CMA Site Administration
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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 Therefore, aspects of the system are subject to change and this document may be out of date.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.

I. Accessing the CMA

A. URL

Open Internet Explorer (version 4.0 or above) and type http://w3.michigan.gov/ into the address line and press Enter.

B. Log-in & passwords

The CMA User and Password have been individually assigned and are managed by e-Michigan’s CMA Experts group. Permissions can be added to Content Authors by Site Administrators.
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C. Forgot Password

If you or one of your Content Authors forgot their password, there is a “Forgot Your Password” link on the login screen. A pop-up window will ask for your email or UserID. If it matches, a new password will be emailed the email address tied to the account. 

D. Changing the password

Once a user has logged onto the CMA, he/she can change the assigned password. 


Click on ‘My Account’ on the top right of the navigation bar. Then ‘Change Password’. Type in your old password. Enter your new password. 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.


Assigned User names cannot be changed without assistance from a CMA Expert.

II. 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:

A. Top Navigation

· CMA Home: Takes you back to the open screen 

· Preview Sites: Drop down menu of a list of sites you are authorized to edit.
· View Site Info: Lists all sites, Active and In Progress, their CMA Expert, and the Site Admins.
· Help: Takes you to the eMichigan website where you can find user manuals, examples, and other information.
· Request Services: Service request system. Not yet active.
· My Account: Change Password and Logoff
Left Navigation

The Left Navigation is divided into groups to assist you in locating the desired command. NOTE: Site Admins see all these groupings on the navigation. Content Entry people, to include Authors, Editors, and Publishers who are not Site Admins, only see the Content, Assets, Browse Categories and Logoff.

· Categories: Deals strictly with 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). This class will cover this section in detail.

· Content: Deals strictly with adding, editing, deleting, and managing content. This class will cover some of these items superficially. These items are covered in depth in the Content Entry 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. This area will not be covered in this class. Please see the Content Entry class for more information.

· Site Admins: Review Users and their groups, list of Marketing URLs, add Users to Groups.
· Quick Guides: Help documents.

B. Welcome Area
This section changes frequently. Look here to get news and updates from your e-Michigan CMA team as well as the current Smart Cache Clear Schedule.

C. Workflow Tasks

Tasks that have been assigned to you and/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.
III. Look At and Understand The Web Site

A. Understanding Categories, Components, Content & Templates

See separate document. Discuss philosophy of page layouts.
B. Look at the site in the CDA/Web

Your site is already created and functioning. Open the site in a new browser window. Note the structure of the left navigation. Note the components on the pages. See if you can determine what template is being used for some of your pages.

IV. Browse Categories

A. Browse Categories

· Click Browse Categories 
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· Select the site
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· Note the hierarchy of categories

· Navigate backwards & forwards through categories

· Compare the categories here with the left navigation and components on the pages 

B. Category Tree 

· Under the currently selected category, click View Category Tree.
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· A view of all the categories starting with the one currently selected.
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NOTES:

· View Help button will explain all the different icons, colors, strike throughs and status messages. Please take a moment to review.

· List Content – Take heed of the warning message. It will take a long time to list all content at the root level. It is suggested that that button is only clicked at secondary levels.
C. Associations

The various associations are listed on the Browse Category screen. The Site Administrator is able to make changes to these associations from this page, as well as from other screens. This will be covered in more detail later. 
Click on one the Title of one of the sub categories. (Example: “About Us” in the In Progress column)

· Associated Categories

· Associated Content

· Associated Assets

· RD Page Layout
· Category Permissions
V. Create Categories

In this class we will be working with the Training site (w3.michigan.gov/training). 

Before starting to create categories in the CMA, one needs to know what the page layout is going to look like. The instructor will help determine what category(ies) you will be adding and what RD Page Layout to use.

A. Create A Left Navigation Category

· Select Add Category from the left side of the screen.

· Select the site from the Category Pre-Select screen.
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Note: if you have access to administer only one site, the CMA will skip this screen and take you directly to the next step/screen.

· Select the Category Parent; this is the category “above” the one you are creating. If this is to be a top button, the parent is the name of the site. If this is under a top-level button, select the category of the button or sub-category under the button under which this will fall. 
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· Enter the Category Name you want to give the category you are creating. 

a) Select a name that is short, but meaningful, as this is what authors will use to enter content. 

b) There can be no spaces or special characters, although an underscore can be used. 

c) It will be converted to all uppercase; however it is entered.

· Since this is a left navigation category, choose the Navigation radio button under category type.

· Enter the priority. This will determine the order in which the items are displayed. It can be changed later, if desired.
NOTE: it is a good idea to number the priorities by 100s so that other categories can be inserted easily between existing ones, if desired, at a later date.

· Enter the Display Text. This is what will appear in the left navigation (unless it is to be a top-level button), so enter it exactly as you want it to appear. Spaces, special characters, and upper/lower case are appropriate to use here. You have 50 characters to work with.

· Short Display Text is only used when the category is a Local Quick Links category. If it is, then you have the option of not displaying the Global Quick Links. If you do not wish to display Global Quick Links, enter NO_GLOBAL in this field.  For more information on Quick Links, see the Quick Links handout.

· Enter a description in the Description field. 

a) This field is displayed when the parent category is a Theme type page; that is, when the category before uses the Theme template to display a brief description of the categories below it. Make sure you enter something meaningful here, even if the parent category does not use a Theme template. 

b) The search engine also uses this field.
c) Hover over text when moused over.
Click the Add button. (Page will reload in Edit Mode)
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· Note additions to the screen:

a) Status Message

b) A Category ID Number is assigned to this category.

c) A Category Status field is added.

d) Project Workflow field is added.

e) Four Buttons added at the top:

(1) Add New Content
(2) Add Child Category
(3) Preview
(4) Browse Category
· View the category in the Training web site. (The instructor may need to clear the left navigation cache)
· Adding Category Permissions: New categories at the highest level of the site need to have permissions add or nobody can add content to the category or sub categories.

a) Scroll to the bottom of the Browse Category screen and click Add Category Permissions.
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b) Choose which needs to have permission to this category.
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c) Select the Category in the scroll box. More than one category may be selected at a time by using the Shift or CTRL key.
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d) Select the group that is to get permissions from the drop down list.
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e) Check the boxes for permission types that apply (usually all boxes are checked, but that is an administrative decision).
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f) Click Add.

Create a Content Category 

In this section you will create the categories for the components on a left navigation category page.

There are several ways to initiate the creation these categories.

Method One:
Create a new category as above

· Select Add Category from the left side of the screen.

· Select the site from the Category Pre-Select screen. (same as above)

Method Two:

· Browse Category to the Left Navigation category. 

· Select Add Child Category from the top of the Browse Categories Screen.

Method Three:

If you are still looking at the Edit Category Screen for the left navigation category you just created:

· Select the Add Child Category button from the top of the Parent Category - Edit Category Screen.
Continue with creating the category:

· Select the Parent Category; this is the category that contains the components – that is, the components you are about to create will become the boxes on the page. If this is to be the home page, the parent is the site name. If you have a written taxonomy, this can usually be determined by looking at the spreadsheet of your taxonomy and following across the same row.

· Enter the category name you want to give the category you are creating. 

a) Select a name that is short, but meaningful, as this is what authors will use to enter content. 

b) There can be no spaces or special characters, although an underscore can be used. 

c) It will be converted to all uppercase however it is entered.

· Since this is not a left navigation category, choose either the Content or Other radio button under category type. 
NOTE: Other is only used in special situations. Examples are for the Introduction components of Index (Categorized), Aggregate or Photo Gallery templates or for Asset categories.

· Enter the priority. This will determine the order in which the components are displayed on the page when the template type is any categorized template or FAQ. It can be changed later, if desired.

· Enter the Display Text. This will only be displayed on categorized type templates and FAQs.

· Skip Short Display Text. 

· Enter a description in the Description field. This field is not displayed, but is used by the search engine.

· Click the Add button. (Page will reload in Edit Mode)
· Note the category ID.

Repeat for other components on this page. 

If this is an Index or Aggregate template, there may be only one category. If this is the case, the category name may be generic – such as “General”.

A Note About Category Status: After the category has been added, a new field is added to the screen: Category Status. If the status is IN_PROGRESS the category will display in Production Preview (w3.Michigan.gov), but not in Production (www.michigan.gov). 

· For Left Navigation Categories: They will not show up until an automatic cache clear occurs or a CMA expert performs a manual cache clear. However, the Preview button will still work.
· For Left Navigation Categories: If the status is LIVE and the parent category has a status of LIVE, the category will display in Production after a manual cache clear is performed on the left navigation. 

· For Component Categories: If the status is LIVE and the parent category has a status of LIVE, the category will display in Production after the next cache clear.  If there is no content in the Component Category, it will not display.

B. Select RD Page Layout

For the category of the page where these components are to be displayed (Page layouts typically only apply to a Left Navigation category only):

· Click List Category and enter the category ID for the left navigation category that was created first and which contains the component(s) entered above. (Not the category ID for the most recently created category.)

· Click Search or Press Enter.

· Click on the title of the category to Browse to the category.

· Scroll down to RD Page Layout.

· Under RD Page Layout, click Add Page.

· In the Page Chooser screen, select the desired RD page layout for this category. For the training exercise select RD BASIC 1DW 2SW template.

· The Component Modifier preselect screen is displayed. Select the first item in the dropdown list. The Component Modifier information page is displayed. (It will not be displayed when the template type is Full Content, Monthly Index, Events Calendar, SiteMap or FAQ):[image: image17.png]
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 Note: not all of the items shown will be displayed for every component type.
a) The yellow circles with question marks offer Help for the item they are beside.

b) From the drop down menu, select the first component listed that will be used on the page. The names of the components contain the following information 
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(1) DW is Double Wide

(2) SW is Single Wide

c) From the second drop down menu, select the category from which content will be drawn to fill this component.
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d) Select one of the radio buttons, as follows:
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(1) Category: This will draw content only from the category selected above. This is the most commonly used selection.
(2) Parent: This will draw content from the immediate sub-categories beneath the category selected above, but not the category selected.

(3) Parent Descending: This will draw content from all the sub-categories and sub-sub categories beneath the category selected above, as well as the selected category.

e) Order By: Select the method by which you want to order the items in the list. 
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(1) Release: This will order by release date with the newest/most recent items being displayed first.

(2) Priority: This will order by the priority you specify when entering content. The lower the number, the closer to the top of the list the item will appear.

(3) Alphabetic: This will order the items alphabetically.

f) If there is an image to be used for the title above the component:
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(1) Enter the Asset ID number in the box OR:

(2) Click Change Title Asset, select the Asset Project Folder for the site and select the desired asset from the box.
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NOTE: The image must already have been added as an asset. It can be added as an asset and specified here later.
g) Title Image Location: The Title Image can be located in one of three locations within the component. Select where the image is to be located.
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Sample Images for Class


	Double-wide Component Title Images (Across the top)
	Single-wide Component Title Images (Across the top)
	Left or Right Component Images (for double-wide components)

	5015

7238

489

49911

49913

9967

7221
	13199

33946

32903

31195

10579

95770
	47017

38561

18225

38675

38591

49914

41724
	13035

76653

89914

9095

31248

3208

5634
	1864

2099

5233

730

111440

120377


	103641

58538

95060

82584

108595

3354

58807


h) Title Text/Image: When there is no Title Image, enter the text you want to appear as the title above the component. This field is optional. If there is to be only one item in the component, it may be preferred to leave this field blank.

If both a title image and text are both entered, the image will appear and the text will not appear.
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i) You are also able to use two images for a component, one on top and the other on the left or right. To do so:
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(1) Enter the Asset ID number for the top image in the Title Image field. 

(2) Enter a second Asset ID number in the Title Text/Image field instead of text. 

(3) Specify the location of the second image; use the Title Image Location field.

NOTE: If you use two Title Images, it is recommended that you do not display content images in the component.
Sample Component with Two Title Images – Top and Right
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j) Use the sample images above to display images for your components as desired.

k) List Length: Select the number of items you want to appear in the list. 
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Please note: Items added to the category for this component beyond the number specified in this field will not be displayed when there are more items than the number in this field. If you want all content items to appear in this component, select “unlimited”.  
For example: If three is selected here, three items will appear. When a fourth item is added, one of the existing ones will disappear from the list, or the new item will not appear. Which item is not displayed will depend on the ordering method for the component.

l) Show Description: Decide whether or not you want the description of the content to be displayed. If you do, select which items you want to display it. The choices are:
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(1) None

(2) First

(3) All

m) Description Length: From the drop down menu select how many characters of the description you want to display. If no description is to be displayed, ignore this field. If more characters are entered than is allowed by this field, the description will cut off at the length specified here.
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NOTE: If HTML code is entered in the description field of the content, every character of the code counts as a character here. If there are more characters in the field than are allowed, and the cut-off point is in the middle of HTML code, the code that is within the limits will appear in the description as raw code.

n) Show Image: If an image is to be displayed, specify for which item. The choices are:
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(1) None

(2) First

(3) All

NOTE: If you use two Title Images, it is recommended that you do not display content images in the component.

o) Image Priority: Select which takes priority; Image or Description. If you want both to display, please choose Both. This is most useful in singlewide components where space is limited. The choices are:
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(1) Both

(2) Image

(3) Desc.

p) Image Alignment: Select the alignment/location of the images. The choices are:
[image: image36.png]signimsge: [[EFT o] @





(1) Left

(2) Center (only applicable to singlewide components)

(3) Right

q) Style: If in doubt about the following choices, leave them defaulted to Standard so the default settings will take place. If you would like to change them later, you can.
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(1) Style: Each style has specific defaults. This can be left set to None, as the other selections, below, over-ride this information. 

Note: If you would like the image displayed within the component to be smaller than normally displayed, select the List style. If you would like a larger image to be displayed, select Photo. 

If you choose Newspaper style, you can select 2 or 3 columns after clicking Update. This will divide the content into two or three columns listed side by side. The order of the list will be the same as if they were in one column, but will continue at the top of the second column as in a newspaper type column.
Other items are discussed in the Understanding Page Layouts training guide.
r) Show Event Start Date: This is used when using a calendar page layout component.
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s) RSS/xml or Podcast: This is used when you want the component to be RSS or Podcast enabled. It must be one or the other. It cannot be both at the same time.
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BORDER, TEXT, and BACKGROUND colors:
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Border Color: This will determine the color of the border around the component. If the field is left blank, the color associated with the site’s colors will be used. If you want no border, type White in the field. Otherwise use the hex code for the desired color. If you use this field, please use colors that harmonize with the other colors in your site and be sure to use it consistently throughout your site.

t) Text Color: This will determine the text color of the component. If it is left blank, the text color will be black. This is usually desired to facilitate ease of reading.

You can select a color by clicking the check pattern dropdown dox. A dialog box will open and you can pick colors from there. After selecting the color, click OK. The Hex Code will be automatically inserted. You can enter other Hex Codes, as well. Always make sure that the contrast between the selected background color and the text will allow for ease of reading.
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Validate the colors meet at least WCAG level AA contrast ratios between font and background colors. http://webaim.org/resources/contrastchecker/ 

u) Background Color: This will determine the background color of the component. If it is left blank, the background color will be white. This is usually desired to facilitate ease of reading.
You can select a color by clicking the check pattern dropdown dox.
If you use this field, please use colors that harmonize with the other colors in your site and be sure to use it consistently throughout your site.
Validate the colors meet at least WCAG level AA contrast ratios between text and background colors. http://webaim.org/resources/contrastchecker/ 

v) Bullet: This will determine the character used at the beginning of each item. If the field is left blank, a small, round, solid bullet will be used. If you want to use another character, simply type that character or its ASCII code in the field. If no bullet is desired, type NONE (all upper case) in the field.
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Again, consistency is important throughout a site.
w) More: This will determine the leading character and word used to take the user to the full content of the item in the component. If the field is left blank, >More will be used. If a different word/character combination is desired, type the desired character and word in the field. If no word is desired, type NONE (all upper case) in the field.
[image: image43.png]



x) Categorized Dropdown is used when the page/template type is Categorized Content (index with or without Intro) or an Aggregate page (with or without Intro). The dropdown is placed at the top of the page (below the Intro component, if used) to facilitate locating the desired category on the page. It is useful when the page is long and there are several categories. It is not useful when there is only one category or when the list of information is fairly short.
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y) Click Update. (The screen will refresh)

z) Select the next component from the drop down menu. The fields available may change based on the type of component. The choices you made for the previous component will remain in place. Make selections for the new component.

aa) Repeat for each component on the page.

· Special Component – List with >More: The List with More component can be displayed either as a list of items in a component or as a select list.  In the Style field, select Standard for a list in a component, choose Select_List for that option.
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a) When Select_List is selected, the fields below can used to specify the details of the list. 
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b) When either format is selected, the List Length field will determine how many items are listed in the Component or the Select List. At the end of the Component or Select List there will be a link to the rest of the list in the form of “>More”.
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· Categorized Call Templates: To sort a categorized call alphabetically, when the Categorized Call component is selected an additional field is added – Sort positioned below the Style field. Select Standard or Alpha.
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· Changing the Component’s Width & Height
You can change the width and height of the component by going to the Component Edit Screen. Before you do so, make sure you click the update burton to capture all changes.
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Click the edit link next to the component drop down.
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· Changing the Component’s Position
This is used to define the display position of the component when rendered on the page. In most cases, no value is required -- One exception case is when a singlewide component must be forced to display only in the right navigation area, in which case a value of "R" must be entered.
Again, go to the Edit Component screen by clicking the edit link next to the component drop down.
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C. Display the Components (Enter Content)

· Look at the page in the CMA - note that nothing is displayed because there is no content.

· Enter a simple piece of content for each component (as time permits) on the page.

a) Click Add Content from the left. 

b) Select the Category Group – the site name and button or next level category.

c) Continue with the selection of the Primary Category. Make sure you select the Component Category.

d) Enter the Title of the piece of content. This is what will be displayed as the link within the component.

e) Enter the Release Date and time. Today’s date and time are entered by default. It can be changed to anything you want.

f) Event Dates apply to the Calendar of Events template/page layout only.

g) Expiration Date is used to automatically expire a piece of content.

h) Enter a Priority, if ordered by priority.

i) Select the Agency Owner.
j) In Content Type select HTML.

k) Write a brief Description.

l) Write a brief sentence or paragraph in the Body box. NOTE: do not use Web Edit Pro. Using Web Edit Pro is covered in other classes.

m) Click Add. (Page will reload in Edit Mode)
n) Note the Content ID and status are displayed.

o) Repeat as time permits for each component. 

· Look at the page in the CMA and see how it is now displayed. 


NOTE: Alternatively, you can add content to a category while in the Edit Category or Browse Category screen for that category by clicking Add New Content from the top of the screen.

VI. Change the Template/Page

A. Delete the existing Template/Page

In order to change the template, the existing one must first be deleted. This will not affect the existing categories or content in any way.

· Browse to the desired category, or edit the category using the List Category option. Click on Delete Page Layout.
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· It will ask for a confirmation, confirm the deletion by clicking the Delete button.
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B. Add a new Template/Page

· You will be returned to the Edit Category screen. Click the Browse button at the top of the screen and then scroll to the bottom of the Browse Category screen.

· Under RD Page Layout, click Add Page.


· Select the RD COMPONENT: Categorized Listing template
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· Click Add at the bottom of the page to select that template.
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C. Configure the Components for the new Template/Page

· From the component drop down box, first select the DW RD component and configure as before.
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· Then from the component drop down box, select the Categorized List RD 
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Enter the desired information for the content categories that will be displayed on this page.

The only difference here is the Style defaults to List.

· Click Update
· Look at the page in the Training web site to see the changes


NOTE: Not all of the same fields are available. For example the Category fields are not present because all the categories are displayed in a predetermined order.

VII. Working with Associations

A. Edit the display name

The text that is displayed above a component originates from different places depending on the template used.

· Categorized Calls

a) The text that is displayed originates from the Display Text field for the individual categories.

b) Edit the category for that component box.

c) Edit the Display Text.
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· Component Templates 

a) In the CMA, Browse the category for the page.

b) Modify Component Properties for this category’s RD Page Layout.
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c) Select the desired component from the drop down list.
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d) Change the title text for that component or select an image for the title image.
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e)  Look at the change in the CDA.

B. Look at content listed under associations

· In the CMA, edit a category that has content already displayed. You can find one by browsing the categories and looking at the associations before you choose to edit the category.

· Edit a piece of content from the list of associated content.
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· Scroll to the bottom of the Edit Content screen.

· Add another category to the Associated Categories list by selecting the Add link and selecting another category from the list, such as What’s New.
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Left Navigation that Links to Another Site/Page

You have the ability to create a left navigation item that rather than going to a page with a specific template and links, goes to another URL. Because the Left Navigation is not displayed once selected, rather the user is bounced to another page or site, sub-categories should not be created below the one that is to become a link.

1. Create the category

2. Set the Page Layout to Full Content

3. Create content in that category that

a. Make the Content Type = Link

b. Complete the rest of the link items

Browse Category: Another Look

Browse Category offers a lot of functionality beyond finding and editing a category and viewing the category structure.
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C. Category Name and Menu
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· Category Path is displayed on the first line. You can click on any of the items in the path to go to that category.

· A menu of choices is displayed on the second line:

a) Work In Browser will allow you to view the Page Layout in Preview.

b) Add Content will allow you to add a new content item to this category.

c) Add Asset will allow you to add a new asset to this category
d) Add Child Category will allow you to add a sub-category to the currently viewed category.

e) Delete Cat will allow you to delete this category when other conditions are met. Please see section on deleting categories, elsewhere in this handout.

f) View Cat Tree will allow you to view the category tree from the current point of navigation.

g) Parent Cat will allow you to browse one category level higher.
D. Sub Categories

This section displays a list of all the sub-categories for the category identified above. You can click on any of the categories to view it in the Browse Category mode. Clicking the eyeball icon will open a new browser window with that category in preview mode. Clicking the pencil icon will open that category in edit mode.
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E. Associations 

The rest of the screen is devoted to associations to this particular category.

· Category
This section of the screen displays categories associated to this category – or Cat-to-Cat associations. You may edit or delete any association.
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· Content
This section of the screen displays content associated to this category. Content is listed in the order in which it is displayed in the component. Only the first ten items are listed.
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a) Change the number of items by changing the number in the Display box and clicking on the Standard Sort button.

b) Change the method of sort by clicking on the title of the column on which you want to sort.

c) Display all the items by clicking on the Display All link.

d) Edit a piece of content by clicking on the pencil icon or the ID number. 

e) Delete the association to the piece of content, if this is not the primary category by clicking on the Delete link under the Remove column.

f) Move content to a different primary category by checking the box and clicking the move button.

g) Keep the content in this category as well, as a secondary category by checking the Keep Existing Category Association box prior to clicking Move.
h) Delete the content by checking the check box and clicking the Delete button.

· Assets
Assets are rarely associated to categories. The most common instance of category and asset associations is the association of the button asset or the header logo to the asset category. Again, you may edit the asset or delete the association. Selecting delete will not delete the asset; merely delete the association.
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· RD Page Layout refers to the template or page layout associated to a left navigation category.

Each component available to that page layout is listed, along with the category associated to the component, if any. You may:

· Re-order of the components by editing the priority numbers.
· Browse the category associated to a component.

· Modify the page layout and its components.

· Delete the page layout.

· Add new Components to the page layout.
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· Permissions
The Permissions section of the associations lists the groups that have access to this category. Permissions are granted at the top/site level and each first level category (left navigation categories, Top, Bottom, Right, Policy Navigation). Permissions for categories below those levels are inherited from the level above. The Add Category Permissions button appears at the highest level only.
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VIII. Finding a Category Again 

A. Identify the category ID by the URL of a page

Since the portal dynamically displays content from a database using templates and components, the URLs it generates can be quite a challenge to decipher. This is a link from a piece of content from the 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.
B. Break Down of the Michigan.gov URL
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	Path/directory: This is the path of the site. (emi is the main portal)
	emi/1,1303,7-102-112_220_221-2054--CI,00.html



	Cache: This number states whether the page was cached on the server-side. 

1 = Not Cache
0 = Cached
	emi/1,1303,7-102-112_220_221-2054--CI,00.html



	Container ID: This is the container that is associated with the site.
	emi/1,1303,7-102-112_220_221-2054--CI,00.html



	Language: English is the only language currently supported.
	emi/1,1303,7-102-112_220_221-2054--CI,00.html



	OID: Object ID
	emi/1,1303,7-102-112_220_221-2054--CI,00.html



	Site ID: This is the ID for the site within the database.
	emi/1,1303,7-102-112_220_221-2054--CI,00.html



	Category Ids: These are the IDs of the categories within the CDA navigational levels. 
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	Content ID: This is the ID of the apiece 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. (Note: if the content is stemming from a left Nav link, there will not be a Content ID in the URL.)
	emi/1,1303,7-102-112_220_221-2054--CI,00.html

	Special ID: This ID indicates a special page within the CDA.

Some Special IDs

CI: Content Index 

R: Registration Form
L: ​Log In 

LO: Log Out

S: Search Results

C: Contact Page

SM: Site Map

F: FAQ


	emi/1,1303,7-102-112_220_221-2054--CI,00.html

	Customization: When a customization is used, there will be a long string of numbers here. 00 indicates no customization.
	emi/1,1303,7-102-112_220_221-2054--CI,00.html

	
	


C. Locate category by ID or Text
· From the left navigation in the CMA, select List Category, under Category.

· The most recent 10 items that you have edited appear in the list below the search box.
· Enter the Category ID number in the ID box and click Search.

OR

· Enter text in the Text: box and click search. The text can be something that is in the Title or Description.
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· The category will be listed below the search area.

· Click Edit.
Locate category by browsing

For more information about browsing categories; see the Browse Category section of this handout, above.

· From the left navigation of the CMA, select Browse Category.

· Select the Site name.

· Surf through the category tree until you find the one you want.

· Click Edit.

IX. Deleting Categories

A. Locate Category 

· Browse to the desired category.

· Determine if there are child/sub categories.

· If sub categories exist, they must be deleted first, following these same steps.

B. Delete Associations First

· Delete RD Page Layout
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a) Click Delete Page Layout and confirm Deletion
· Take care of Associated Content.

· If there is content associated with this category as the primary category, that content must be deleted or moved.  

· You do not need to deal with content that does not have this category as the primary category. 

· (NOTE: If you are able to delete the content from this screen, you do not need to do anything with it.)

a) Change the Primary Category associated to the content:

(1) Click the Edit link from the Browse Category screen.

(2) Click the Update button next to the Primary Category.
(3) Select the new category group from the scroll box.

(4) Select the specific category from the drop down box.

(5) Click Update.
b) Or Delete content associated with the category

· Note the content ID number
· Shift Click on List Content in the left navigation.
· This will open the List Content screen in the CMA in a new window 
· Enter the number and Search.
· Click (Delete) and confirm the deletion.

· If there are Category-to-Category associations to this category, they must also be deleted. Click (Delete) and confirm deletion.
C. Delete Category

· Click Delete from the top of the Browse Category screen and confirm deletion.
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· OR Click List Category from the left navigation.


· Enter the Category ID number and search.


· Click (Delete) and confirm deletion.


NOTE: If there are associations that must first be deleted or moved when you go to delete a category, you will receive a message telling what you must delete or move.
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Quick Links

There are two types of Quick Links - Global and Local. Global Quick Links appear on the home page of a site and can also appear on all or some subsequent pages automatically. Local Quick Links are tied to a specific left navigation category or categories.

There are a maximum number of 12 Global Quick Links and 12 Local Quick Links for a total of 24 possible Quick Links. Global and Local Quick Links are separated with the Global Quick Links always on top and a header for each set. It will look something like these:
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NOTE: Templates are not assigned to the Quick Links categories. By default they are Full Content.

D. Create Global QUICKLINKS Category  

· Click Add Category
[image: image77.png]it Cetegary
st )
Pt




· Category Parent: Site Category (Top Level Category)
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· Category Name: QUICKLINKS
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NOTE: It is important to spell the name of the category exactly as it appears here.

· Category Type: Select Other.
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· Display Text: [Any Title] Quick Links. (EX. Training Quick Links)
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· Short Display Text: Leave blank

· Description: [Any Title] Quick Links.
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· Select ADD. (Category will reload in Edit Mode)
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· Change Category Status to LIVE.
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· Click Update.
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· Add category permissions for the category just created.
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E. Create Local QUICKLINKS Category(ies)

· Click Add Category
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· Category Parent: Left Navigational category.
[image: image89.png]Category Parent:

TRAINING

[TRAINING

I TRAINING-FAVORITES-MUSIC
I TRAINING-FAVORITESMUSIC-ROCK

[ TRAINING-FAVORITES-MUSIC-ROCK-ARTIST_2

I TRAINING-FAVORITES-MUSIC-ROCK-ARTIST_1

[ TRAINING-FAVORITESMUSIC-ROCK-ARTIST_3

I TRAINING-FAVORITESMUSICWHATS_NEW

I TRAINING-FAVORITES-MUSIC-CLASSICAL

I TRAINING-FAVORITES-MUSIC-CLASSICAL-MOZART
[TRAINING-FAVORITESMUSIC-CLASSICAL-BEETHOVEN





· Category Name: QUICKLINKS
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NOTE: It is important to spell the name of the category exactly as it appears here.

· Category Type: Select Other.
[image: image91.png]CAEgOry TYPE: O Navigation (Affects Menus and Site Navigation)
© Content (Content Associated At This Leve))
@ Other (Other - Assets, Media, Etc.)




· Display Text: [Any Title] Quick Links. (EX. Favorites Quick Links)
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· Short Display Text: Leave blank, or see item C below.

· Description: [Any Title] Quick Links.
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· Select ADD. (Category will reload in Edit Mode)
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· Change Category Status to LIVE.
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· Click Update.
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· There is no need to add category permissions at this level.

Turn Off Global QUICKLINKS on Some Pages 
You can display the Local Quick Links without displaying the Global Quick Links. To do so, you must include a setting in the Local Quick Links Category.


· Locate the QUICKLINKS category for the desired navigation category.
· Edit the Category
[image: image97.png]Category Hame: TRAINING-FAVORITES-QUICKLINKS
| A New Cortert | Add Chid Caterory | Delete






· In the Short Display Text, type NO_GLOBAL in all uppercase.
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· Click Update
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F. Create Quick Links Content

Content for Quick Links is created in the same fashion as any other piece of content. The only difference is specifying the correct Primary Category.

· Quick Links may be added at a variety of category levels.

· Global Quick Links:
a) The Primary Category for Global Quick links is sitename--QUICKLINKS.
Example: TRAINING-QUICKLINKS
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b) Global Quick Links appear on all the navigational pages, Except when specified otherwise by the site administrator (see item C above).

· Local Quick Links:

a) The Primary Category for Local Quick links is sitename-category-QUICKLINKS. This will always be a navigational category.
Example: TRAINING-FAVORITES-QUICKLINKS
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Make Local Quick Links Appear on More than One Page

You may reuse Quick Links on several categories by associating the new category to that content item.

· Edit the Quick Link content item.
· Scroll to bottom and locate Associate Categories section
· Click (Add)
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· Select the Category Group (Pre-Select)
· Select the desired Quick Links category
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· The new category will be added to the list
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· Click Add
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X. Left & Right Links

Left  & Right Links are positioned under the navigation bars on the right or left. The Left Links are always images that link to a page or other web site. The Right Links can be text or an image that links to a page or other web site. There is a limit of 6 Left Links and 6 Right Links that can be added to a site. Creating Left Links and Right Links is essentially the same. Some examples of Right and Left Links are:

	[image: image106.png]MichiganReagst

Michigan' s
elibrary




Left Links below 
the left navigation
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Right Links below
the quick links


A. Create the Category 

Left and Right links can be created at any navigational level including directly off the Top-level category.

· Click Add Category
· Category Parent: Any Navigational category.

· Category Name: LEFT_LINKS. (Ex. - UA-[ ]-LEFT_LINKS*)

· Category Type: Select Other.

· Display Text: [Category Name] Left Links. (EX. UA Left Links)

· Short Display Text: blank

· Description: [Category Name] Left Links. 

· Select ADD. (Category will reload in Edit Mode)

B. Left/Right Links Content

There is a limit of 6 Left Links that can be added to a site. Right Links has no such limit. Creating Left Links and Right Links is essentially the same. 
 

a) Click Add Content
b) Select: SITE-[ ]-LEFT_LINKS or SITE-[ ]-RIGHT_LINKS
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c) Click Continue
d) Select: SITE-[ ]-LEFT_LINKS or SITE-[ ]-RIGHT_LINKS
e) Add your title
f) Complete all items in red
g) Content type select Link
h) Select Link type (Internal, or External)
i) Add Link (URL)
j) Add Link Text
k) Click Add
l) Scroll down to the bottom of the page to Associated Assets
m) Associate the Asset for the link to the piece of content

(1) Enter the Asset ID number in the Shortcut Field
(2) Click the Associate button

(3) Assets that can be used for Left or Right Links:
Assets can be any height, but must be no more than 150 pixels in width.

  7049
35255
38704
50415
53792
59048

n) Edit the Asset
o) Select the Title radio button 
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p) Select Update
Category to Category (Cat-to-Cat) Association

Category to category association is an association of one category to another. There is a primary category where the content will reside and other category(ies) which are the associated category(ies) (secondary category). When a cat-to-cat association is created any content added to the Primary category of the association will be automatically associated to the secondary category(s) of the cat-to-cat association. Content can also be associated manually from another category to the secondary category or can be added directly to the secondary category.
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There are several steps in creating the associations and there are several things to consider when setting them up.

C. Determining Primary and Secondary Category Assignment

Usually when creating Cat-to-Cat associations, there are several smaller pots that are merged into a larger pot of information. The smaller pots are considered the primary categories and the larger pot is considered the secondary category. You must create the association from the primary category (smaller pot) to the secondary category (bigger pot). That means you are editing (working in) the primary category when you doing the association.

D. Examples

Following are some common examples with descriptions of which categories become primary and secondary.

· Documents & Forms

If an agency wants to list documents and forms with subject matter, but also wants to provide a master list of all the documents and forms, a Cat-to-Cat association would work well. Categories will need to be created for documents and forms within each subject matter. These are the primary categories. Another category will be created for all the documents and forms someplace else in the taxonomy. This will be the secondary category.
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If the agency wants to keep the documents & forms separated by subject matter in the master list, there will need to be subcategories within the master list category for each subject matter. These become a series of secondary categories. Then the primary category will be associated to the subcategory within the master list category.
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Press Releases in Multiple Locations

Sometimes, it is desirable to have the most recent items of one category appear in another component. An example of this would be to have all the press releases in one location, and on the home page have the most recent 3 press releases appear in a What’s New component. To accomplish this a Cat-to-Cat association can be made between the two categories. In this case, the Press Release category is the primary category and the Home > What’s New category is the secondary category. Here, the primary category is actually a bigger bucket than the secondary category.


E. Creating a Cat-to-Cat association

· Create both categories to be associated.

· Determine which category is to be the primary and which the secondary.

· Open the primary category and click Jump to associations. 
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· In the Associated Categories section of associations click the (Add) link.
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· Select the category that you wish to make the Automatic association to and then click the Add button.
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· You can add as many automatic associations as necessary.

F. What Will Happen

When someone adds a piece of content to the primary category of a cat-to-cat association, the content will be automatically associated to the secondary categories of the cat-to-cat association. The content will show in all the associated categories according to the layout of the specifications of the component that is displaying that category.

G. Things to Consider

· One Way Street
Cat-to-Cat is a one-way street, meaning that content that has the secondary category as its primary category will not be automatically associated to the primary category within a Cat-to-Cat association.
· Workflow
There is workflow generated for each category that is involved in the Cat-to-Cat association. This means that each piece of content will have to be approved through the workflow process for each category of the Cat-to-Cat association before it is displayed on the web (CDA).

· Existing Content
New Cat-to-Cat associations will not affect existing content. Only newly created content will produce the associations automatically. Any existing content that was created prior to the associations being created will have to have the associations done manually.
Workflow 

H. Author:

· Creates a piece of content

· Clicks Add to save the content

· Content moves into Author’s Workflow

· Author Accepts Work Flow task

· Author Approves or Rejects task

I. Editor:

· Task moves to Editor Group’s Workflow

· Editor Accepts Workflow task
(Once task is accepted, no others in the group can access the task.)

· Editor reviews content

· Editor Accepts or Rejects content

a) If accepted, moves to next stage.

b) If rejected, Editor enters comments and task reverts to Author

J. Additional Editor steps may be included (0 to 3 total editor steps).

K. Publisher:

· Task moves to Publisher Group’s Workflow

· Publisher Accepts Workflow task
(Once task is accepted, no others in the group can access the task.)

· Publisher reviews content

· Publisher Accepts or Rejects content
a) If accepted, moves to web.

b) If rejected, Publisher enters comments and task reverts to Author

NOTE: Once a piece of content has completely passed through workflow, at the next cache clear it will be posted to the web for the world to see. If the content is edited and updated at a later date, it will not re-enter workflow, but go immediately to the web.

XI. Cache  

A. Definition

The information that is entered is held in a database. It is not in the form of HTML pages that can be readily viewed in a browser. The cache is the holding place where generated HTML pages are located for quick loading by the public.

When a change is made to an item or an item is added in the database, the cache must be cleared so that the proper HTML page can be generated in place of the existing one, or so that the new HTML page can be placed in the cache.

B. Smart Cache Clearing

Smart Cache Clearing is the process by which the system will automatically detect a new, expired or changed item. Smart Cache will be performed on a regular schedule that is posted on http://w3.michigan.gov/e-michigan. When Smart Cache occurs, it will detect which items need to be updated and the cache will be cleared for those items only. Once a week, on the weekend, the entire cache is cleared. 

C. Manual Cache Clearing

If there is a need, the cache can be cleared manually by your CMA Expert. The cache can be cleared for one agency at a time, for the entire site, or for specific pages. It is cleared for specific areas of the site. You must specify whether you need to have the Body, Left Navigation, or Other Navigation (Right, Top and Bottom) cleared or a specific piece of content. If it is a specific piece of content, please send the ID number and the URL of the page on which the link to it appears. 
D. Working with Cache & Workflow

When you are creating new content, the new item must first go through workflow before it is even considered by the system for cache clearing. In other words, if the publisher has not approved an item, it will not go live when the cache is cleared. Conversely, when the publisher approves an item, it will not be live until the cache for that site has cleared, whether automatic smart caching or manually by a CMA expert.

However, if an item has already gone through workflow and it is edited, the next time the cache is cleared, the changes will be made live. 

If there is no workflow set for a site, the item or revision will be eligible for going live as soon as it is added. As soon a piece of content is added to the database it will be made live at the next cache clear when workflow is not established for a site.
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First NAV Level  – eMI Portal





Second NAV Level – eMI Portal | Family 





Third NAV Level – eMI Portal | Family | Family Services 
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