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Introduction to CMA Content Entry
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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  Therefore, aspects of the system are subject to change and this document may be out of date.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.
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.
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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 password, and verify the new password
· Click ‘Update’
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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, click on the “Forgot Your Password?” link.  Assigned User names cannot be changed without assistance from the CMA Experts.
The CMA Home Screen

Upon entering the CMA you will be presented with the following screen.
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There are 4 main parts to the screen: Top Navigation, Left Navigation, CMA News & Notes and Workflow Tasks.
1. Top Navigation
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EWD Home: Opens a new window with www.michigan.gov/e-michigan displayed.  This site provides CMA users with resources.

· 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.

· Click Production Preview to open that window
· 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.

2. 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.
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a) Content Wizard: Is a user-friendly way to enter new content into the CMA.  This feature is not used by E-Michigan at this time.
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.
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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.
b) Add Asset: 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
d) Image Previewer: Allows the user to preview images to see what is already in the database one site at a time
Note: See Advanced Assets document on the e-Michigan website.
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 the only option available to Content Entry people.  It is covered in the Intermediate class.
[image: image8.emf]


Logoff: Exits the system.
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3. CMA News & Notes

[image: image1.png]


[image: image242.wmf] 

[image: image243.png]


[image: image10.png]Welcome, Trainee.

CIT) @news & notes  tesssmssone ez

System Message: The Michigan.gov portal will be taken down for scheduled maintenance on
Sunday, September 25, from 8:30 a.m. to 9:30 a.m. Eastern Time.
During that time, Michigan.gov sites will not be available. We apologize for any
inconvenience.

Cache Clear Schedule Weskday: 1am. 9am 12pm 3pm 6pm Weskend Tam 6pm
‘Surfaid Reports





This section changes frequently.  Look here to get:

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

· Cache Clear Schedule & Link to SurfAid reports
4. Workflow Tasks
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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.
How Michigan.gov Works
Database
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:

· Content

· 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:

· Content

· Assets

· Categories
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All Content and Assets MUST be tied to at least one Category.  Everything in Michigan.gov revolves around Categories.
Categories & How They Work In a Site
There are four types of categories:
1. Site Category
Each site starts with a Site Category – in this case the category is – TRAINING
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2. Left Navigation Category
Every Button on the Left Navigation is a Category.  For example the Our Favorites button is the category – TRAINING-FAVORITES
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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.
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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
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3. 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-SELF-HELP
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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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.
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4. 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:
· Site Category – beginning of each site
· Navigation – only for left navigation

· Content – boxes on the page – most of your content will be entered into this kind of category
· Other – everything else – especially assets, quicklinks, top nav links, etc.

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.
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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.
1. Component
Features

a. Different shape boxes, different look to each box, different order & number of items in each box, different image above each box
b. Content entered into Component/Content category
c. Content ordered the way Site Admin decides (alpha, priority, release date)
d. Content limited to number of items Site Admin decides
e. Changes to order, number of content items done by Site Admin

Limitations

Each page layout has a fixed number of boxes in a fixed layout.

Types/Examples

a. Page Layouts With Single Wide Boxes

· Civil Service -> Employee Benefits -> Benefit Newsletters/Bulletins (below)
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· Corrections -> Prisons (shows double and single wide)
b. List w/More

· MDE Home Page
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c. Triple Wide or Double Wide Boxes

· MGCB -> Casinos (below is triple wide)
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2. Categorized
Features

a. Content entered into Content category
b. As many boxes as needed – new boxes are created when a new content sub-category is created
c. Can have drop-down box at top to navigate to a particular box
Limitations

a. Only double-wide boxes

b. All boxes look alike

c. Template/page layout determines ordering method – Content ordered either alpha or release date (depends on template)
· If ordered by release date, can set all release dates the same and use priority
Usually number of items in boxes is unlimited, but could be limited by Site Admin

· Types/Examples

a. Standard Sort – Release Date
· SOS -> Driver License & State ID -> Driver Education -> Info for Providers and Instructors
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b. Alpha Sort
· Michigan.gov -> Health & Services -> Provider Information
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c. Photo Gallery
· Treasury -> Inside Treasury -> Biographies (below)
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· DMVA ->Inside DMVA -> History -> Military Personalities


3. Full Content – Title, Body only

Features
a. Only one piece of content per left navigation
b. Can assign link content to left navigation
Limitations
a. Only one piece of content per left navigation
b. Content must have manual cache clear when updated
Types/Examples
a. Double Wide
· DMB -> Services & Facilities -> Mail & Delivery Services
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b. Triple Wide
· SOS -> Organ Donation
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The registry is confidential and can only be accessed by Gift of Life Michigan to assist hospitals in the recovery
Resident and transplantation of organs and tissue.






4. Specialized Templates – These are unique templates with unique features.
Features

The Theme template has a double wide Component box at the top then fills in below with left navigation sub categories.

Limitations

Templates/Page layouts in this group have a narrow purpose and therefore have little room for adjustment and options.
Types/Examples
a. Theme

· mdch -> Birth, Death, Marriage and Divorce Records
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b. Date Driven

· e-michigan -> Vignette CMA Users -> Training -> Training Schedule
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· DNR -> Forms, Publications & Maps -> Press Releases


c. Content Archive

· Year/Month – MDE -> State Board of Education -> Public Notices
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· Year/Quarter
· Alphabetically – miseniors->Topics of Interest
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d. FAQ
· Treasury FAQ
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Create HTML Content

Determine Where Your Content Will Go
In 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
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Create Content
· Return to the browser window with the CMA

· Under Content, click Add Content

[image: image34]
Category Group
This is a pre-selection of the Primary Category.  You will select the site-button combo that applies.
· Select TRAINING-FAVORITES
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It is important that the content be placed in the appropriate Primary Category (See page 22).
· Click Continue
The CMA will open the following screen for new content entry:
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Primary Category (required field)
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.

· Select TRAINING-FAVORITES-BOOKS-NONFICTION-FIXIT from the drop-down menu
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If an item is to be featured in a Spotlight, Featured Item, 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 when selecting the proper Primary Category.  The content can be associated to other categories later.
Title (required field)


The Title of the content is what will appear as the text of the link within the component/box.  Make the Title descriptive but appropriate in length to the component where it will display.
· Enter (Your Name) Faucets – Repair or Replace?
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There is a 255-character limit in the Title field.  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.  If you want to italic or bold part of the title you can add HTML code.  For italics use <i>(word(s) to be in italics)</i>.  For bold use <b>(word(s) to be bolded)</b>.
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.


The Title is used by search engines when comparing search parameters during a search.  The Title will be displayed in three places:


1. Text of the link within the component/box
[image: image40.emf]


2. The full content page
[image: image41.emf]


3. The title bar of the browser window
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Release Date/Hour (required fields)
The date can be entered or selected for when you want the piece of content to be displayed on the web.  Content will appear after the cache clear following the release hour, if fully approved.  Prior to that date it will be in the database, but will not be available to the public.
· Enter or select Release Date from the calendar (for class use default)


[image: image43]
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.

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

[image: image44]
Event End Date (not required field)
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.  Must be populated if, Event Start Date is entered.

[image: image45]
Expiration Date (not required field)
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.

[image: image46]
Priority (required field)
This field determines the order in which content will appear when priority is specified as the determining factor in ordering content.
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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 100s (Ex. 10, 20, 30 or 100, 200, 300) so that you can easily add content between items at a later date.  The limits of this field are 1 – 9999.
Full Display (triplewide) (not required field)
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.
[image: image48.png]Ful Display (riplewide)




Sequence Number (This field is only used by MIKids.  Please ignore.)
Agency Owner (not required field)
The agency owner for this content can be selected from a drop down list.
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Contact Name (not required field)
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 field on the full content page, regardless of the page/template type.

· Enter your Contact Name
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Contact Phone (not required field)
The Contact Phone is primarily used with the press release template.  Anything you enter in this field will be displayed below the title and above the body field on the full content page, regardless of the page/template type.

· Enter your Contact Phone
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Contact Agency (not required field)
The Contact Agency is primarily used with the press release template.  Anything you enter in this field will be displayed below the title and above the body field on the full content page, regardless of the page/template type.

· Select your Contact Agency from the drop-down menu
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Content Type (required field)
This class will focus on two of the content types: HTML and Link.  Other content types are discussed in the Intermediate class.

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.

· Select Content Type from the drop-down menu (for class use default)

[image: image53.png]Content Type: HTML (RDML 1.0/2.0)





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.
Description (Short Text) (not required field)
Description is used with any Content Type and by search engines.  This field can be used for either HTML content or when the Content Type is a Link.
· Enter a brief Description
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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.  It’s the short text that is displayed below the title on the component that links to the whole piece of content.  The Description will not be displayed on the full content page.

There is a limit of 4000 characters in this field.  This includes any HTML code you may include in the field.
Body
Body is only used when the Content Type is HTML, Mixed, ASCII, SSL or Form.  You will be using HTML most of the time.  This field will appear on the full content page below the title.
· Enter the following two sentence paragraph
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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.  Web Edit Pro can be used to automatically generate HTML code. (See page 52)

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 Internet Explorer.  If you are using Netscape, there is a limit of 64k.

Keywords (not required field)
The Keywords field is used by Search Engines and becomes part of the META data.
· Enter Keywords (five or six)
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There is a limit of 255 characters in this field.  Words and phrases are separated by commas.  Even though this field is not required, it’s highly recommended.
· Click ADD
The screen will refresh and you will be in Edit Content mode.
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Make the Content ID available for use later in class.
· Copy the Content ID

Open the Notepad (or text editor of your choice).
· Start > Programs > Accessories > Notepad
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· Paste the Content ID into the notepad
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Keep the notepad open during class, there is no need to maintain a permanent list of all your content.

· Switch to the Training Site in W3/Production Preview and view your content
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://
c) Follows with the name of the server
d) Tells browser to go to web and find the machine
e) Similar to dialing 9 (http://) plus all 7 digits of phone number (name of server)
Relative URL – /training/0,1607,7-166-18458---,00.html
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 you want to retain your site in the background, as when going to another State of Michigan site, then relative links will be External
c) Links to PDF files are External
Examples:
Link to Federal Government site is Absolute (not Michigan.gov) and External.
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Link to another Michigan department is Relative and is usually Internal.
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Link to your own Contact Us page is Relative and Internal.
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Link to a PDF file is Relative and is External.
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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 48)
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.
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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

[image: image65]
Enter the information for all the fields as taught earlier until you reach Content Type.
· Select Category Group: TRAINING-FAVORITES
· Select Primary Category: TRAINING-FAVORITES-BOOKS-NONFICTION-FIXIT
· Enter Title: (Your Name) Link To
· Enter or select Release Date: Use default date
· Enter or select Expiration Date: Tomorrow
· Enter Priority: Use default
· For Content Type select: LINK (LINK (URL))
[image: image66.png]Content Type:

LINK (LINK (URL))




· Enter the Description (if desired)
NOTE: Skip the Body & Keywords fields.
· Select Link Type: External (New Window)
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None: Used when the Content Type is something other than Link.
· Paste or type the Link (URL)
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· Enter the Link Text
Always make the Link Text field the same as the Title field.
[image: image69.emf]


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.

It is 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.

· 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 try your link
Assets
Assets are file types other than HTML.  They are stored in a database separate from content.  Content must be created to make these files visible on 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) All internet users have access to Acrobat Reader.  Not everyone has access to Word, Excel or PowerPoint even though free readers are available from Microsoft.


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


c) Converting to PDF will secure the documents and prevent users from making unwanted changes to the documents
Other types of Assets:
There are other types of assets, such as MP3 audio files that can also be added.  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 filenames 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:
· Each department has their own standards or naming conventions.  Check with your site administrator to determine what you should be using for your assets.

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

· In the CMA, on the left navigation, under Assets click Add Asset
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· From the Category Pre-Select screen, select the Site and click Continue
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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.

Following is the Add New Asset entry screen:
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Asset FileName (required field)
· Click the Browse button to select the PDF file, per instructor
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Asset Permission (required field)
· Select the Asset Permission from the drop down menu based on the Category that corresponds to the area you are working in
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Asset Type (required field)
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.
[image: image77.emf]


Asset Description (required field)
Check with your Site Administrator to learn what standards are used by your site for this field.
· Enter the Asset Description (In this class enter your Name – Date – Type of Asset.)
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Alternate Tag (Image Only) (required for ADA compliance)
This is a required field only when the Asset Type is Image.  Skip this field for all document assets.
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CMA Keywords (not required field)
· Enter CMA Keywords.  These are used in the List Assets screen to locate an asset.  These keywords are not used in generating HTML.
[image: image80.png]CMA Keywords:





Width (Image Only)
Height (Image Only)
Size (Bytes)
If left blank, the CMA will fill in this information for you.
[image: image81.png]Width (mage Only):
Height (Iage Only):
Size (Bytes):

Leave
Blank

—



  [image: image82.png]Width (mage Only): | —

Automatically
et (20 O)fied in when Add s [0

Sie (Bytes): clicked. 17455




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.

· Click Add
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.
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To view the PDF file, click on the Asset Description link.
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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.

· Copy Asset (Web) Path and paste into notepad
· Triple Click on the Asset (Web) Path to select it
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· Right Click and Copy (or copy another way)
Images

Add an image asset in the same manner as above, beginning with Add Asset on the left navigation.  In addition to the above, after you have completed the Asset FileName and Asset Permission:
· Check the Thumbnail box under Asset Type
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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.

Alternate Tag (Image Only): The Alt Tag will display when the mouse moves on top of the image.
[image: image87.emf]


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.
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· Click Add
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· Copy the Asset (Web) Path to notepad as above
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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
· Click List Content under Content on the left side of the CMA
[image: image93.emf]


You will get the following screen:
[image: image94.emf]


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--CI,00.html).  By looking at the URL you cannot determine where the page came from other than it was generated from the 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:
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	Path/directory: This is the path of the site. 
	emi/1,1303,7-102-112_220_221-2054--CI,00.html



	Content ID: This is the ID of the piece of content that is being displayed within the body of the page. The Content ID can be used in the CMA to find a particular piece of content.
	emi/1,1303,7-102-112_220_221-2054--CI,00.html


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
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· Click Edit to view the Edit Content screen again
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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.

· Use the Associated Assets tool to tie assets to HTML content in a pre-determined fashion
· Create a piece of content that just opens a Document Asset
· Manually inset images and links to documents in the Body field using HTML coding via WebEdit Pro or other HTML editor
Associated Assets Tool
The Associated Assets 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 Associated Assets 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.

· Edit HTML Content (as described above)
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· Scroll to the bottom of the screen to locate Associated Assets
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· Enter the Asset ID number from the Notepad into the shortcut box in the CMA and click Associate (don’t click the Add button below the box)
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The screen will refresh and tell you the Association was successfully saved.
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· Scroll back down and repeat for the other asset
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· Go to the Training Site to see where the assets were placed in the template page and in the body of the content
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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.
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You already have all the information you need to do this!!

So what are the steps you need to take?
· Return to the CMA and make the appropriate selection from the left menu
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· Enter the correct answer here: _____________________


· Select the proper Category Group
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Answer: ____________________________

· Select the appropriate Primary Category
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Answer: __________________________________________


· Enter the Title
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Answer: ________________________________________

· Select the appropriate Content Type
[image: image110.png]Content Type:

Which Content Type is the
right one in this case??

FLV (Flash Video Content)
FORM (HTML-FORM)

HTML (RML 1.0/2.0)
LIk (LINK (URL))
lMIXeD (ascIr/mmMr)
|OTHER (Other/Unknown)
SSL (HTML-SSL)

TEXT (ASCII Text)






Should it be HTML ____________ or Link ____________?


· Select the appropriate Link Type
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Should it be Internal _____ or External _______ ?

Why?

· Enter the URL
[image: image112.emf]




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

· Enter the Link Text
[image: image113.emf]



Your Link Text ___________________________________

· Click Add

What it should look like in the CMA.
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What it should look like in the Training site.
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Search Content by Text

· Click List Content
[image: image116.emf]


· Enter all or part of the title of the piece of content you wish to search for and click Search
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If more than one item appears in the list, then you will need to locate the one you entered.  If an item shows (View) in the Edit column then 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.
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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.
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Once you locate your piece of content, click on (Edit) in the Edit column.
Web Edit Pro

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.
Any new PCs or reimages should come with Internet Explorer installed, if it is IE 6 then request WebEditPro v4x.  If it is IE 8 then request WebEditPro v5x.  Do not install WebEditPro v5x before IE 8 has been installed.
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)
Basics of WebEdit Pro

WebEdit Pro is only accessible from the Add New Content Item or Edit Content Item screens of the CMA.
· From the Edit Content screen of the content we located above, scroll to the Body field
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· Click Edit with WebEdit Pro
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A new window will open with WebEdit Pro loaded and the existing content displayed.
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Toolbar Overview
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Top Row
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  Cut, Copy, Paste, Paste Text
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.
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  Replace, Find Next
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.
[image: image126.png]


  Print
The Print button allows you to print a hard copy of the body that you are creating.
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  Undo, Redo
These two buttons allow you to undo the last action or redo the last undo.  You can use them multiple times.
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  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.
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  Bookmarks & Links
These buttons are used for inserting, editing and deleting bookmarks and links.
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  Horizontal Line
This button will insert a horizontal line where ever your cursor is when you click the button.
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  Picture
The Picture button allows you to insert images.
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  Table, Show Borders
The Table button allows you to insert and edit tables.  Show Borders works with Tables to turn on or off the display of the borders of the table.
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  Edit in 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.
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  Special Toggle Buttons
There are a series of toggle buttons which each performs specific functions.
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  Show Invisible Elements
Allows you to see paragraph markers, etc.
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  View As WYSIWYG
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.
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  View Source
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.
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  View Preferences
Is only available when Source/HTML View is selected.  It allows you to set your preferred display for the HTML View.
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  Non-Breaking Space
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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  Copyright
Insert Copyright symbol
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  Registered trademark
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  Trademark
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  Special Characters
When you click on the down arrow on either of the drop downs to the right of the special character 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.
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Second Row
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  Paragraph Format
[image: image147.png]



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.
[image: image148.png]Al Helvetica  +



  Font Face
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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 and is based on what fonts that individual has on their PC more than 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.
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  Font Size
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The desired font size is 2 (10pt), however other sizes can be used for headings and other special circumstances.  There are only seven sizes listed because web browsers can only display seven different sizes.
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  Font Color and Background Color

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


· Bold
· Italics
· Underline – Avoid using underlining except for links!
· Normal – Removes all formatting characteristics and reverts to Normal Paragraph Format
· Superscript 1
· Subscript m
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  Paragraph or Line Attributes
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

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 consider 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 [image: image155.png]


).  Copy and paste text.
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:
a. 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.

b. 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.
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It is best if there are no smart quotes, but rather only straight quotes on the web.  Some pointers:
· Smart Quotes apply to double and single quotes such as apostrophes.  Other characters, such as the M-Dash, can be affected as well.

· Turn Smart Quotes off in Word prior to creating content.  (See Tools > AutoCorrect > AutoCorrect As You Type)

· If you have Smart Quotes turned off and someone sends you a document with Smart Quotes already in it, they will still be there
· 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: 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.”
[image: image158.emf]


The excessive HTML code that is unnecessary will be eliminated when you click “Done”.
c. 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.
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[Double Space paragraphs in Word]

Do you simply want to stop the leak and save yourself awater bill the planet some
fresh waterand the annoyance of the constant drip? If so, than a new gasket may be all
youneed. Are you looking to spruce up an out of date bathroom?

] When getting repairs done to faucet, make sure you get al the necessary quotes forthe

fight pricing. If s cheaper to get a new faucet go forit. Dripping faucets can become
sucha headache & problem. A dripping faucet is the most common plumbing problem
s well as one of the easiest to repair. Yt many people ignore it and leave the dripping
faucet unrepaired. That costsmoney. A steady drip can waste $20 or more in waterin a
short time. Multiply that figure by the number of faucet drips in your home, and you can
calculate how much of your money isliterally going down the drain





· Copy two 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.
When the content is first pasted into WebEdit Pro, it may or may not display the double spacing on the paragraphs.  If it doesn’t it will look like this:
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Paragraph Spacing [First pasted in WebEdit Pro]

s 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 bil, the planet some fresh water and the annoyance of the
‘constant drip? If 50, than  new gasket may be all you need. Are you looking to spruce up an out of date bathroom?
When getting repairs done to faucet, make sure you get all the necessary quotes for the right pricing. If s cheaper to get
2 new faucet go for t. Dripping faucets can become such a headache & problem. A dripping faucet is the most common
‘plumbing problem as well as one of the easiest to repair. Yet many people ignore it and leave the dripping faucet
unrepaired. That costs money. A steady drip can waste 520 or more in water in a short time. Multply that figure by the
‘number of faucet drips in your home, and you can calculate how much of your money is literally going down the drain





· 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”.
· Go to the Training web site to view the content
It may or it may not look the same as it did in WEP on the web site.  Go back to the CMA and go back into WebEditPro.  It shows as all one paragraph, it will look like the following:
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s 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 bl the planet some fresh water and the annoyance of the
‘constant drip? If 50, than  new gasket may be all you need. Are you looking to spruce up an out of date bathroom?
When getting repairs dane to faucet, make sure you get all the necessary quotes for the right pricing. Ifit's cheaper to get
2 new faucet go for t. Dripping faucets can become such a headache & problem. A dripping faucet is the most common
‘plumbing problem as well as one of the easiest to repair. Yet many people ignore it and leave the dripping faucet
unrepaired. That costs money. A steady drip can waste 520 or more in water in a short time. Multply that figure by the
‘number of faucet drips in your home, and you can calculate how much of your money is literally going down the drain

Paragraph Spacing [Second time in WebEdit Pro]|





You must press Shift/Enter at the end of each paragraph to create the double space between paragraphs.  Click the Done button and Update the content in the CMA.
The next time you enter WebEdit Pro, the proper spacing will be applied to the paragraphs.
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Single Spacing
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.  Existing incorrect paragraph spacing will need to be eliminated manually.
· Scroll to the area where you entered the Address Block
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· Click on Show Invisible Elements [image: image164.emf]
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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
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· Repeat for the rest of the Address Block and where ever else you need single spacing and turn off Show Invisible Elements [image: image168.emf]
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Done & Update
· When you are finished with WebEdit Pro, click the Done button at the top then click Update in the CMA
View Results

· Switch to the Training website and view your updated page
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Insert a Table Into Web Edit Pro

To insert a table simply locate the table, make sure the font is Arial 10 point then copy and paste it into WebEditPro.  The font should be correct and it should look just like it did in the original file.
· Copy the table in the Student files
· Position the cursor below the address block and paste the table in

· Click on Done and Update to save the changes

· Go to the Training site to view the results
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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 the Notepad, we already have the path readily available.
· Return to the Notepad
· Select and copy the path for the PDF file

· Return to Web Edit Pro
· Type the text that will link to the asset (if not already there)
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s 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 bil, the planet some fresh water and the annoyance of the
‘constant drip? If 50, than  new gasket may be all you need. Are you looking to spruce up an out of date bathroom?

When getting repairs dane to faucet, make sure you get all the necessary quotes for the right pricing. Ift's cheaper to get
2 new faucet go for t. Dripping faucets can become such a headache & problem. A dripping faucet is the most common
‘plumbing problem as well as one of the easiest to repair. Yet many people ignore it and leave the dripping faucet
unrepaired. That costs money. A steady drip can waste 520 or more in water in a short time. Multply that figure by the
‘number of faucet drips in your home, and you can calculate how much of your money is literally going down the drain
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· Highlight the text that will link to the asset
· Click the Hyperlink Icon at the top [image: image173.emf]
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· Paste the URL for the asset in the Link field.  Make sure you delete the HTTP:// that is already in the field.
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The Text field is already completed with what was highlighted when you clicked the button.
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· Select the Target Frame as outlined previously
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· Click OK
You will be returned to the Web Edit Pro screen and you will see your link.  However, you will not be able to test your link here.
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Connecting Images to the Body Field
Add Image

· Position the cursor in the location where you want the image to go
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· Click the Picture icon at the top [image: image180.emf]


The following Picture Properties window appears:
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· Click Insert Image
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A new window will open to allow you to select an image from the Asset Database.
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· Choose the site from the Asset Project Folder
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· Click on an asset to see a preview of it
[image: image185.emf]


· Scroll until you find the desired asset
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· Click OK
You will return to the Picture Properties dialog box.
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Notice that the File Selection (path) and Title (Alt Tag) fields are completed for you.

· Click the Preview button to show the image here and fill in some of the Layout fields
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To add a border, change the Border Thickness to something greater than 0.
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If desired, you can pad the image with white space outside the border by adding Horizontal and/or Vertical spacing.

· Click OK
The image will be displayed in Web Edit Pro.
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If you click on the image here, you can pick it up and move it or change the size of the image.
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NOTE: Be careful not to distort the image.  It is best if the image is sized appropriately prior to adding it to the database, rather than resizing it here.
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To get the text to wrap around the image we need to adjust the Image Alignment.  To do that we must Edit the image:

· Right click on the image

· Select Picture from the menu
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· Under the Alignment dropdown select either Left or Right, whichever side you want the image to appear
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· Click OK
The text will now wrap around the image.
[image: image195.png]88 oo ve rey - I E|=BB ]| e me -
| Helvetics = 2(10pY) .sé@‘nlgA‘xle‘U;i

s 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 bil, the planet some fresh water and
the annoyance of the constant dip? If so, than a new gasket may be all you need. Are you looking to
spruce up an out of date bathroom?

When getting repairs done to faucet, make sure you get all the necessary quotes for the right pricing.
IFi's cheaper to get a new faucet go for it Dripping faucets can become such a headache &
problem. A dripping faucet is the most common plumbing problem as well as one of the easiest to
repair. Yet many people ignore it and leave the dripping faucet unrepaired. That costs money. A
steady drip can waste 520 or more in water in a short time. Multiply that figure by the number of
faucet drips in your home, and you can calculate how much of your money is literally going down the drain

Lucy Stivers
14700 Middlebelt Rd
Livonia, MI 48151

Faucet Leak Repair - Material Cost
Faucet Leak Repair - Labor Cost
Faucet Leak Repair - Total

Average Cost to Repair a Leaky Faucet - per faucet valve

Leaky Faucet PDF File





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 a 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 Number

Each asset is assigned an Asset ID number.  It is easiest to find the asset by searching on that ID number.  Find the Asset ID Number:
PDF/Document: The Asset ID number can be seen in the filename of the PDF or document while it is displayed on the web.

· Navigate to the PDF file/document and look at the URL

The filename of the asset has the Asset ID as part of the name (example:  in http://w3.michigan.gov/documents/training/Sample_3_371117_7.pdf–> 371117 is the Asset ID)
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Image Asset IDs: The Asset ID number can be seen in the properties of the image while it is displayed on the web.

· Right click on the image and select Properties
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The filename of the image has the Asset ID as part of the name (example: Faucet_371118_7.jpg–> 371118 is the Asset ID)
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· In the CMA, click List Assets
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· Enter the Asset ID Number in the ID (first) box
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· Click Search.  Locate the desired asset.
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· Click Edit to make changes
You will be taken to the Edit Asset screen.
Load a new file for this asset.  Change the asset fields.
· Click Browse and select the file
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When loading a new file, the old one will be deleted.  If you want to keep the old one, add a new asset.

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
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· Click Update
You will receive the following notification.
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· Click OK
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.

If you do not have permission to edit the content, you can still associate it to a category you have permission to.  Select View.
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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.
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· Click Add under Associated Categories
Select the desired category from the Associated Category drop-down box.  You will only see categories to which you have permissions.
· For class, choose TRAINING-WHATSNEW
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· Leave Additional Association Type: set to None
· Set the Priority according to the category/component in which this content will be displayed
· Click Add
Remove Content & Assets

Items can be removed from the web when you either expire the content or delete the items from 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.

· Click Edit to edit the Content item
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· Change Expiration Date field to date you want item removed from the web
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· Click Update
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
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· Click the Delete link
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· Click Delete to confirm
NOTE: 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


· Use the DELETE button in the Edit Content Item screen
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· You will again be asked to confirm your deletion
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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.
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:

· List Asset for the item to be deleted
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· Click the Delete link
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· Click Delete
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.
Miscellaneous Features

Duplicate

The Duplicate button at the top of the Edit Content Item 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.
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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.
· This is designed to be used when the duplicated content will be in the same Primary Category
· 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.
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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.
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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:
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or you can type it into the navigation bar at the top:
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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 use the Preview button or Preview Body link in order to see the content for editing and proofing purposes.
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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 in which you are a member has a 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 tasks at this time.
Step 1: The Author of the document must first Accept the Workflow Task.
[image: image222.emf]


Step 2: The Author’s Approval
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Step 3: Editor Accepts the Task
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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
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Step 5: Publisher Accepts the Task
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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 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.
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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.
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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.
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Workflow & Deleted Content
Sometimes content is deleted before workflow is completed.  In that case, the workflow is not also deleted, it remains.
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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.

1. Edit the content


2. Check the Content Status
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3. If the status is IN_PROGRESS, the content will not go live

4. Check to see if Workflow is complete by scrolling to the bottom of the screen
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5. Contact the 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:
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· Click the Update button
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· The Status will change to Live and it will go live at the next Cache Clear (see below)
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Cache
How It Works – New Content
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.

[image: image237]
Eventually each cache server will contain the same page, as that page is requested from each server.
When the next request for the same page comes in, the cache server delivers it without contacting the CDA.
Eventually there are many pages on all of the cache servers.
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As people work in the CMA, changes are made which are not reflected on the cache servers.

How It Works – Changed Content

As changes are made, information about those changes is stored in a Cache-clear bucket.

[image: image239]
At regularly scheduled times; the cache is cleared according to what is stored in the Cache-clear bucket.
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· Weekdays:

· 1:00 am

· 9:00 am

· 12:00 pm

· 3:00 pm

· 6:00 pm

· Weekends:

· 1:00 am

· 6:00 pm


When one of those times occurs, the CDA reads the Cache-clear bucket and deletes the corresponding item on the cache servers and replaces it with the updated content.  It then also deletes the record in the Cache-clear bucket.
PLEASE NOTE: This takes time!  The Cache Clear Schedule represents START times, not completed times.  The Cache Clear can take 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

Local Quicklinks
Full Content from Left Navigation
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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.

NEXT STEPS

· 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.

· Find out any naming conventions and standards for your site from your site administrator for such things as:
· Asset Filenames

· Asset Descriptions

· Internal/External links

· 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
· For 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.

· When you are ready to add or edit content, start with the Quick Guides
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