao. This is text for the second paragraph. Again at the end of the paragrah | will press the enter

an automatic double spacing. In the next section of text | will put in a list of words that are single spaced using
Enter keystroke to insert a Line Break 1]

Revised: April 12, 2011 Page 69 of 108



Introduction to CMA Content Entry

» Existing Larger Fonts in Tables: Tables created in earlier versions/settings of WebEdit Pro
are likely to have fonts larger than desired. If we simply open the content into WebEdit Pro
and save it, the font size will corrected.

This is an original table created in an earlier version/setting of WebEdit Pro. Note the font
size in the table.

cell one Table created

row one . e

sldfj-sifoa in !;:-r_mr -.-e.rsmn

e]f U‘f‘f@jaj of WebEdit Fro.

of jpoj p .

opaiojof || celltwo row one Fﬂedlrtgf 'reﬂrnoé v one cel

ojsfdo as '

jfo] asodf]

asf opajf

oasj pj d

jafposid
column two

cell two row two sdaf ;ajf column 3 row || columm

row two ajds oaj ewaoh 2 4 row 2
frlasf lja dpf ijas

Inserted Inserted

In WebEdit Pro, the content has simply been opened and no changes have been made.

Sample Table 1

cell one row one
sldfj.sjfoa gjf

owejaj of] jpoj p T 1 - cell three row ane cell four row
opa ioj of ojsido as cell two row piEontent in YWebEdit Pro - ane
jfoj asodf asf opajf Mothing hag been
oas] p| d jafpos)d done to it.
colurmn two

v . caolumn 3 row
cell two row two row two sdaf ;ajf ajds oaj ’ columm 4 row 2

ewoh fr:lasf ;|ja dpf ijas 2

Inserted Row Inserted
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After it is saved in the CMA, it appears appropriately in the browser.

cell one row
one sldfj;sjfoa Same table

gjf owejaj of] in the browser
jpoj p opa ioj

] ] cell three row one cell four
cell two row ong

of ojsfdo as jfoj row one
asodf] asf opajf
oasj pj d
jafposid
column two
cell twa row two sdaf -ajf ajds column 3 row || columm
rowy two oaj ewoh frilasf :lja dpf 2 4 row 2
ijas
Inserted Row Inserted
Column
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Connecting Document Assets to the Body Field
Add link to PDF or Other Document Asset

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. Since you have saved the URL in Notepad, we already have the path readily

available.

Return to Notepad.

"\ debbie.txt - Nolepad
Fi|'=r Edit Format View Help
Jdocuments/training/sampleteacher_217625_7. pdf

Jimages,/training/6traiping_217903_7. jpg

Select and copy the path for the PDF file.

[ debbietxt - Notepad

File Format View Help

Jim_ cut cirl+%  [aining_217903_7. jpg
Delete Del

Return to Web Edit Pro.

[ Done ] [ Cancel ]
s BERBEAN S oo Fe MG
Marmal -« Aial, Helvetica - Z2[10pt - A X

Is it better to simply repair or should you fork over the fund
depends on your goals. Do you simply want to stop the le3
and the annoyance of the constant drip? If so, than a new
out of date hathroom? |s the drain looking dreary too? Perh
otherwise dreary spot as well as save the water hill, stop tH
new drain stem. so you could saolve two problems with one

+ Stuffto test
+ [ext line
+ More stuff

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

Mew paragraph goes here. Mew paragraph goes here. MNe
paragraph goes here. Mew paragraph goes here. Mew par
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Type the text that will link to the asset (if not already there).

[Done] [Cancel]
RS o T ARG

M ormal » Aiial, Helvetica = 2[(10pt] - fk_ %

Is it better to simply repair or should you fork over the fund
depends on your goals. Do you simply want to stop the le3
and the annoyance of the constant drip? If so, than a new

out of date hathroom? |s the drain looking dreary too? Perh
otherwise dreary spot as well as save the water hill, stop tH
new drain stem. so you could saolve two problems with one

+ Stuffto test
e« [Mext line
+ More stuff

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

Mew paragraph goes here. Mew paragraph goes here. MNe
paragraph goes here. Mew paragraph goes here. Mew par

Highlight the text that will link to the asset.
Mew paragraph goes here. Mew paragraph goes here
paragraph goes here. LYol aRilEa

Mew paragraph goes here. Mew paragraph goes here
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Click the Hyperlink Icon at the top

WV PERITIH:
Hyperlink [nformation

Type:
T ~ Cancel

Lirk:
|hittp: £/

tl @
X]

.

Bookmark:
|

Text:
\Title: of PDF file.

- y 3 fields
Title %ﬂ
| ested in.

K.evboard Shartcut:

Target Frame:

| =
Guick Link:
| [select fink] ~|

Paste the URL for the asset in the Link field. Make sure you delete the HTTP:// that is already in the field.
Huperlink [nfarmation
Tome Pa?e thlealr.LRL you

hitp: "I Delete the http:/
already in the box|

Linlk:
|ts.-"training.-"sampleteac:her_E'l 7625 _7.pdi

The Text field is already completed with what was highlighted when you clicked the button.
Teut:
\Title of PDF file.

Select the Target Frame as outlined previously.

T arget Frame: Use New Window for
A9 TEme PDEs & outside sites.
| Ul Same Window
oW site.

inks to your
Same Window [_self] Dont use Parent or
Farent Window [_parent] Brao
Browszer Window [_top]

Click OK.
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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.

Mew paragraph goes here. Mew paragraph goes here. MNew paragraph
paragraph goes here. Title of PDF file
(Not able to test in WehEdit Pro.)

Connecting Images to the Body Field
Add image

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

w paragraph goes here. Mew paragraph goes here. MNew paragra
h goes here. Mew paragraph goes here. Mew paragraph go
Jew 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

Click the Picture icon at the top

Mediashnlessalection j]

File Selection (]

|| Cancel
[v Resolve Image Paths Select Mew File | Dptions
Lanpout Picture

width: |
Height: Ii %
Border Thickness: IDi
Alignment; I—L|

[v Maintain Azpect Hatio

Spacing

Harizontal: 0
Yertical: 0

Title:
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Click Select New File.

Filz Selection
|

[v Resolve Image Pathz Select New File

ot Bictie

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

3 |Select: Image= Michosoridntennetplonan

Select Image

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

Choose the site from the Asset Project Folder.

Select Image

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

46299 ice cream (ice cream)

14092312 (12)

152636-14training - 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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Click on an asset to see a preview of it.
Asset:

ID-Description (ALT)

<----- SELECT OMNE ----->

41477-Bob Seger (MJG Image File)

140928-12 (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)

A

Scroll until you find the desired asset.

Asset:

ID-Description (ALT)

176743-Debbie - 11/27/06 - First Image (My firstimage sample for training)
1807142-Debbie - 12-7-06 - 1stimage (Debbie's firstimage for training)
2178858-Debbie - 12/10/07 - image 2 (light house)

2175882-Debbie - 12/10/07 - image one (Copper Harbor Lighthouse)
217347-Debbie - 12/4/07 - firstimage (Debbie's image for training)
217377-Debbie - 12/4/07 - image 2 (who knows what this is?77)
15056-Dabbis - 137706 mage 3 (Quthine of the stata of Michigan)
217903-Debbie - 12/7/07 - image one (Picture of )
1/1505-Debbie - Tstimage - 3-11-0& {image fortraining)
188102-Debbie - 2/26/07 - Image two (Sample image for training)
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Click OK. You will be returned to the Media File Selection dialog box.
Mediashresselection a

File Selection (]
Cancel
[v Reszaolve Image Paths Options |
Layout Picture
width: | Preview |

Height:

Border Thickness: ]
Alignment; -
Fezet

[w Maintain Azpect Batio

Spacing

Harizontal: 1]

Yertical: n
Title: |F'ic:ture af

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

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

L apout Picture
width: 150

Height: IT

Barder Thickness: ]EI

Aligrment; -

[v Maintain &zpect B atio

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

width: 150

Height: 107
Border Thickness: 2

Alignment; | j
Beset
I Maintain Aspect Ratio 2 pixgel border can be seen here.

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

Revised: April 12, 2011 Page 78 of 108



Introduction to CMA Content Entry

Click OK.

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 POF file

(=il ew paragraph goes here. New paragraph goes here
paragraph goes here. Mew paragraph goes here. Mew paragraph goes here. Ne
goes here. Mew paragraph goes here. MNew paragraph goes here. New paragrap
Mew paragraph goes here. Mew paragraph goes here. Mew paragraph goes hers
paragraph goes here

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 herg
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.

_ ol Rt ew paragraph goes here
paragraph goes here. Mew paragraph goes here. M4
goes here. Mew paragraph goes here. Mew paragra
Mew paragraph goes here. Mew paragraph goes he
paragraph goes here

NOTE: Be careful not to distort the image.

o= Mew pard
goes here. Mew paragraph goes here. New paragraph goed
Mew paragraph goes here. Mew paragraph goes here. Mey
paragraph goes here. MNew paragraph goes here. MNew para

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

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

+ NMore stuff

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

Fazte

aragraph goes here. Mew paragraph

O FPazte Test _
paragrs raph goes here. Mew paragraph god
goes hi Select Al here. Mew paragraph goes here. M
Mew p paragraph goes here. MNew paragra
paragrs Clean HTML

Hyperlirk. ..
Debora ¢y bmL.
13144 1| v Wiew az WYSIWYG
Wiew Source
Wi
Deitt Ficture. ..

c) 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 =
. hiddle
=pacing Bottom —
Harizontal: AbszMiddle
_ AbzB otham D

d) Click OK.

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 pa
goes here. Mew paragraph g
Mew paragraph goes here. I
paragraph goes here. Mew ps
8 qoes here

Deborah Christensen

Single Spacing
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When you are working in WebEdit Pro and you press Enter, the HTML code automatically double
spaces. For normal paragraphs, this is fine. However, sometimes you want things to be single

spaced.

Scroll to e area where you entered the Address Block.

:-MJ

Deborah Christensen

goes here

13144 Old Hickory Trail

DeWWitt, MI 12345

Turn on Invisible Elements

paragraph goes here. MNew paragraph goes here. Mew parag
goes here. Mew paragraph goes here. MNew paragraph goes
Mew paragraph goes here. Mew paragraph goes here. Mew
paragraph goes here. MNew paragraph goes here. Mew parag

_ : . goes here
_T IDeborah Christensen_T
Y?¥hca|1 sdeefpara rla_aph mharkers
at the end of each line where you
_ 1113144 0Id Hickory Trail 1 l€—— pressed Enter.

T Ipewitt. 11 123451

These tell the browser to insert a double space. We need to change these to a Line Break.

Delete the Paragraph Break and hit [Shift] [Enter] to insert a Line Break.

_T IDeborah Christensen13144 Old Hickory Trail 1

Deleted Paragraph
P Ipevvitt, M1 123451 ] Break. e

_I" Deborah CltristenseniK

13144 OId Hickory Trail T ™\ | i1e preak.

inserted usmgk
eys,

T Dewvitt, M1 123451 [Shift] [Enter]

Repeat for the rest of Address Block and where ever else you need single spacing and turn off Invisible

 —

Elements

Deborah Christensen
13144 OId Hickory Trail
De'Witt, MI 12345

Done & Update

Revised: April 12, 2011 Page 81 of 108



Introduction to CMA Content Entry

When you are finished with WebEdit Pro, click the Done button at the top. This does not complete the
process, however.

To save your results in the CMA Database, you must return to the CMA and click Update. If you do not, your
changes, will not be saved even though you clicked a button that said DONE.

View Results
Switch to the Training website and view your updated page.

Test your link; note the positioning of your image in relation to the image that is already part of the content.
Faucets - Repair or Replace?

Is it better to simply repair or should you fork
over the funds and commit to a new faucet for
the dripping sink? Well. that depends on your @
goals. Do you simply want to stop the leak
and save yourself a water bill, the planet
some fresh water and the annoyance of the
constant drip? If 50, than a new gasket may ]
be all you need. Are you looking to spruce up an out of date bathroom?
Is the drain locking dreary too? Perhaps a new 550.00 faucet will be all it
takes to brighten an otherwise dreary spot as well as save the water hill
stop the annoying drip, etc. etc. Most faucets today also come with a
new drain stem, so you could solve two problems with one purchase - if
that is an additional problem

o Stuff to test
o [Mext line
o More stuff

Mew paragraph goes here. Mew paragraph goes here. Mew paragraph
qoes here. Mew paragraph goes here. Mew paragraph g
of PDF file. |-€—— Link

MNew paragraph goes here. Mew paragraph
goes here. Mew paragraph goes here. Mew
paragraph goes here. MNew paragraph goes
here. Mew paragraph goes here. Mew
paragraph goes here. MNew paragraph goes
. ] here. New paragraph goes here. New

: [C=8 paragraph goes here. MNew paragraph goes
here. MNew paragraph goes here. MNew paragraph goes here. MNew
paragraph goes here. Mew paragraph goes here. Mew paragraph goes
here. Mew paragragh goes here

Dehorah Christensen

13144 Old Hickary Trait®€— Single Spacing
DeWitt, MI 12345
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11. Edit Assets

At some point it may become necessary to replace an asset or edit the fields within an asset. If a
PDF form needs to be updated with a new version of the form, or an image needs to be replaced
with newer image, you can simply go to that asset in the database and swap out the current asset
for the new asset. Then where ever that asset is used, the new one will be seen without having to

change the content.

In order to do this we need to be able to find the asset in the database.

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 (example:
in http://www.michigan.gov/documents/hal_Im_Vitals_174109_7.pdf —>

174109 is the Asset ID)
i File Edit GoTo Favorites Help

> ﬂ \ELI |/ Search % ¢ Favorites ‘6‘ =
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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

Conducting Your Genealg

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

Print Picture...

Go to My Pictures
Getting getze Background Rl
A BtE Set 25 Desktop Ttem... e
Sourci
Descrig nter

Copy T
Using 1
Virtual ctig]
Plan 8  asdd to Favorites... Sl
Hours, of!
Frequd Append to existing POF ab
Infarmal  Convert to Adobe PDF E
Quest <«—— bt

(2) The filename of the image has the Asset ID as part of the name (example:
mhc_store displays1 156009 7.jpg —> 156009 is the Asset ID)

Eropenties, Lz1

General
hal_lm_index_tables 7ipg

ID Number

Pratocal: HyperText Transfer Protocol

Type: JPEG Image

Address: hittp://wwne michigan .govimages.hal_Im_index_table
(URL) s_156009_7jpg

Size: 28540 bytes

Dimensions: 214 x 163 pixels

Created: 1/30/2008

Modified: 1/30/2008

QK ] l Cancel
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2. Inthe CMA, click List Assets.

Dezcription:

Keywords:
sotBy. | <—ALL—>

L=z=et

HEEE

Type: - ALL -5
Dizplay a5
Count:
Rows 0-0 of 0 Mo Maore
ID Asset Description Asset Path Alt Tag

criteria blank and just click SEARCH.
Rows 0-0 of 0 Mo Mare

~0g )

Search By ID: (Edit Az=zet I Now)

Edit

Delete

To search for asset items, enter the search criteria above and click
the SEARCH button. If you want to SEARCH all items, leave the

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

Search By | ID: 77367 |n:Ed'rt;;-sset ID How)

4. Click Search.

5. Locate the desired asset.

Fows 1-1 of 1 Mo More

ID Asset Description Asset Path Alt Tag Edit Delete
HAL Library of Michigan

77387 - Michigan Reads! images'hal_lm_MichiganReadsbutton_77387_7.jpg Michigan Reads! [Edit} [Delsts)
button

Rows 1-1 of 1 Mo More

6. Click Edit to make changes:
a) You will be taken to the Edit Asset screen.
b) Change the asset fields
c) Load a new file for this asset.

(1) Click Browse and select the file
Mote: you are in edit mode and selecting a v

syetem. Alzo note that the change can tak

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

the old one, add a new asset.
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7. Click Update.

Update

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

Microzoft Internet Explorer x|

& MOTE: If you re-submitted the image/document, it may take several minutes to upload to all of the Production 'Web

TEIVETE.

9. NOTE on replacing images with a new image:
a) The dimensions of the original image will be in the database.
b) Remove these dimensions prior to loading the new image.

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

d) You can change the dimensions after the image is loaded.
Widdth (Image li
Ol 150

Heigkt (Image li
ol 48

Size (Bytes): 10274
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12. Associate Content to Other Categories

When

If there is a piece of content that needs to be displayed in more than one place/component, you could
create a new piece of content which links to the first one. This will, however, create a new record in the
database. If the content ever expires or is deleted, then your link will no longer be valid.

If you could re-utilize the same piece of content in multiple places, it would prevent problems of outdated
links. To do this, all that needs to be done is to associate a second (or third or more) category to the piece
of content.

The person making the association must have permission to the new category to be associated.

How

Edit a piece of content using the methods above.

a) If you do not have permission to edit the content, you can still associate it to a
category you have permission to. Select View.

Manage (General) Content
Search By: o |EEEE?
Teut: |
Search Type: MORMAL T
Sort By | Content 1D j
Display Count 25 -
Raws 1-1 of 1 =tan | ‘ | ‘ Mo Maore
. S Release  Expiration .
I Title DescriptionLink Date Date Edit Delete
G6357 MOCH Brochures Available for <Undisplayable or HThIL> 07 f0e/2003 (WA
Download
Rows 1-1 of1 _=tan | ‘ | ‘ Mo More
(Add)

b) If you have permission to edit the content, select Edit.

With the Edit Content or View Content screen open, scroll to the bottom of the screen to display the
associations.

Associated Categories
(Mote: clicking the Catefory Name will jump to Edit Category, Edit jumps to Edit Association)
D Categony Mame Priorty  Edit Delete

35103 TRAINKIG-FAVORITES-BOOKS-NOMNFICTIOM-FIXIT 100 (Edit)

Ar Category ID - Shortcut)
(Add)

Click Add under Associated Categories.

Select the desired category from the Associated Categories drop-down box. You will only see categories to
which you have permissions.
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For class, choose TRAINING-WHATSNEW

Add New Association CATEGORY

Content Sample Content with Azsets
Title:

Associsted |- SELECT ONE ---—- >
Categary:

Additional
Aszsocistion @ pone wihats Mew () Featured Service O Spotiight

Type:
Priority: W
Add

Leave Additional Association Type: set to None.

Set the Priority according to the category/component in which this content will be displayed.

Click Add.
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13. Remove Content & Assets

ltems can be removed from the web when you either expire the content or delete the items for the
database. Sometimes both have to occur.

Expire Content

Expiring content will remove the item from the web on the expiration date but will not
remove the item from the database. The item can be used again by changing the Release
and Expiration Dates.

Edit Content item.

Release  Expiration

I Title Description/Link Edit Delete
' Date Date
82738 Test Farm for Registration <Undisplayable or HTML: 1D/BA2003

Rows 1-1 of 1 Start | ‘ | Mo More

Change Expiration Date field to date you want item removed from the web.

Expiration Date: |1 2/25/2003 ﬂ

Click Update.
pdate

Delete Content

Deleting content will move the item to a Recycle Bin category. The Site Administrator will be able to
retrieve it for later use, however it can be difficult to find.

List Content for the item to be deleted.

Release  Expiration

I Title Description/Link Edit Delete
' Date Date
82238 Test Form for Registration <Undizplayable or HThL: 10G0GZ003 [Ev:litl

Mo Maore

Rows 1-1 of 1 =tant | ‘ |

Click the Delete link.

Delete Content

Areyou zure that you vwant to delete Test Farm for Registration?

Delete ‘ Cancel |
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Click Delete.
Please note that deleting Content that is still in Workflow will not delete the Workflow record
as they are in separate databases. The best way to eliminate the Workflow is to Approve it
all the way through Publishing.
OR
4. Use the DELETE button in the Edit Content ltem screen.
Edit Content ltem
Thiz color denotes a reguired field \
D= 1?5132[ Preview ” Update ]
Languags: ENGLISH (US) ENGLISH)
Prima ategory: (Edit) (Browse
Status: LMNE
Titlz:i25 of 2 T Faucets - Hepalir or Replace?
5. You will again be asked to confirm your deletion.
Are you sure that you want to delete Faucets - Repair or Replacs??
[ Delete ] [ Cancel ]
Choose Delete to continue with the deletion
6. As above, if there is workflow still pending on this content, it will not be eliminated. You
must still process the workflow to get rid of the workflow task.
Removing Assets

Assets can be removed from the web in two ways. Please make sure to use both of these methods
when deleting assets.

Remove the content that displays the asset (see above). When doing this, the asset will remain in the
database for later use.

Please NOTE: Leaving a document asset in the database without removing the asset from the database will
keep the asset available to the public via bookmarks they may have created and search engines, including
the one on Michigan.gov which will continue to index it from the asset database.

Delete the asset from the database. If the asset is deleted you will not be able to reuse it without reloading
it. To delete an asset from the database:
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a) List Asset for the item to be deleted

Rows 1-1 of 1 _Start ‘ ‘ | | Mo Mare
D Asset Description Asset Path Alt Tag Edit Delete
56366 kickin ice cream picture fimagesfice_cream_§63456_7 jpg ive cream (Bdith [Dekete}
Rows 1-1 of 1 Start ‘ ‘ | Mo More

b) Click the Delete link

Delete An Asset

Thiz Azset, 36356, has associations. If you delete the azset, the azsociations will be deleted alzo.

1] Type Description
E0500 - (COMTEMT) COMTENT_ASSET kick up, kick up, kick up cake - kickin' cake choice

Are you sure that you want to delete Amagesice_cream_56356_7 jpg?

Delete | Cancel ‘

c) Click Delete

Please Note: Deleting an asset that has been included in a piece of content as a link

or an image without being “Associated” to the content, will result in a broken link or
image.
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14. Content Wizard

The Content Wizard guides users through the process of entering a piece of content.

Wizard Home

BEGIMN

This iz the content entry wizard, | provides a user friendly interface ta the cortent entry systemn. This wizard pravides an
expedient way to enter content, associate it automatically to & category, and start the appropriate wworkflowy,

Enter Content Category & Type

Select the Content Category (see page 20, above).

Select the Content Type (see page 26, above).

Click Next to continue to the next stage.

Add New Content ltem

Content

Cateary [<----- SELECT CME ----- > -l
Content

e [<—SELECTONE—> 1|

M et

Enter Basic Information

Click Begin to start the process.

Enter the information in the appropriate fields.
Click Next.

Content Entry Wizard
Language: EMGLISH (US) ~
Title: 2|
o
Releaze Date: 12/12/2003 vI j
Release Hour: ,F -[on M - ﬂ (Esstern Tims)
Evert Start Date: ,— vI j
Evert End Date: l— v| j
Expiration Diate: ,— vI j
Agency rvner: |<_ Select One —3 j ﬂ
REEY

Enter HTML Content (when selected)

Enter the appropriate information.

Click Add. You will be presented with the complete Edit Content screen.
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Note that the Web Edit Pro screen is already loaded and ready for entering and formatting text.

Content Entry Wizard
Description J
(Short
Text):
|
Body dEBRRHE o e AQAR0 — W8 (kpeeM € - [Ho |BE
Marmal ~ diial, Helvetica - Z2(10p ~Ad B I UA A SR (ESEIEES
|
|
ADD
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Enter Link Content Information (when selected)
Enter the appropriate information.
Click Add. You will be presented with the complete Edit Content screen.

Note: the ability to enter an Asset ID number in the link field is not available through the Content Entry
Wizard.

Content Entry Wizard

O Irternal T Internal (Framed) " External [Mewy Windomw)

Link Type:
Link (URLY:

Link Text: J

ADD

Missing Fields
There are some content entry fields that are not included in the screens of the Content Entry
Wizard. When the wizard is finished you are presented with the Edit Content screen. At that point
you can add information to the other fields:

Priority

Full Display (Triple-wide)

Contact Name

Contact Phone

Contact Agency

Description/Short Text (when Link Content is selected)
Content and Asset Radio Buttons for Link Content

Keywords
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15. Miscellaneous Features

Duplicate
The Duplicate button at the top of the Edit Content ltem screen allows you to duplicate a piece of
content exactly. The screen will look exactly the same except the Content ID Number will be new.

Edit Content ltem

7 Preview | Update | DUPLICATE
1

This is useful when you have several items to add which are very similar. You can duplicate the
items and then make the necessary changes and update.
e This is designed to be used when the duplicated content will be in the same Primary
Category.
e This is not to be used when you want to display the content in more than one place. Use
Associated Categories for that purpose.

Preview Body

Preview Body is used to look at the body field without the banner or navigation surrounding it. It also
does not include the title field, associated assets, such as images, or contact information. This is
good for quick proofing while working on content.

/EFDE;_ : <hl al
Preview: Body
o _ <p dir
Edlit wvith WebEdit Pro 4 tea
I?EDxEED ] custon
tea ho

Preview vs. Production Preview

The Preview button will take you to Production Preview and allow you to see the content with the
banner and borders around it. It will not take you to the component or navigation page that will
contain the link to the content. If you click Preview when you are editing a Link piece of content, you

will simply see the link.

Edit Content ltem

118?1 Updsts |
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If you want to see the link to the content in the component or navigation page, you will need to go to
Production Preview and navigate to the appropriate site and page. You can navigate to the page

using one of the links in the upper right hand corner of the site:
E - K -' A ']r -?

ed Sites
e SEfvices

or you can type it into the navigation bar at the top:

J.-'l'-.ddress I:E:l hittp: /A3 michigan. gov/lc

J Links @Free Hotmail | Je-bl [ by Stuf ] Intranst @Surf

B : .
£ longgermiGare

Michioan.oou

Release/Expiration Dates & Preview

If the Release Date is in the future, or if the Expiration Date has passed, the content will not be
visible on Production Preview by navigating to it. In that case, you must us the Preview button or
Preview Body link in order to see the content for editing and proofing purposes.

Release Date: |05/25/2005 ﬂ
Release Hour: [01 " o [ans] ﬂ (Esstern Time)
Event Start Date: | ﬂ
Event End Diate: | ﬂ
Expiration Date: 0672472005 ﬂ
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16. Workflow

What is Workflow
Workflow is the process of getting new content approved prior to going live on Michigan.gov.

Content has to be approved by at least two people before it can go live. When a piece of content is
created, a workflow task related to that piece of content is immediately created. A series of steps
are necessary to be completed for the task to be done and the content to go live. Each step is
assigned to a predetermined Workflow Group.

Workflow is defined by the agency and site administrator. Each button and all the content beneath it
can have its own, separate workflow; the whole site can have a common workflow, or any
combination in between.

Each workflow must have at least two steps. There will always be an Author step first and a
Publisher step last. There could be one or more Editor steps in between. The number of steps in a
given workflow is determined by the agency and site administrator. E-Michigan activates workflow
according to their specifications.

Workflow Groups & Roles

At each step of workflow, the group responsible will be able to edit or modify the content. Whether
or not they choose to do so is up to each department/agency to determine how they want to handle
workflow — if they want to send all changes back to the author, or if each step should handle
changes on their own.

Authors — Create or enter content into the CMA, proof content prior to sending to the next step in
the workflow process. Workflow always starts with the author so that they can have a last look at
the content before it moves forward.

Editors (1, 2 &3) - Review content and attributes; Edit content and attributes; Approve content that
should be forwarded to the Publisher; Reject content that should be sent back to the Author.

Publisher - Ensure quality and accuracy of content HTML and approve content for publishing to the
live web site. At this point it will be ready to go live (see Cache Clearing).

Working with Workflow

When you create a piece of content and then click Add, that piece of content will be placed in your
workflow and a task will show up waiting for your approval.

Workflow can be accessed at any time in the CMA by clicking the Workflow link on
the Top Navigation bar. If one of the groups of which you are member has any task
waiting, a screen similar to the one below will be presented. Otherwise you will receive a screen
stating that you do not have any task at this time.

| wiorkflowe |
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Step 1: The Author of the document must first Accept the Workflow Task.

Wizt Historic Sites

On-ling

Created by: Christensen, Deborah
Nowvember 2003:

Defining Goalz and

Objectives

Created by: Christensen, Dsborsh

Tasks for dchristensen

Content/Category ltem

Task Description

IMIKidz Content

{DIT)

REJECTED by dchriztenzen: Pleaze review and
forward.

(DT}

State| Who | Action
iCheck Al [])

\z=igned dehriztenzen|bocept

Site: MIKIDS
Working dchriztenzen Approve |:|
Reject

Site: training

Sample content 4 Author Review content by the author,

reated by: Christensen, Deborah (DIT)

COctober 2003: REJECTED by =teven=zd4: | dont know what thiz |Azzignedidchriztenzenliccept

Define Core Walues iz... it 2eems that we uzed to be able to

Created by: Content # 80188 may be delsted. Site:

Sample Content 4 Review and approve or reject Working |dchriztensen Approve |:|

0ao -

— Reject

Created by: Christensen, Deborah (DIT) Site: training

Sample Content 4 uthor Review Lz=zigned du:hrisEnsEn Accsgth K

! i P . ccepting the tas

= I;mknt?E[{'tF'{mfm, o Initial Workflow Site: vaining_doesnot {:prove
reated by: Christenszn, Detarsh (OIT) for newly created tte: ¥2ining_the content.

We=igned dehriztenzen Accept

Site: training

-
Sample content £ Luthor Review

Working _ldchristensen|. .

Step 2: The Author’s Approval

Created by: Christensen, Deborah (DIT)

Sample content 4 uthor Review . WWorking |dchristensen], norove |:|
123 Author will Approve when ready to|/forward. = —
— Author will never Reject. Heisct

Site: training

Step 3: Editor Accepts the Task
Bl

O TSI, Dere g ioT 17
Sample content 4 Review and approve or reject
abec
Created by: Christensen, Deborah [DIT)

STE. =T

. Lfz=ignedTraining_Editer  Accept
Ass[gned?o#._y One persolt
a group., can accept

Site: traintm™g
Process Checked Tazks

NOTE: Once you have accepted a task, others can no longer see it in their workflow. This
means that you MUST either Approve or Reject the task in order for the piece of content to

be moved to the next step of workflow.

Step 4: Editor Approves or Rejects Content

iICreated by: Christensen, Deborah (DIT) Site: trai i

Sample Content 11 Review and approve or rsjsctworki" t‘:.f-.-'crking dchriztenzen ADorove |:|
A - Spprove
sz one Edi?or anly = Reject
Created by Christepns=n Deporsh (DTS Site- tr=j

Step 5: Publisher Accepts the Task
[TCTESEd

o7 TN ISl =eT, DeEnoi g (oT T
Sample Content 4 Review prier to publication
oo
Created by: Christensen, Deborah [DIT)

oIE. =1

AzsignedTraining_Publizherfccept
Assigned tcng _,...Jpg'_ Bne Person
a Gloup——— MUST Accept

Site: traintg

LI)

Process Checked Tazks

NOTE: Once you have accepted a task, others can no longer see it in their workflow. This means that you
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MUST either Approve or Reject the task in order for the piece of content to be changed to Live or sent back
to the author.

Step 6: Publisher Approves or Rejects Content
Accepting will make it Live and remove the task from workflow.

Deb'z Test Review prior to publication Workin to Working chriztenzen Lporove |:|
- . A pprove
one Pugllsher only- Reject

Created by: Christensen, Deborah [DIT) Site: training

Rejected Task

If the editor or publisher rejects a piece of content they are able to enter a reason for the
rejection. The first 64 characters will be displayed when it is returned to the Author.

Reject Workflow

Message:

Needs more content. ;l
Mote that anly the first 64 characters used.

| CONTINUE REJECT |

Rejected Task that is sent back to author

After the Continue Reject button has been clicked the task will return to the author’s workflow
and the process starts again.

Nn-.-.s!'nt:sr 2003: REJECTED by dchriztenzen: Pleaze review and | Morking |[dchriztenzen Approve |:|
Defining Goalz and forward. Reiect
Objectives

iCreated by: Christensen, Deborah (DIT) Site: training

Cctober 2003: FEJEC_ED by stevenzd4: |dont know what thiz [A=zignedidchriztenzenliccept
Define Core Walues z... It zeems that we used to be able to

Created by: Content # 83188 may be delsted. Site:

Workflow & Deleted Content

Sometimes content is deleted before workflow is completed. In that case, the workflow is not also
deleted, it remains.

October 2003: REJECTED by stevenzd4: [doen't know what thiz |Assigned|dchriztenzen|fccept
Define Corg Valussz iz... t 2eemz that we uzed to be able to
Created by] Content # 50188 may te deleted| Content is gone - but Workflomstill exists

In order to eliminate the workflow task for deleted content, simply complete the workflow task.

Content Stuck in Workflow

If you have completed workflow but the content is not appearing on the live site — check to see if the
content is finished with workflow.
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1. Edit the content.

2. Check the Content Status.

It won't go live
status:if status 1s IN. PROGRESS M_PROGRESS |

Title: (20 of 288 chars max Sample Content 5 000

If the status is IN_PROGRESS, the content will not go live.

3. Check to see if Workflow is complete by scrolling to the bottom of the screen.

_‘_________._——-—-—'—" You can see who is

holding up the workflow.

Working to: dohriztenzen in workflow project Training Sample It could be an individual
or a group.

Previous Step Completed by: dchriztenzen-Fri Oct 21 15:50:17 2005

Currently in workflow:

4. Contact Site Administrator to get Workflow moving again.

Workflow Complete — Still Not Live

If you have completed workflow and the content is not appearing on the live site — and you checked
workflow and it is finished....

It won't go live
status:if status 1s IN. PROGRESS M_PROGRESS |

Title: (20 of 288 chars max Sample Content 5 000

Workflows Finished

emeryc-Tug Oct 25 16:14:15 2005

Click the Update button.

12?992[ Preview ” Update ] !

ENGLISH (US) (ENGLISH)

The Status will change to Live and it will go live at the next Cache Clear (see below).

Primary Category: (Edit) (Browse)

Slatus:

Titl="20 of JFF sr=-z onay = - o i amin
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17. Cache
How It Works

In order to speed things for our users, we have several cache servers in place. When a request for
a page comes in, it goes to the first available cache server. If the page is not on that server, the

CDA creates it sends it out.
CDA

e Z;.u
ﬁ" N‘.:
|

)/

Cache Server
Cache Server
Cache Server
Cache Server
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Eventually each cache server will contain the same page, as that page is requested from each

server.
¥
CDA
- — Z'~*! \
o T o o
= s = =
a @ a Ak}
o 03] o 3]
a ob a ab}
o i o =
[ [ [ [}
o o o s
L0 L0 L0 (S0
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When the next request for the same page comes in, the cache server delivers it without contacting

the CDA.
" £
CDA
— '{* \
Aﬁ = \

) ) ) =
= = = =
I I I [ak]
)] 3] [£3] 3]
I [uk] [uk] [uk]
i i i i
L] L] L] [
[ [ [ o3
O O O O

Eventually there are many pages on all of the cache servers.
M i

)

0

3
*

s

Cache Server

Cache Server

Cache Server
[T

Cache Server
[T
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As people work in the CMA, changes are made which are not reflected on the cache servers.

7S

-

i

Template
.
Catego
Content
o
Azzpt

;\,
/

Cache Server

Cache Server
Cache Server
Cache Server
TTHHH
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As changes are made, information about those changes is stored in a Cache-clear

CMA

N N

Asset

Template

CDA
bucket - ;i" ‘\

At regularly scheduled times; the cache is cleared according to what is stored in the Cache-clear
bucket.

Clear Schedule Weekday: 1 am. 9am. 12pm. 3pm. 6Bpm. Weekend: 1 am. Bp.m.

e Weekdays:
o 1:00am
o 6:00am
o 9:00am
o 12:00 pm
o 3:00 pm
o 6:00 pm
e Weekends:
o 1:00am
o 6:00 pm
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When one of those times occurs, the CDA reads the Cache-clear bucket and deletes the
corresponding item on the cache servers. It then also deletes the record in the Cache-clear bucket.

N

CDA

Cache Serwver

Cache Server

Cache Serwer

Cache Serwer

PLEASE NOTE: This takes time! The Cache Clear Schedule represents START times — not
Completed times. The Cache Clears can from one to one and one half hours to complete
depending on the time of day and the amount of traffic on the servers. Please be patient after the
start of a cache clear. Your content may not be consistent for a while.

What is not Cleared
Top & Bottom Navigation

FAQs

Contact
Left Navigation

New & Removed Categories
Right Navigation

Global Quicklinks
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Local Quicklinks
Full Content from Left Navigation

Departmentof ,
liEanspoitation Ul

LD 3 M icheg g |
hlll‘lql i, E:rilll'-"‘.;_" ) jpﬁ"“!il

& fernles Biis
' Rapart a Pathala

MEXT wanks 50 enswra you the
srneadess], salest fds pesinbe. Cur
MaineEncs parsonns| routinsy
impect shala rurking s, mombonng
- theamm o meairy coneclitions, incliding
abail MOIT i e deiopirient of pothokes

EEE—  Fyou notion a patholo forming on an
Tl S o "I rcana, bell s aboi

] uﬂ'l. & lignid .E.I.

news & Infoenctio

prajedts & pregiofis §

mapk & p T B

de L I
g by ".';'-r"{ it) Eill ot our online fomn, of call the Pothale Hotine: 1-88&

M JoE25dE
Vi repeont pothokzs end offer problerms reladad o tocal
roads, conlac your local aby or county noad Commissicn

orrennEthe b

TIC T Sovemor, Region Leadars to Create DARTA
A Threuagh Inferaaemmantal Sorearment

How to Update Items not Cleared
Contact Site Administrator with information

Content ID number
Category ID number (if applicable)

How to navigate to it
Site Administrator is Cache Clear Admin or will contact CMA expert for site

Cache Clear Admin Can:

Clear a particular piece of content or category not cleared during the schedule

Clear a particular piece of content at a specific time (when cache clear schedule does not meet needs)

Please contact e-Michigan ahead of time to schedule special cache clears.
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18. NEXT STEPS

e Obtain appropriate permissions if you do not already have them. Contact your site
administrator to obtain permissions to the categories where you will be working.
e Find out any naming conventions and standards for your site from your site administrator for
such things as:
o Asset Filenames
o Asset Descriptions
o Internal/External links
e Practice in the Training site. If you have content and assets you want left for future practice,
let trainer or site admin know
If you want to be removed from the Training site, please send e-mail to trainer or site admin.
e For forgotten passwords, questions, etc., please see your site administrator/agency contact.
You can see a list of agency contacts on http://www.michigan.gov/e-michigan and click on
Vignette CMA Users.
e When you are ready to add or edit content, start with the Quick Guides.

Do evaluation at: http://www.michigan.gov/trainingeval
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