Instructions for Updating WCM During UAT
What You Can & Should Change

When going through your site during UAT you may come across things that are incorrect. These items will fall into one of the following categories. You will want to handle each of these a bit differently.
1. Updates that should have been made to the content a long time ago but have been overlooked.
These errors will appear in both WCM and Vignette.
Examples: A phone number was not updated when it should have been.
 
Wording is out of date and needs to be updated.

There are typos, misspellings and/or punctuation errors that need correcting. 
You have two choices:

a. Make the change in WCM while you see it and leave it alone in Vignette.
This will mean on October 1st the change will go live. Until then, the existing error will still be visible to the public through Vignette.

b. Make the change in Vignette so it is live right now.
Leave it alone in WCM, go back to the CMA and make the change. Then when the next update to WCM happens the week before October 1st, the change will be implemented in WCM also.

2. Something didn’t migrate quite right but you can fix it. It is a minor issue.
This error will only appear in WCM. Vignette will look fine. It will be unique to certain pages and not occur on every page.
This will usually involve something minor like paragraph spacing, font size, etc.

Fix it in WCM. DO NOT fix it in the CMA. DO NOT update the content in the CMA. If the content in the CMA must be changed for other reasons, you will need to re-examine this content after October 1st.

3. Something didn’t migrate right, you can fix it, but there are implications – this could be a systemic issue.
This error will only appear in WCM. Vignette will look fine.
This will usually involve something that is the same on every page that has that feature.
Examples: Every time you put bullets in the body of a piece of content the font size wrong.

Every time there is an image included in the body, the image is distorted.

Fix it in WCM. DO NOT fix it in the CMA. DO NOT update the content in the CMA. If the content in the CMA must be changed for other reasons, you will need to re-examine this content after October 1st.

Complete and submit a Defect Report. Send it to your Site Administrator.


4. Something didn’t migrate right and there is nothing you can do about it – and it is a big deal.
This error will only appear in WCM. Vignette will look fine.
There is no way for you to fix the problem.
Examples: The content items are ordered incorrectly.

The whole body is centered when it shouldn’t be.

Complete and submit a Defect Report. Send it to your Site Administrator. Include that you have fixed the error in WCM.
If You Change It In WCM – What About Vignette?

When you find and make changes as listed above, sometimes the changes will be made to WCM, sometimes to Vignette, sometimes to both places. When should you make the changes where? How is it going to affect the other place?

· If you edit content in WCM, the change will remain in the migrated (WCM) version. The change will NOT be seen in the currently live Vignette version. 
· If you WANT the change to appear in Vignette NOW, the change will need to be made in the CMA/Vignette in order to be seen now. Then the change will be automatically moved to WCM the week prior to October 1st.

· If you are updating a WCM page to make it look like the currently live Vignette page and do not want the Vignette page to change, DO NOT update the Vignette content item, just update the WCM page.
· Changes made in WCM during UAT will NOT be overwritten in WCM UNLESS you go in and make a change to in the CMA yourself (or somebody else does).

· The only content, assets or categories that will be moved to after UAT will be those that are newly created or those that have been updated in the CMA since July 14th. (An item is updated when you (or someone) click the UPDATE button.) 

How to Change Links Inside PDFs and Other Document Assets

NOTE: in this section I am going to talk strictly about PDF files, however this section applies to any type of document asset – Word (.doc), Excel (.xls), PowerPoint (.ppt), etc. Everything stated in this section applies equally to all types of document assets.

When talking about PDF files, we are not talking about links to PDF files from within content. Those links will be taken care of during the migration process. 

Here we are talking about a PDF file that contains links within itself. If you post PDF files and those PDF files have links inside them to someplace else. The “someplace else” could be a variety of locations, and what form the URL takes will determine what you need to do with the link.

There can be four types of links within a PDF file.
1. Link to a Michigan.gov web site: 

a. http://www.michigan.gov
b. http://www.michigan.gov/dhs
c. http://www.michigan.gov/mdot 


These types of links will not be affected and do not need to be updated. 

2. Link to web site outside Michigan.gov 

a. http://www.irs.gov
b. http://www.legislature.mi.gov 
These types of links will not be affected and do not need to be updated.

3. Links to Michigan.gov pages within websites. 
The DNRE site has a PDF file with a list of shortcuts (http://www.michigan.gov/documents/dnre/DNRE_Web_Shortcuts_327154_7.pdf). These have links that point to pages internally within the site, such as: 
a. DEQ Grants & Loans (http://www.michigan.gov/deq/0,1607,7-135-3307 3515---,00.html)

b. DEQ Construction (http://www.michigan.gov/deq/0,1607,7-135-3585_4127_24843---,00.html)

c. DNR Accessibility (http://www.michigan.gov/dnr/0,1607,7-153-10366_41825---,00.html) 

These locations will have to be manually located within WCM and the links within this document updated to the new link.

WARNING: When you locate the link in WCM, the URL will start with http://129.33.82.145/. This must be changed to http://www.michigan.gov/. 

· You will be changing the asset (component) in WCM – not in the CMA

· The live asset in the CMA will still work for the public

· The asset in WCM will be changed in preparation for October 1st
· On October 1st the WCM URL will be changed from 129.33.82.145 to www.michigan.gov
· You need to make that change ahead of time so that it be correct on October 1st
· After you change the URL to www.michigan.gov, it will not work when you test it in WCM because the server will not be changed to www.michigan.gov yet.

4. Links to other PDF documents.

a. State Board of Education Agendas: http://www.michigan.gov/mde/0,1607,7-140-5373_16595---,00.html are all PDF files. Within these PDF files each one contains multiple links to other PDF files (for example: http://www.michigan.gov/documents/mde/Item_A__Q_328813_7.pdf). 

b. BuyMichiganFirst Complete Contract List is a listing of all the state contracts in a PDF file (http://www.michigan.gov/documents/buymichiganfirst/Contract_List_Jan_08_222822_7.pdf). This PDF file contains a link to each contract which is, itself a PDF file (for example http://www.michigan.gov/documents/buymichiganfirst/0200117_316818_7.pdf). 
This is an issue e-Michigan is currently investigating. We will publish information on how to handle this when we are sure we have a method that will work.
Links Inside Applications 

1. Links to Michigan.gov asset within websites.
a. Banners
b. PDF files
Option 1: Move the assets inside the application

Option 2: 

· Images – prepare to change the URL reference on October 1st. You can start identifying the new image destinations now.
· Documents – The first month (October 2010) 404 errors will be redirected to the correct page. This will give you one month to update the URL references. After November 1, any 404 errors will result in the link being redirected to the sites’ home page. 
2. Links to Michigan.gov pages within websites.
a. The left navigation of the DHS MARS application (http://www.mfia.state.mi.us/mars/ez_track/MARS000.asp) has a link to the Map of DHS County Offices on the DHS web site (http://www.michigan.gov/dhs/0,1607,7-124-5461---,00.html) 
b. The OFIR Buyers Guide to Auto Insurance Selection Criteria application (http://www.dleg.state.mi.us/fis/pubs/guides/auto/Search.asp) has a link in the top navigation to Contact DELEG (http://www.michigan.gov/dleg/0,1607,7-154-10603-42245--,00.html)  

See Section on Links in PDF files – same instructions apply, except the timing.

· These links cannot be changes prior to October 1st
· You will have one month grace period during which the links will be redirected. The first month (October 2010) 404 errors will be redirected to the correct page. After November 1, any 404 errors will result in the link being redirected to the sites’ home page.
· You must correct these links during this month

· You can start identifying the new link destinations now

