Understanding Categories, Templates, Components & Content
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Definitions 

(In Alpha Order)

Category

All content must be attached to one or more Categories. The Category helps to define where it will be displayed in the navigation. Categories are related to the navigation of the site. Each item of navigation has a unique category assigned to it. In addition, each component on a page has a category assigned to it. Categories have several levels within them related to the navigation levels. When entering content you must be careful to enter the content at the proper level.

Component

A component is a segment of a page that contains a list of items or an article.  The lists of items all fall within the same category. Each component results in a category that is selected when entering a piece of content or associating existing content to a category.  Associating content to another category will allow that content to appear in more than one component in different places within the site.

Content

Content is a piece of information that can be displayed in a web browser. This may take the form of text formatted for display as HTML, or a link to an existing page or external site. Each piece of content must be assigned to at least one category. This is the primary category and is the category where the content “lives”. It may also be associated to other categories so that it will appear in more than one place. It is important to assign it to the proper primary category when creating the content. This will be the primary residence of the information.

Family of Categories

Each category may have one or more sub-categories subordinate to it. All the categories subordinate to a given category are considered a family of categories. The Parent categories are those categories immediately below the initial category with no others in between. Parent Descending categories are all the categories subordinate to the initial category (the whole family).

Template/Page Layout

A Template or Page Layout is associated with a category. The page layout is comprised of components. Each component can be defined and modified as the user desires. One of the selections when modifying or creating the component is to identify the category or family of categories that will be displayed in the component. This is a necessary step in assuring content will display as desired.

Relationships & Associations

· Each left-hand navigation category can have one and only one template/page layout associated to it.

· Each template/page layout may have one or more components, except Full Content pages and some specialized templates.

· Each component can have only one non-navigational category or family of categories associated to it.

· Each piece of content will have a primary category and can have one or more other categories associated to it, thus allowing it to display from different navigational paths.
· Each category will have one or more pieces of content associated with it. The number of pieces of content that are displayed depends on the template/page layout associated with that category or the component for that category.
Category to Category Associations 

This type of association can simplify content entry. If you have content that will ALWAYS appear in two places, you can associate the categories to each other. When content is entered into one category, the content will automatically be displayed in both category locations.

For example, if there is a forms category in multiple places offering a listing of forms for specific topics, and it is also desired to have a page that lists all the forms, the individual form categories can be associated to the generic form category. When a form is added to the individual form category, it will automatically appear in the generic list as well. 

It must be noted that all the content items in the first category will appear in the second category as well. If only selected items are supposed to appear, the content will have to be associated on a case-by-case basis.

Examples:

· http://www.michigan.gov/minewswire
All information is associated from agency Press Release categories

· http://www.michigan.gov/hal/0,1607,7-160-17447_18625---,00.html 
Each sub-category is also a calendar of events. All sub-categories are associated to the main HAL calendar to automatically display all events in one category.

Types of Templates/Page Layouts

There are many templates currently available and new ones being created all the time. There are, however, only a few basic types of templates, described below:


Component 

A template/page layout that contains components has several “boxes” or areas. Each of these is a component that has one category or family of categories associated to it. Each component can contain either one item from that category or a short list of items from that category. The list of items can be ordered based on date (release date of the content item), priority (priority of the content item) or alphabetically. No matter the number of items specified in the component, there is the choice of having the short text/description displayed or not. The number of items displayed in the component is fixed. If more content items are assigned to that category, then some of them will not display. The number of displayed items can be changed, but it can only be changed by the site administrators.

Note: Any of the components can be omitted. When a component is omitted, components that are lower on the page will move up to fill the gap. Any of the defaults can be changed, unless otherwise noted.

Current examples are:

	Component Templates

	Title
	Picture
	Defaults/Description

	Basic
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	Each of the double-wide components defaults to have one article. Images are optional and can be placed with on the left or on the right.

The two single-wide components default to either one article or one image, either of which will take you to a full content page.

Each component used needs to have a category specified for it.

	Samples: 

· Corrections > Prisons & Camps
http://www.michigan.gov/corrections/1,1607,7-119-1381---,00.html
· SOS > Driver License & State ID > Your First Michigan Driver License > Graduated Driver License (under 18) (only top two components used)
http://www.michigan.gov/sos/0,1607,7-127-1627_8669_8998---,00.html 

· DoingBusiness > State Administrative Board (second component not used)
http://www.michigan.gov/doingbusiness/0,1607,7-146-6597---,00.html 

	List
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	The first component defaults to a list of 3 items with short text displayed for all of them. Images are optional for the first, all or none of the items. 

The remaining three components act the same as the last three components in the Basic layout.

Each component used needs to have a category specified for it.

	Samples:

· DNR > Hunting
http://www.michigan.gov/dnr/0,1607,7-153-10363---,00.html 

· MDA home page
http://www.michigan.gov/mda 

	Triple Double Wide
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	The first double-wide component defaults to have one article. Images are optional and can be placed with on the left or on the right.

The second and third components default to a list of 3 items with short text displayed for all of them. Images are optional and can be placed with on the left or on the right.

Each component used needs to have a category specified for it.

	Samples:

· AG > About the AG’s Office
http://www.michigan.gov/ag/0,1607,7-164-19441---,00.html 

· SOS > Owning a Vehicle > Title and Registration > Your Title
http://www.michigan.gov/sos/0,1607,7-127-1585_1587_1588---,00.html 

· HAL > Idlewild > About the Area
http://www.michigan.gov/hal/0,1607,7-160-38960_44827_44925---,00.html

	3 Triple-Wides
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	This page layout eliminates the right hand navigation. Each component can be configured to contain one article or a specific number of items in a list. Images can be displayed for the first item or all items within each component. Images and short text are optional.

Each component used needs to have a category specified for it.

	Samples: 

· Treasury > Unclaimed Property
http://www.michigan.gov/treasury/0,1607,7-121-44435---,00.html  

· SOS > Organ Donation > Publications & Forms
http://www.michigan.gov/sos/0,1607,7-127-34786_42919---,00.html 

· MI Horseracing
http://www.michigan.gov/horseracing 

	Quad Page Layout
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	Each component can be configured to contain one article or a specific number of items in a list. 

Each component used needs to have a category specified for it.

	Samples:

· DMB > State Facilities
http://www.michigan.gov/dmb/0,1607,7-150-9152---,00.html 

· Emergingdiseases > Rabies > Library (only 3 components used)
http://www.michigan.gov/emergingdiseases/0,1607,7-186-25807_26357---,00.html 

· MDCR > Employee Benefits > Newsletter
http://www.michigan.gov/mdcs/0,1607,7-147-22854_23252---,00.html 

	List with 4 Single-Wides
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	This is like the List layout, above, except it includes two extra single wide components at the bottom.

Each component used needs to have a category specified for it.

	Samples:

· DMB > Agency Services > Travel
http://www.michigan.gov/dmb/0,1607,7-150-9141_13132---,00.html 

· MDE > Administrators
http://www.michigan.gov/mde/0,1607,7-140-5235---,00.html 

· 
http://www.michigan.gov/dnr/0,1607,7-153-10370---,00.html 

	Modified List with 4 Single-Wides
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	This is like the List with 4 Single-Wides, above with a default layout already specified. The default is for no borders on any of the components, for one image in the top component to appear on the right, and a background color for two of the components (as seen on the left).

Each component used needs to have a category specified for it.

	Basic+List with “>MORE
	[image: image9.png]© Basic Layout Plus List with > MORE"
Basic+List with ">MORE"
Component Title

Content T

oy st

ComponentTits

—rT
e

R e

oo e

Weptan ore

Note: List it Her
number o Hems wih e ul
Component category MUST have a st
s page ayoutassigned o L.





	Each of the double-wide components defaults to have one article. Images are optional and can be placed on the left or on the right.

One single-wide component defaults to either one article or one image, either of which will take you to a full content page.

A single-wide List >MORE component defaults to a list length of 6. You can specify other lengths as well as turn this into a select list drop down box instead of a single-wide component. 

Each component used needs to have a category specified for it. An Index/Categorized page layout needs to be associated to the category for the List >MORE component only.

	Samples:

· Training > About Us > Intermediate Content Entry > List with More Sample
http://w3.michigan.gov/training/0,1607,7-166-18464_35005_37750---,00.html 

	Page: 2 DW, 2 ListMore, 2 2/3 wide
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	This page has six components with two rows being divided in a 70% - 30% layout.

The first double wide component defaults to have one article. An image is optional and can be placed on either side.

Each of the two 300 pixel width components defaults to 4 items and can include images, if desired.

Both of the List with More components do not specify a list length. You will need to do this.

The second double wide component defaults to 3 items and can include images, if desired. 

Each component used needs to have a category specified for it. An Index/Categorized page layout needs to be associated to the category for the List with >MORE component only.


	Samples:

· DNR home page
http://www.michigan.gov/dnr
· MDE home page 
http://www.michigan.gov/mde 

· MCOLES home page
http://www.michigan.gov/mcoles 

	Home Page with 4 Select Lists
	
	1 Double Wide (1DW)

4 Select Lists (4SL)

2 Single Wide (2SW)

1 Double Wide (1DW)

Double and Single wide components function as usual with options to display short text, images, number of items, etc.

The Select Lists are designed to include an image title to the left of the select list. 

If you choose to use Text Title, the title will display above the control.

The Select List components in this layout are designed to be 300 pixels wide, font size 12. You can edit these settings in the component modifier. The highlighted fields can be edited to customize the component. As always, first you select the content category. Category OTHER or NAVIGATION will not work with the select control. ONLY CONTENT CATEGORIES will display.

	Samples:

· HAL Home page
http://www.michigan.gov/hal
· Treasury Home Page
http://www.michigan.gov/treasury/
· MCOLES > MCOLES Network
http://www.michigan.gov/mcoles/0,1607,7-229-42523---,00.html



Categorized Content 

Categorized content differs from the components above in that there is no limit to the number of categories that can be displayed on the page and the number of items that are listed within the components is not limited. As new content is entered, the list can grow longer. Short Text/descriptions are available as an option for all of these. The Aggregate and Photo Galleries (see below) use short text as default. There is also the option of have a single item (article) component like those described above, leading the page above the categorized lists.

For all categorized items below, there are two choices for ordering the categories and the content within the categories:

Alphabetic
– Categories: Alphabetic


– Content: Alphabetic 
Standard
– Categories: Priority

· Content: Release Date then priority when release date is the same.

If there are multiple categories on a page and one or more of the categories does not have content, the category will appear with the statement “There is currently no content for this category” displayed in the box. As soon as content is entered, this statement disappears.

Current examples are:

	Categorized Content Templates

	Title
	Picture
	Defaults/Description

	Aggregate
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	You may have as many or as few categories as you wish. Within each category, you may specify as many items as you wish to be displayed, including “unlimited”. The default is unlimited. This layout defaults to displaying the description/short text for each item.

Each category of information, which will be grouped together in one box, needs to be specified.

	Samples:

· SOS > Driver License > Driver Education > Info for Admin & Instructors 
http://www.michigan.gov/sos/0,1607,7-127-1627_40645_40650---,00.html
· MDA > Consumer Information > Environment > Pollution Prevention 
http://www.michigan.gov/mda/0,1607,7-125-1566_2311_2313---,00.html  

	Intro w/Aggregate 
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	This is the same as above, with the addition of an article component above the category listings.

Note: the category for the article (intro) component must be created as type = “other”.

Each category of information, which will be grouped together in one box, needs to be specified. The intro component needs a category specified as well.

	Samples:

· Corrections > Probation, Parole & CRP
http://www.michigan.gov/corrections/1,1607,7-119-1435---,00.html 

· MDA > Consumer Information > Consumer Tips > Michigan’s Gasoline Corner
http://www.michigan.gov/mda/0,1607,7-125-1566_1733_23370---,00.html 

	Categorized (Index)
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	You may have as many or as few categories as you wish. Within each category, you may specify as many items as you wish to be displayed, including “unlimited”. The default is unlimited. This layout defaults to not displaying the description/short text for each item.

Each category of information, which will be grouped together in one box, needs to be specified. 

The Categories will be ordered by Category Priority. Content within each Category will be ordered by release date.

	Samples:

· Agriculture > Consumer Information > Consumer Tips > Leisure
http://www.michigan.gov/mda/0,1607,7-125-1566_1733_22582---,00.html 

· SOS > Owning a Vehicle > License Plate Store > Veteran/Military Service Plates
http://www.michigan.gov/sos/0,1607,7-127-1585_1595_1598---,00.html 

	Intro w/ Categorized (Index)
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	This is the same as above, with the addition of an article component above the category listings.

Note: the category for the article (intro) component must be created as type = “other”.

Each category of information, which will be grouped together in one box, needs to be specified. The intro component needs a category specified as well.

	Samples:

· DMB > Organization & News > Administrative Guide (includes Drop Down selection box)
http://www.michigan.gov/dmb/0,1607,7-150-9131_9347---,00.html
· DLEG > Construction Codes > Divisions > Local Government
http://www.michigan.gov/cis/0,1607,7-154-10575_17394_17567---,00.html 

	Categorized Call / Alpha Sort with Intro
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	You may have as many or as few categories as you wish. Within each category, you may specify as many items as you wish to be displayed, including “unlimited”. The default is unlimited. This layout defaults to not displaying the description/short text for each item.

In addition, there is an article component above the category listings.

Note: the category for the article (intro) component must be created as type = “other”.

Each category of information, which will be grouped together in one box, needs to be specified.

Categories will be ordered alphabetically. Content within Categories will be ordered alphabetically.

	Samples:

· E-Michigan > References
http://www.michigan.gov/e-michigan/0,1607,7-112-16169---,00.html 

· SOM > Health > Providers
http://www.michigan.gov/som/0,1607,7-192-29942_32541---,00.html 

	Non-categorized Photo Gallery
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	This page does not have any sub-categories on it. All the photos in the gallery are contained in the same category. You may specify as many items as you wish to be displayed, including “unlimited”. The default is unlimited. This layout displays the description/short text for each item.

Note: “Show Image” must be set to “First”.

	Samples: 

· Treasury > Inside Treasury > Biographies
http://www.michigan.gov/treasury/1,1607,7-121-1755_1962---,00.html
· MDOT > Bridges & Borders > Mackinac Bridge > Photo Gallery
http://www.michigan.gov/mdot/0,1607,7-151-9618_11016_11028---,00.html 

	Non-categorized Photo Gallery with Intro
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	This is the same as the non-categorized photo gallery above, with the addition of an article component above the category listings.

Note: the category for the article (intro) component must be created as type = “other”.

Note: “Show Image” must be set to “First”.

	Samples:

· Corrections > Publications & Information > Fallen Employees
http://www.michigan.gov/corrections/1,1607,7-119-1441_1524---,00.html
· Gaming Control Board > Inside MGCB > Board Members
http://www.michigan.gov/mgcb/1,1607,7-120-1399_2099---,00.html

	Categorized Photo Gallery
	[image: image18.png]Categorized Photo Gallery
Category Title
Content Tite
e 31

Content i
Srora o o ot
il apays e 8
£

Gontent Tite
e apeesnt o
P





	This page has subcategories for different groups of photos. It does not have an “intro” component. The first category could be used as an “intro” box.

Note: “Show Image” must be set to “First”.

	Samples:

· DMVA > Inside DMVA > History > Military Personalities
http://www.michigan.gov/dmva/0,1607,7-126-2360_3003_3012---,00.html 



Full Content

All information is, with a few exceptions, ultimately displayed as full content. When a link is clicked from either a component or a categorized content index list, the result is a full content page. A full content page may also be specified as the page layout for a left navigation category.


Current examples are:

	Full Content Templates

	Title
	Picture
	Defaults/Description

	Full Content
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	The title field of the content is displayed at the top (content title). The body is displayed below. If the contact name, phone, or agency is entered, they are displayed between the title and the body.

This page does not have components that require categories.

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

	Samples:

· DMB > Agnecy Services > Recycling Program
http://www.michigan.gov/dmb/0,1607,7-150-9141_25043---,00.html 

· MDOT > Doing Business > Bus &  Limo 
http://www.michigan.gov/mdot/0,1607,7-151-9625_21607_21616---,00.html  

	Triple Wide Full Content
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	This page layout eliminates the right hand navigation. The title field of the content is displayed at the top (content title). The body is displayed below. If the contact name, phone, or agency is entered, they are displayed between the title and the body.

This page does not have components that require categories.

	Samples:

· Taxes > Income Tax > Collections
http://www.michigan.gov/taxes/0,1607,7-238-43513_43515---,00.html  

· SOS > Organ Donation
http://www.michigan.gov/sos/0,1607,7-127-34786---,00.html 



Specialized Templates

There are several templates/page layouts that have special uses. They are described below:

	Specialized Templates

	Title
	Picture
	Defaults/Description

	Theme
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	Component box at top works like the component boxes in the first section. The category titles come from the subordinate navigation categories. 

This page layout can only be used when there are navigation categories below the category this is attached to.

The top component, if used, needs to have a category specified.

	Samples:

· DMVA > Inside > History
http://www.michigan.gov/dmva/0,1607,7-126-2360_3003---,00.html 

· MDCH > Statistics & Reports
http://www.michigan.gov/mdch/0,1607,7-132-2944---,00.html 

· DHS > Individual & Family Services
http://www.michigan.gov/dhs/0,1607,7-124-5452---,00.html 

	Press Release (Monthly Index)
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	Automatically archives items by month. Current month is displayed. If there are no items in the current month, the most recent month with items is displayed.

This template does not require content categories.

	Samples:

· SOS > About the Secretary of State > News Center
http://www.michigan.gov/sos/0,1607,7-127-1640_9150---,00.html 

· DNR > Publications & Maps > Press Releases
http://www.michigan.gov/dnr/0,1607,7-153-10371_10402---,00.html

	Monthly Events
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	Automatically sorts and lists events by start date. User can move forward or backward in calendar to see other months. Images are optional. Will lead to full content when available.

This template does not require content categories to be specified.

	Samples:

· DNR  > Inside DNR > Calendar of Events
http://www.michigan.gov/dnr/0,1607,7-153-10366_11859---,00.html 

· HAL > Exhibits & Events > HAL Calendar
http://www.michigan.gov/hal/0,1607,7-160-17447_18625---,00.html 

	FAQ
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	You can have as many categories of FAQs as desired. They will all be listed in the right hand navigation when FAQ is selected. These are ordered according to priority of the categories. Questions, which are the content title, will be listed under the selected category. Clicking on the title will take you to the full content which will display the question and the answer. The categories remain visible in the right hand navigation.

	Samples:

· HAL > FAQ 
http://www.michigan.gov/hal/0,1607,7-160-21224---F,00.html  

· Treasury > FAQ 
http://www.michigan.gov/treasury/1,1607,7-121-1762---F,00.html 

	Content Archive
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	Content Archive will automatically create an archive of content in that category, and, if applicable, generate sub-categories, according to you specifications: by month, quarter, season, or alpha. 

	Samples:

· MDE > State Board of Education > Public Notices
(Monthly)
http://www.michigan.gov/mde/0,1607,7-140-5373_38763---,00.html 

· E-Michigan > Vignette CMA Users > Workshops & User Group Meetings > Newsletter & Slide Show Archive (quarterly)
http://www.michigan.gov/e-michigan/0,1607,7-112-15476_16145_37468---,00.html 

· MiSeniors > Aging Issues (alpha)
http://www.michigan.gov/miseniors/0,1607,7-234-43293---,00.html 

	Sitemap
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	Automatically generated when this page layout is associated to the proper sitemap category.

This page is automatically generated and needs no categories defined for it.

	Samples:

· Lottery > Site Map 
http://www.michigan.gov/lottery/1,1607,7-110-1089---SM,00.html
· Corrections > Site Map 
http://www.michigan.gov/corrections/1,1607,7-119-1486---SM,00.html 


Ordering Method on Agency Sites

Unless specified otherwise:

· Release Date = Most recent date is first

· Priority = Lowest number is the highest priority (1 is first, 2 is second, etc.)

· Alphabetic = A - Z
Component information: Site Admin specifies if release date, priority or alphabetic. 

(This applies to Component type templates as well as components on Special templates and introduction components on Categorized Content type templates.)

Press Releases: Release Date 

Monthly Events: Event Date 

Theme: Same order as left nav, going left to right first, then top to bottom

Quick links: Release Date, then priority when release date is the same.

Tip: to order by priority, for each content item, set all the dates to 01/01/2002 and set priority.

Related Documents: Priority then ID number 

Categorized Call type templates allow the site administrator two choices 

Alphabetic
– Categories: Alphabetic


– Content: Alphabetic 
Standard
– Categories: Priority

– Content: Release Date then priority when release date is the same.

Tip: to order by priority, for each content item, set all the dates to 01/01/2002 and set priority.

(This applies to all Categorized Content type templates.)

FAQ – categories: Priority

FAQ – questions within category: Reverse release date (oldest first) then Priority when release date is the same.

Top & Bottom Nav: Priority
Tip for using Priority: 

Number the priority by 10s or 5s to allow room to add another item in between existing items.

When adding new content, determine the method of ordering for the component by determining the type of template and looking at the existing content and noting the date and priority of the items surrounding the location of the new item.
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