
	[image: image1.png]News for Web Masters and CMA Users

employes services & info





	July 7, 2004
	Volume 1, Number 5

	Meeting Agenda

July 7, 2004, 9 am

1. 
Welcome

2.
State of Michigan 
Intranet Demo

Viji Jayaraman and 


Debbie Christensen
3.
e-Postcards

Anne Nolan

4.
State License 
Search Site


Anne Nolan

5. Q & A

Next Vignette CMA Users Meeting:

September 2, 2004, 10 am

Michigan Library & Historical Center


Forum Room

e-Michigan Web Development

Phone:  (517)241-5780

Web site:

www.michigan.gov/e-michigan
	Best Practices:  Word Document verses PDF File

Recently a customer called me about not being able to view some documents found on our Web site. It seems that the agency was only offering a Microsoft Word version of the documents to their customers. This user was not able to view them because she was using a Mac. 

As Web developers, you should always keep your customers in mind and use best practices to deliver your information to the Web.  To accommodate the largest user base, always prepare your documents in PDF as well as any other formats you are presenting. PDF is the most cross platform readable file format. If you need to present information in Word, be sure you remind your viewers that they need a plug in or a viewer if they do not have MS Word on their computer.

Another solution is to save your MS Word documents in the Rich Text Format - RTF. This format is more easily read by multiple word processing software. This format is also an asset type in the Vignette system so you can select it when you upload your files. 

Tired of Multiple Workflow Records?

We have been looking into cases where multiple workflow records are created for new content. One of the reasons for this is that a Workflow Project has been selected for categories below the navigation level. Workflow Project should ONLY be assigned at the BUTTON or first level category.

Suggestion: If you have selected a Workflow Project on a lower level category, remove it and update the category.

Multiple workflows will still exist for content that is associated across categories because it will possibly need approval by different people.

Removing the Workflow Project from child categories should eliminate SOME of the extra approvals that you are currently required to do to move the content on.

You will be helping us to clean up some processes if you could take the time to check child categories for workflow and remove it. Also, when creating new child categories, do not assign a Workflow Project. This Web page below has a list of Child Categories with workflow.  You can use it as a reference for your site.
http://w3.michigan.gov/e-michigan/0,1607,7-112-15476_16243_21675-93440--,00.html


Web Edit Pro Nuances

Web Edit Pro is the tool we have in the CMA to assist in the creation of HTML code for the Body field of a piece of content. Web Edit Pro appears to be WYSIWYG (What you see is what you get) while working with it; however, this is not always the case. There are a few nuances you must account for.

Paragraph Spacing

When [Enter] is pressed in Web Edit Pro, a <p> tag is created. When a browser interprets this <p> tag, it automatically inserts blank space before and after the paragraph. In Web Edit Pro, however, this spacing is not displayed. This can lead to confusion when working with content in Web Edit Pro. As can be seen in the two examples below, the second paragraph looks incorrect in Web Edit Pro, yet displays correctly in the CDA. The third paragraph looks correct in Web Edit Pro, yet includes too much space in the CDA.

Make sure you check the spacing in Preview or Preview Body before publishing.
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Web Edit Pro View 1: Paragraph Spacing
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HTML (CDA) View 1: Paragraph Spacing


 If you do want a single space between two lines, you can easily do that by inserting a line break code <br>. To do this press [CTRL][ENTER].

Font Size in Tables

When creating a table in Web Edit Pro, the font defaults to Arial, Helvetica 10pt., which is the desired font face and size.  However, when the table is displayed in a browser, the font size appears differently – usually size 12pt. This is because there is no font code surrounding the text in the table and the style sheet for the body field does not extend to the tables. The fix for this is to insert a font size code around the text in the table. Unfortunately, if you do this in the WYSIWYG view, it will not hold because you are trying to change it to the default.
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Web Edit Pro View 2: Table
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HTML (CDA) View 2: Table


To change the font size you must insert the following code before the text in each cell: 
<font size=”2”>. In addition, you must insert the following code at the end of the text in each cell: </font>. If the table is small this is not much of a problem. If the table is large, this can be a serious inconvenience.  
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Web Edit Pro View 3: Code to enter into HTML view of Web Edit Pro
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HTML (CDA) View 3: After the Font code is manually entered.


If the table were more complex than this example, you could be better off creating the table in Word and making sure the font is set correctly there. You can then copy the table into Web Edit Pro. If the table already exists, you can copy the table out of Web Edit Pro and into Word, make the changes, and then copy it back into Web Edit Pro.

List (numbered, or bulleted) Font Size

Sometimes while creating a list, especially when adding to an existing list, the font size in Web Edit Pro will change to 12pt. This very frustrating, as you then have to go back and change it all to 10pt. again. Note that in the Web Edit Pro view below that the numbers are size 12pt. while the text is size 10pt. In the bulleted list example the last two items were added after the fact and were automatically created as 12pt. However, when this is viewed in the browser, it is all changed to 10pt.
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Web Edit Pro View 4: List Items
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HTML (CDA) View 4: List Items


Copy and Paste Issues

When creating content in Word and then pasting it into Web Edit Pro, there are a few things you can do to ensure a good result:

· Change the font in the word processor prior to copying the text. The proper font should be Arial 10 pt.

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

· Note on Code Cleanup: When pasting text from a word processor (Word) many extraneous codes are often brought along with the text. Web Edit Pro will ask if you want to clean up the code. It is best to do so.

· Note on Paragraph breaks: Occasionally, when copying from another source, paragraphs run together or are spaced too far apart. You will need to reformat the paragraphs after pasting into Web Edit Pro. This is most common with text that is pasted first into NotePad.

Note on Web Edit Pro size limitations:

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. See the Content Entry training handout – page 39. http://w3.michigan.gov/e-michigan/0,1607,7-112-16169---,00.html  


Michigan Ozone Action! 




by Laura DeGuire and Debbie Sweet 
Citizens can make voluntary choices to reduce ground-level ozone air pollution.  Ozone is a warm weather pollutant associated with hot, sticky summer days with light winds. When an “Ozone Action! Day" is announced, people are asked to make an extra effort to reduce emissions that cause pollution via no cost or low cost clean air choices.  They carpool, reduce driving or link errands into one trip, wait to refuel during the evening hours, and enthusiastically defer mowing their lawn. These simple "actions" have helped to reduce ozone pollution.  

DEQ meteorologists call Ozone Action! advisories wherever ozone is anticipated to be unhealthy for sensitive population groups [which includes children and teens, asthmatics, and people who work or exercise strenuously outdoors].  Reducing physical exertion when ozone levels are elevated helps protect health. To learn more about ground-level ozone, visit the DEQ website: www.michigan.gov/deqair.  The "Ozone Action!" icon links to current ozone data and information.  The Air Quality Index (AQI) describes current air quality conditions.  Click on the "AQI" icon for real-time information.

EWD has established a quick and easy way to place the Ozone Action Day icon on your website. 

Please send Anne Nolan (nolana@michigan.gov) authorization from the agency Site Administrator or Public Information Officer to include the Ozone Action! Day icon on your site when activated. Anne will create an association between the asset and your agency homepage left hand navigation bar. 
When notified of an Ozone Action! Day from the DEQ meteorologists the icon is activated, EWD is contacted to refresh the left hand nav and the icon will appear until the Ozone Action period is deactivated. That is all there is to it!

Formation of MI Kids! User Group 

On Monday, June 28, 2004 the first MI Kids! User Group meeting was held to revitalize interest in the MI Kids! sub-portal. The MI Kids! site is intended for kids at a 4th grade level, plus or minus two years. The group reviewed the taxonomy of the site. Agencies were encouraged to start planning new content for this site that will fit the format of the left navigational channels for the site. The user group plans to meet monthly initially to develop new processes to update the site on a periodic basis. 

e-Michigan Web Development plans to introduce new channels to the site in the future to introduce e-postcards and “Voices”, which will provide a special interest form to allow children’s articles and short stories to be published on this site. Since the MI Kids! Sup-portal uses templates unique to the site, we are planning to introduce aggregated content entry classes in the future. These classes will be taught to agencies that are actively participating in the MI Kids! User Group. If you are interested in attending an upcoming MI Kids! user group meeting, please contact Lucy Pline at plinel@michigan.gov to receive a meeting invitation to an upcoming user group meeting.


State of Michigan Intranet Project

e-Michigan Web Development has been working on the creation of an Intranet for the State of Michigan. The Intranet will provide a web based collaboration tool that is internal to state government and accessible only from within the state. It provides state employees with:
· Information specific to the agency they work for

· Access to any other agencies that use this technology platform for their intranet

· Agencies can create, modify, edit and arrange content that is specific to their internal, daily operations
· Who you are - determines what you see

· Employees are segmented into users and groups

· Content can be articles, documents, files, custom applications, links, team rooms, discussion groups, surveys, polls, suggestions, etc.

Once your agency’s Intranet site has been developed and this site is ready to go live, e-Michigan will do a bulk upload of all the agency users to an access database. The agency HR division in your agency will validate the users and add contractors, student assistants etc to the database. e-Michigan will upload the users to the database.

There are several sites that have already been created. These include SOM, DLEG, Governor’s office, MDOT, DCH and DMB. Users are creating content for these pages and we hope to have most of these sites completely operational by mid July to early August.

e-Michigan is providing site administrator training. Please contact Roana Smith (smithr12@michigan.gov) to sign up for training.

Vignette Beginning Content Entry Training Update

e-Michigan Web Development has offered several Vignette CMA Content Entry - Beginner training classes this year. However we will change our training strategy for the Internet Content Entry beginning training. We plan to adopt a “train the trainer” approach for each agency’s content entry training needs for new CMA authors. A train the trainer course for beginning content entry will be introduced in late 2004. This training course should provide training for agency staff designated as CMA trainers for their new CMA authors. In addition, we recommend that any staff that plans to perform content entry training for their agency take the Content Entry – Refresher course to assist in this training approach for your agency. 

ePostcards

There have been numerous requests over the last year to develop an ePostCard that we can offer to our visitors to send from Michigan.gov or to use as a way to promote special events being offered by agencies. There is a way using the Vignette MailOutHTML command and a form. 

Today’s demonstration will introduce you to the ePostCard as built for Vignette. You will see a prototype design for a postcard form and the resulting mail message.  We are urging you to all test the function after you return to your offices and to let us know if there are any problems you experience with the application. 

For now, if you would like to add this functionality to your site, we ask that you request the service from EWD. We will build your form, add your images and install the code on your site. The HTML is a little tricky and should only be edited by experienced users.

The MailOutHTML command is now available for use on any form that you may want to send as HTML mail. If you can think of any other ways to use this feature, let us know and we will pass it along to all users.


Do you even NEED a license?

There is a semi-new site on Michigan.gov called State License Information. This site lists a great majority of work topics, business types, career choices and more. You can do a look up on this site to find out if you need any special licenses to do whatever you want to do.  It will not give you all the forms you may need but it does direct you to the agency and business area you may need to contact in order to get your licenses.

Since this is a multi-agency listing on Michigan.gov, we would like to ask that all of the Web content managers and authors take a little time to review the licensing information pertinent to their agency. If you notice outdated information or errors, we would like to ask that you correct the content for us. We now have a multiple agencies listing of Licensing Info Managers volunteering to review the content and correct where necessary. All you need to do to support this service to Michigan’s citizens is to call Anne Nolan, 241-5803 and ask to become a part of the State Licensing Info Managers group. You will then have permissions to edit content on the site.

We can save time for our customers and time for agency staff if we can verify correct information. Save our customers the run around, soothe their tempers and help out you agency staff by checking out the site and validating the information.
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