	Guide to Identifying Your Link Content Pointing to Other Michigan.gov Sites



You can get a list of all of the Link type content in your site that points to another State Of Michigan site. This will be done by sorting the content based on User ID. 
	Note 1: If one User ID authors/edits content to more than one site it may be difficult to tell which site the content belongs to but for most users this will not be a problem.


	Note 2: Using the method outlined here may produce duplicate results. If a piece of content is edited by one User ID and edited by a different User ID it will show up on both User ID lists.


The general method to be used will be to list content by User ID. You can also sort on the Description field. At a later point in time, the sort functionality will improve. Then you will scan the list, looking at your links for specific features and copy and paste the ones that meet the definition of pointing to an “other Michigan.gov site” and paste the information into a spreadsheet for later reference.
Detailed Methodology:

1. List Content from the left nav of the CMA.
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2. Make the following changes to the fields and click Search.
[image: image2.emf]


a. Enter the User ID in the Created/Updated By field

b. Change the Sort By field to URL
c. Change the Display Count field to 100


3. You are interested in the Description/Link field. This will show you the URLs for all Link Content. Eventually, it will display <Undisplayable or HTML> for HTML or other type of content. These can be ignored.


4. Within the URLs, you are only interested in certain ones. The user in this example is a creator/updater for the DEQ site. She is not interested in any of the following links: 
a. Links going to a site that is outside of Michigan.gov. These links will not be affected by the migration.
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b. Links going to an asset within the same site. These links will not be affected by the migration. The assets will be migrated and the path & filename preserved.
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c. Links going to another page within the same site. These links will be adjusted during the migration automatically.
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5. In the following screen, the first four links are of interest.
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a. These links are going to Michigan.gov sites that are not part of DEQ. This information needs to be captured and saved.


b. The last link is expired. If you need to retain expired content, please see handout on Retaining Expired Content. If you will be retaining this piece of content, it needs to be captured also.


6. Select and copy the item of interest.
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7. Paste the information into an Excel spreadsheet.
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8. There may be links that point to an application, such as the ones below. These do not need to be recorded. They are links to an outside server and will not be affected by the migration.
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9. Continue with all the pages in the list by clicking the Next button when you get to the bottom of the first screen.
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10. You may run across links that need to be fixed, such as ones that point to w3.
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There should be no links pointing to w3. The public does not have access to w3 and these links are currently broken for the public.


11. You may also run across links that are absolute links.
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You can leave these links as is. We will address correcting these links after the migration is complete, in 2010.


12. When complete, your spreadsheet might look something like this:
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Gathering All Users

Site Administrators will want to gather information from all of the users and compile it into one spreadsheet. You can either have each user do this and then put the spreadsheets together, or you can do it yourself.

A compiled spreadsheet might look like this:
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To gather all of the User IDs for one site yourself – 

1. Select Users & Groups from the left nav in the CMA:
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2. From each of your list of Authors select the User ID and copy it.
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NOTE: You may have content from users who no longer are listed on your site – for example users who have retired or left your department or no longer do content management. You can still search for their UserID if you know what it is.
3. List Content from the left nav.
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4. Paste the User ID into the Created/Updated By field and complete the other fields as before. Click Search.
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5. Go through the results in the same fashion.
If a User ID is Author/Editor for more than one site

The user in the next example is the author/editor for several sites related to DELEG. The link content found must be sorted according to site.

1. Start the search as before.


2. This result is one of the DELEG sites. We don’t know if it is in the /mdcd site or another DELEG site. We have to find out where it is located.
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3. Click the Edit link next to it.
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4. Note the Primary Category.
[image: image21.emf]




a. If the site is the same, there is no need to track this content (as is this case).

b. If the site is different, you will need to track this content.


5. Click the Browser Back Button.
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6. Now you can either track this item or go on to the next item.

7. Example of an item that points to a site outside the DELEG family of sites:
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This must be tracked on a spreadsheet for the DELEG site.


8. Two examples which both must be saved for the MDCD site:
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9. Example of a link to one DELEG site from another DELEG site. It must be tracked in the DELEG main site based on the primary category for the content.
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