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The audience of this training is current CMA Content Entry Staff.

The goal of this training is to introduce content entry staff to the new WCM tool and help them
become comfortable accomplishing the same types of tasks they currently perform in the CMA.

Note:

. WCM Introduction
A. How to Access WCM

1. We will access WCM through a browser.

The URL for your site WCM environment is:
Need proper URL for WCM/Production

2. Log-in
Enter your User ID: and Password:. Click Log In.

el

User ID:

Password:

Mot registered? Sian up

| Log in H Cancel

Need info about User IDs and Passwords here.

V1.0 Revision Date: July 27, 2009 Page 4 of 121



WCM Authoring Content Reference Guide

V1.0

3. You will be presented with the WCM Authoring Screen.

[ Portal ell | Home

Applications  [hIENG

= Weh Content

Welcome Personalization VWeb Content Management

| % Applications | Search Center

Il 2 Sources

Web Content Preview

Personalize Help

Search Web Content [All sttributes <] |
Advanced search

Library: |err|i portal content

B =]y iems)
1 Recent
1 Draft
=1 FPending Approval
[E1 Published
=1 Expired
[ Deleted
Content
ada Site Areas
] Categories
Components
& Authoring Templates
Presentation Templates
&y Worldlow ltems
Al ltems

=l
Mame Description
Recent This view displays a list of my recent items
Draft This view displays a list of my draft items.
Pending Approval This view displays a list of all items pending my approval.
Fublished This view displays a list of my published items.
Expired This view displays a list of my expired items.
Deleted This view displays a list of my deleted items.

christensend | EditWyProfile | Help | LogOut

B. How to Navigate WCM

If you do not see the New button when you first enter WCM, check the Library Drop Down.

Make sure it is set to emi port

al content.

Applications [EelEN

=] YWelk Lanielt

] Fartal el | Home

Welcome Personalization Web Content Management

|IE YTl | Search Center christensend | B

™=

Web Content Preview

Missing New Button

Search Web Content[All attributes =] |_

Library: IEMI Faortal Design

&

=S My Items]| Mame Description
R t

T Recen Recent This view displays a list of my recent items.

=1 oraft

= Pending Approval Draft This view displays a list of my draft items.

E1 Published Fending Approval This view displays a list of all items pending my approval,

= Expired Fublished This view displays a list of my published items.

[E1 Deleted Expired This view displays a list of my expired items.
Content Deleted This view displays a list of my deleted items.
i Site Areas
i1 Categories

Revision Date: July 27, 2009 Page 5 of 121
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1. Click the Library Drop Down and select emi portal content.

Library:

=2 &

| eMI Portal Desian

[EMI Portal Components
eMI Portal Design

= oraft

[F1 Pending Approval

[ Expired

Published

2. Workflow
Because of the way our system is configured, Draft and Pending will not hold

anything. You will find your items for Workflow in the Dashboard.

WCM initially opens up to the My Items section.

=2 &

= Dratt
] Fending Approval

& —
&

Tree View Q@
~

Content By Site Area
| Site - Total # ltems
E — Sitefrea -- Total # Ttems
m Tatal Conter
® Locked Content
- Sle
# — Sitefrea — Total # Items

2
e
=

@ — SiteArea - Totsl # Items

[GLoEG)

Content By Warkflow -- Total # Items

Yays Since Ente

=
2
+

+ Workflow Stage (Draft or Approval) — Total # Items

> ) Da\-'s; Slr'cé Entesing SLa_
Workdlow Stage {Publish) -- Total J

Items that have been in
the stage kess than 3 days

& 14— 7

# < 7 Unfil Expire

. Workdlow Stage (Expired) - Total # Items
# B = b singe Er

5 - 1 nte

+ > 180 Days Since Entering Stage

Components By Type -- Total # Items
— Images -- Total # Items

e Jsex| M L

I Used Oree

e Unused

| Documents -- Total # Items

Content List View

g Page 1 of [n]

> Go to...
Content Item 1

adit
Abstract for Content Item 1
Content ltem 2 edit
Abstract for Content ltem 2
Content ltem 3 edit
Abstract for Content Item 3
Content ltem 4 edit
Abstract for Content ltem 4
Content Item 5 edit
Abstract for Content Item 5
Content ltem 6 adit
Abstract for Content Item 6
Content ltem 7 edit
Abstract for Content ltem 7
Content ltem 8 edit
Abstract for Content Item 8
Content Item 9 edit
Abstract for Content Item 9
Content Item 10 edit
Abstract for Content ltem 10

Revision Date: July 27, 2009
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3. In My Iltems under Recent
You will see the Items you most recently opened.
= &3 Wy ltems Filter ~Filter Filter
= .
1 Draft [T Tvpe Title Status  Library Date Saved
ing Approv ehhie’s Contact Tes @ emi portal content Jun 2, 2 2847
(=] Pending Approval r Debh tact Test rtal content J 009 11:28:47
=1 Published _ - : -
= Expired - B Debbie’s Definition Test @ emi portal content Jun 12, 2009 4:35:22
E peleted - B Morth Region by County @ emi portal content Jun 15, 2009 1:.05:19
i' @ Content - B Who was "Good Roads™ Earle? « @ emi portal content Jun 11, 2009 1:28:03
£l St Area
4. In My Items under Published, Expired, and Deleted
You will see content you authored in each of those states.
Library: |emi portal content ;I
= & Wy tems Eilter ~Filter o o ) Filter
[E1 recent Green indicator indicated Published status.
1 Drat T Tupe Title Status| Date Saved Authaor
21 rending Approval | E| Debbig's Bid: Bid No.: ABDE1346131723426 WA - @ Jun 4, 2009 2:29:17 AMEDT  christensend
g Expired | E Debbig's Blog about this whole test process 2 Jun 3,2009 1:18:54 PMEDT  christensend
[=1 peleted | E Debbie’'s Contact Test @ Jun 2, 2009 11:28:47 AMEDT  christensend
2 5 g?”t?”t T [ Debbie's Definition Test @: |Jun1,2009253:34 PMEDT  christensend
H s Site Areas
@ <1 Categories | E Debbie’s Fantastic Press Release @ Jun 2 2009 5:30:48 PMEDT  christensend

C. Content

Clicking Content, will open up the section that allows you to browse the content within the
sites much like you were able to Browse Category in the CMA.

ﬂ Web Content

Library: |emi portal content
A Al Ly ltems
CE|
& [ By Site Area

(=1 By Title
= [ By Category
= By Authoring Template
soa Site Areas
<1 Categories
LT‘E—' Components

=

Mame
By Site Area
y Title
y Category

m | m | m

y Authoring Template

1. By Site Area

To see what we used to call Category, you will want to use Site Area.

V1.0
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= [ content
=

[

som DNR
55z MDA
&8s MDOT

aba SOM
-]

= '3[-” F'-Jl'tal
=1 By Title
@ [ By Category

[ I = =

@ [F1 By Authoring Template

[~ Tupe

Ooojo|oa(g

[=T=T=]

eMI Partal

Status D3|
@ Jdur
@ Jur
@ Jur
@ Jur
@ Ma

NOTE: CMA Category = WCM Site Area (see page 121,

Revision Date: July 27, 2009
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Appendix E: Miscellaneous Definitions and Acronyms)

a) The eMl Portal & Global Site Areas will never be accessed by anyone
besides e-Michigan
= & content
= =1
H sgu OLEG
® sfa DMB
H sf DNR
e Driver Responsibility
H sfa MDA
H sfa MDOT

=]

H _gia SO

@ 555 Ml Portal

b) The SOM Site Area contains the Michigan.gov home page and
navigation areas.
= [F content
= =
® sfz DNR
H g MDA
@ gis MDOT

® a5 &Ml Portal

c) You can drill down into your Site Area:
Note tht each Site will have a Site Area with the same name.

Site
H sha MDOT S|te Area
@ s5s ROADS_TRAVEL
@ sz BRIDGES_BORDERS
@ &gz NEWS_INFO

Sites and Site Areas are differentiated by the different Icons:
Site

Site Area
The Site Area with the same name is necessary to hold the Home
Page for the Site.

Once a Site Area is selected within a Site, on the right side of the

screen, you can see both sub-Site Areas and Content listed. They are
differentiated by different Icons.

V1.0 Revision Date: July 27, 2009 Page 9 of 121
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& My ltemns =] Filter FEilter Filter  Filter
=] Content C
y i ontent
2 [ By Site Area [T Tvpe Title Status Date Save
g DNR r Wichigan's publicly-owned bridges =@  May19 20
agm MDA
; GES 5 i 5@ o .
g 2 MooT r BRIDGES_BORDERS Default Content Jun 16, 200
s MDOT T 2, ASSETS s@a  May 13,20
ais BOADS TRAVEL M 2 NEWS =@s  May13 20
P BRIDGES_BORDERS i .
Seletted ASSETS - FARES_TOLLS  Site Area s@s  May 13,20
Site adm NEWS M &2 WMACKINAC_BRIDGE s@s  May 13,20
Area soa FARES_TOLLS - :
43, MACKINAC_BRIDGE M %  INTERMNATIONAL_BRIDGE s@s  May13, 20
Content
Site Area
Find your particular “old category” or desired Site Area.
WCM View
=l Content ) _
= T By Site Aea [T Tvpe Title Status Date Saved
ada DMR I ROADS_TRAVEL Default Content =@«  May 25, 2009
ada MDA r ASSETS @ May12, 2000
3 afa MDOT sl ASSETS i
52 MOOT M %  ADVISORIES s@o  May13, 2009
SRR IREVEE M .2 SPOTLIGHT s@s  May 13,2009
ASSETS
EE_E: ADVISORIES - EEE RELATED_LINKS c@e May 13, 2009
ag2 SPOTLIGHT M &2 MAPS @5 May 13,2009
sz RELATED_LINKS
SHARIMNG a@e May
2. MAPS M 2 RIDESHARING @ lMay 13, 2009
sz RIDESHARING |0 & sBicvcune s@s  May 13, 2009
sz BICYCLING
SAFETY s@s  May13, 2009
a5 SAFETY M !
i QUICKLINKS [T s  QUICKLINKS a@e  May13, 2009
afe LEFT_LINKS M &2 LEFT_LINKS 2@ May132,2009
g ITS
ags POTHOLES M s TS s@s  May 13,2009
sz ALTERMNATIVES M & POTHOLES s@s  May 13,2009
sfe COURTESY_PATROL 1 TERMATIVES lMay 13, 2009
2 HIGHWAYS_LOCALNAL | aie A e c@e Hayis,
son RIGHT_LINKS M 2 COURTESY_PATROL s@s  May 13,2009
ags NEW_ON_ROADS | el BRI =S Wa Tt AR APA R | == o Moy 43 2000

Revision Date: July 27, 2009
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CMA View:
Browse Categories
Category I'lamel MDOT-ROADS TRAUELII%:: (WF)
Edit | Add New Lontent | Add Lhid Lategory glete | Mowe Category | Miew Category Tree
Up One Level MDOT
Sub-Categories (Click to Name to Browse, ID Path to Edit"Wiew, Status to Preview - Mav categories onby)
MOOT-ROADS TRAVEL-ALTERHATIVES MDOT-ROADS TRAVEL-MIS MDOT-ROADS TRAVEL -
(9609 9515 20684 - LME) (36053 9515 46558 - LIVE) SPOTLIGHT {3509 9615 11011 -
MODOT-ROADS TRAVEL-ASSETS MDOT-ROADS TRAVEL- LIVE)
(9609 9615 G644 - LVE) MITRAVELCOUNTS
MOOT-ROADS TRAVEL-BICYCLING (36053 9515 51690 - LIVE)
(9609 9615 11223 - LME) MDOT-ROADS TRAVEL-
MOOT-ROADS TRAVEL- NEW ON ROADS
COURTESY PATROL (9809 9515 31181 - (36053 5515 44557 - LIVE)
LIVE) MDOT-ROADS TRAVEL-
MOOT-ROADS TRAVEL-DRIVE POTHOLES (3605 3515 30823 -
(G609 9515 47588 - LME) LINE}
MOOT-ROADS TRAVEL-FEATURE MDOT-ROADS TRAVEL-
(G609 9515 52247 - LME) QUICKLINKS (3508 2515 11410 -
MOOT-ROADS TRAVEL- LINE}
HIGHWAYS L OCALNAMES MDOT-ROADS TRAVEL-
(3609 9615 36046 - LME) RELATED LINKS
MOOT-ROADS TRAVEL-ITS (36053 9615 11012 - LIVE)
(G609 9615 44485 - LME) MDOT-ROADS TRAVEL-
MODOT-ROADS TRAVEL-LEFT LINKS RIDESHARING (3509 3615 11228 -
(9609 9615 17176 - LME) LIE}
MODOT-ROADS TRAVEL-MAPS MDOT-ROADS TRAVEL-
(9609 9515 11014 - LME) RIGHT LINKS (2503 3515 35165 -
LINE}
MDOT-ROADS TRAVEL-

d) Navigate to a Content Category.

You can see the content in the category listed to the right.
The Icon in front of the Title indicates it is content.

# %n”DCT rTxe Tite Status Date Saved Author
=2 &b ROADS_TRAVEL
H giy ASSETS I} & | Local names for state highways @ May 19, 2009 8:18:21 AMEDT  vlad
@ i ADVISORIES M| B | Truck Operators’ Map @ May 18, 2008 2:39:25 PM EDT  viad
ae SPOTLIGHT
& & RELATED LINKS r City to City Distance/Time Calculator = @ May 18, 2009 2:32:46 AMEDT  vlad
- Rest Areas/Welcome Centers @ May 17, 2009 11:00:04 PM EDT vlad
® &i RIDESHARING -
- mll jE Maps @ May 17, 2009 5:41:27 PMEDT vlad
B sy BICYCLING

1 SAFETY

The type of icon tells you whether or not it is available to site areas besides
the one you are currently browsing:

o] Indicates content available only within the selected site area.

o] . Indicates content available to multiple site areas.

Revision Date: July 27, 2009 Page 11 of 121
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* You can discover what those other site areas are by
checking the box next to the item

o
clete ||E Preview |I More Actions '|I SBaErg
[y Copy
5 Move
= Filter Filter & Link
™ Tupe Title &= Add Links
— Remove Links
E
E
v
r
E

= Select More Action Button at the top
» Choose View References

Links Display Dialog

7 Select"Show Reference(s)to item” or "Show Reference(s) from item” to check itern City to City Distance/Time Calculator(Content) references.
The number of retrieved references is: 2
The total number of references is: 2

Shaw:
IShcw references to item ;I

Other site areas besides the one you were browsing, this content
is associated to.

Manage References This list only displays the end category - we cannot see the parent tree structure.
Page 1
Type Display Title Context Status  Library Authors
MAPS Linked under this site area =@ emiporal content viad
MOREINFO Linked under this site area =@ emiportal content viad
Page 1

Done

= Other site areas besides the one you were browsing
are listed. This list only displays the end category — we
cannot see the parent tree structure.

V1.0 Revision Date: July 27, 2009 Page 12 of 121
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In the CMA the same information would look like this:

Category Name: MDOT-ROADS TRAVEL-MAPS (LNE) (WF)
Edit | Add New Content | Add Child Categery | Delete | Move Category | View Category Tree

Up Cne Level MDOT-ROADS TRAVEL

Sub-Categories (nons)

Associated Categories
] Category Name Edit Delete Priority

Associated Content (Click Title to Preview, Edit to edit Centent fem, Remove to delste the az=ociation)
Click I, Content Title, or Priority to =ort on that column,  Standard Sort IDiepIﬂyIzE Records. Display Al
Clicking on the =ame column twice reverses the zort.
Keep Existing Category Az=cciation (only appliez to "Move’) -
Move | Check a1l

J[a] Content Title Content Body Status PriorityEdit Remove
214257 MDOT's 2009 Statewide Congtruction Map <HTML TEXT= LNWE 15 Edit {Remove}
How Available

117182 Truck Operaters Magp <HTHL TEXT= LIVE S0 Edit Il
80528 Rest ArsasfWelcoms Centers =HTHKL TEXT= LME 20 Edi {Bemove:
15581 <HTHL TEXT= LIVE 20 Edit r
67997 <HTHL TEXT= LIVE 40 Edit {Remove}
25422 <HTHL TEXT= LIVE

Move | Check &l T

Keep Existing Category Association (only appliss to "Mowve") r
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The place on the web where this content is displayed looks like this:

= MI Drive

= Bic

= Ridesharing

= Safety

> Alternatives to Driving

= Courtesy Patrol

= [TS Traffic Centers

il & publi
':Errsiipu -

i
AT

bridges, borders =

& ferries

news & information

: .
projects & programs I

- —

maps & publications

ahout MDOT

doing business

pA

uerunuutics%“

=k Frinter Friendly Text Wersion E Emszil Fagse A- AFTaxt Size

Roads & Travel

Spring Driving

Spring hag =prung in Michigan, o turn to the Roads & Travel page for infermation to

help you gst from here to there.
Construction and Traffic

Major Projects Under Construction
View Construction Brochures

i

Wark Zone Safety

Spring Driving Safety
Adopt-A-Highway

Adopt-A-l andscape

Roadside Parks and Scenic Turnouts

Iohility in the 21st Century (12 ME)
Flash Player & Reguired

Centerline Rumble Strips Are Busy Saving Lives

Related Links . Mapping the Route
* Average Daily Traffic * Maps

* Elderly Mobility Initiatives
* Intersection & Signal Types

* MDOTs 2009 Statewide
Construction Map Now Available

* Ml Travel Counts

* Rest Areas/\Welcome Centers

* Potholes

* Local Mames for Michigan

* Roundabouts Highways
* Truckers * City to City Distance/Time
Calculator

* Wireless Internet Access at
State Parks

* Truck Operators MWMap

2. Browse by Title
Under Content, click the By Title section header. You will see a list of the content

ordered alphanumerically by the Display Title.

Ij B content I

@ [=1 By Site Area [T Tvpe Title Status Date Saved
= | E Time span =@ May19 2009 2:06:54 AMED
al =) By L-alegory - 1 Billion In Road Work Headed To West Mi @ IMay 18, 2009 10:14:13 AM EI
51 Billion In Road Work Headed To WestMic.. =@ May 18, 2 1413 AN
i By Authoring Template B a <
E sia Site Areas Il B %1 Billion in Road & Bridge Improvernents C.. ¥ 3 May 18, 2009 6:18:29 AM ED
@ <1 Categories T [ $1billion in private investment will ride... 2@>  May 18,2009 2:00:51 AM ED
£ LT.‘E'F Compaonents
{7& Authoring Templates | IE $1.2 Billion in Road Projects Scheduled fo.. =@ NMay18, 2009 6:18:52 AMED
[l Presentation Templates M [ 51.94Billion for Michigan's Universities 2@2  Way 19,2009 11:24:30 PM E
@ 4Ty Workflow ltems
& @] A1l terns [l B $14.2 Million Approved for Bus Replacement... @ May 18, 2009 11.59:26 AM E[
Il B $14.7 Million To Fuel Michigan Airport System G@e May 18, 2009 4:30:45 AM ED
| 140 Million in Road And Bridge Work Heade =@e  [avi1g 200015618 AMED

V1.0
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a) You can scroll through the list to find the one you want, or you can resort
the list based on any of the columns by clicking on the column heading.

]
=
I
B
]
=
I
B

EE
T
|:|
i

HTML Content Test
Link Content Test
ArticleTest

How do you use the FAQ?

i

TestLink
Article Testfor SOM
asdfsf

Horse racing industry impacts Michigan

oo aaan
@ @ | | O ||| DD

S Whowas "Good Roads™ Earle?

Eilter  FEilter Sorted by Date Saved

Status | Date Saved w Author

s@e  Jun 10 2009 4:10:558 PM EDT  waiming

c@e  Jun 10 2009 4:10:20 PM EDT waiming

s@o  Jun 10, 2009 25611 PMEDT mdotsiteadmini

c@e  Jun 10 2009 23645 PMEDT wps admin

s@e  Jun 10 2009 10:22:58 AMEDT waiming

c@e  Jun9 2009 54343 PMEDT  somauthor3

s@o  Jun @ 200954147 PMEDT  wps admin

@@e  Jun9 200922201 PMEDT  vlad

s@e  Jun9, 2009 10844 PMEDT  christensend

b) You can also use any of the Filter Links to narrow the list.

e Example One: the Date Saved Filter was selected, and dates between
May 31, 2009 and June 10, 2009 were selected.

Filter  Filter Eilter

Select Twpe Title Status
Display: *Date: #Time:

items between = | Irj,-‘1(]_."2(](]£| @ Ill]-i 5114 P
all items=

ite,-:éngefcre *End Date: *End Time:

I ia— [os3tz008 B  [o0:00-00 AM
ance

Date Saved Authar

Cate Saved Filter Selected

V1.0 Revision Date: July 27, 2009
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Results:

Filter  Filter Filter  []8/10/2009 . 5/31/2008
[T Tupe Title Status  Date Saved v Authaor
Il B HTML Content Test @2 Jun10 2009 410:55 FMEDT  waiming
I Link Content Test s@e  Jun10, 2009 410:20 FMEDT  waiming
- B AricleTest @@ Jun10, 2009 2:56:11 PMEDT mdaotsiteadmin1
M B & Howdoyouusethe FAQ? s@e  Jun10, 2009 2:36:45 PMEDT  wps admin
- B Test Link c@oe  Jun 10,2009 10:22:59 AMEDT waiming
I Article Test for SOM s@e  Jun® 200954343 PMEDT  somauthora
- B asdfsf “@e  Jun® 200954147 PMEDT  wps admin
Il B Harse racing industry impacts Michigan s@e  Jun® 2009 22201 PMEDT  viad
T [ & Whowas Good Roads™ Earle? c@e  Jun@ 2009 1:08:44 PMEDT  christensend
Il B Test Policy WML 2 s@=  Juns, 2009 11:29:02 PMEDT  waiming
| E Move Aricle Test c@oe  Jund, 2008 10:56:19 PMEDT - mdasiteadmint

e Example Two: An additional filter is added on the Title Field.

Filter

Select Tvpe

Choose your condition.

Text

Conditior

ICcntains

e —
Does not contain

Enter the text to use

Match casze
| |Debhie r

Starts With as a criteria
Ends With
I Es] TestLmk
Results:
Filter [«]Debbie Filter  [w]810/2009 ... 5/31/2009
[T Tupe Title Status  Date Saved w Authar
- B Debhie’'s Bid: Bid Mo.: ABDE1346131723426XWA @ e Jun 4, 2009 2:2817 AMEDT  christensend
I [  Debhie's PDF file for test s@s  Jun3 2009 3:58:27 PMEDT christensend
T [§  Debbie's Blog aboutthis whole test process s@ce  Jun 3, 2009 1:18:54 PMEDT  christensend
Il B Debhie’s Test Event X Jun 22,2008 5:01:23 PMEDT christensend
T [&  Debbie's Contact Test s@e  Jun2 2009 11:23:47 AMEDT christensend
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3. Browse by Category
Categories are NOT used currently in this system at this time. Look for it in later
training in 2010.
= & content

@ [ By site Area

=1 By Title

- x
=] T
d = WMategorized

® =1 By Autharing Template

4. Browse by Authoring Template

Because of the way our system is configured, we cannot find content using the
Browse by Authoring Template. We will never be able to use this feature.

= &7 Myltems Filter Filter Filter  Filter
2 [F content
@ [ By Site Area ™ Twe Tifle Status - Date Saved
=1 By Title [Ho items to display. |
® [=1 By Category
=] |

B sia Site Areas
@ 1 Categories

5. Search

The Search feature in the upper right corner affords us another way to locate
content.

Search Web Content [ 21l attributes = | |

Advanced search
You can do a quick search on the Title or Description fields right from the home
screen at any time.

Search Weh Content| &l attributes = |trave|

ALl bl b

a) Select the desired area to search for the drop-down (you can select All
attributes)

b) Enter your search term
c) Click the Search button.
You can also you Advanced Search to further enhance and limit your search.

d) Click Advanced search

Advanced search
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Advanced Search

Searchin:

|alllibraries =]

Item type:

| &Il Ttems =l Al types =] |Published and expired |

Search for: Add an entry

ITitIe =] I'c'-.'ith any of these words = | |1rave|

Filter search results by:
Person: Add an entry
Date: Add an enfry

Other Fields: Add an entry

IO\ Search || # Close |

e) To complete this screen, you will Search in:

(1) Selected Library
Search in:

Selected Iibrar'_f;l |Emi portal content ;I
All libraries

‘Selected |ibra
Selected path

|l types =] |Pul:|ished and

(2) Emi portal content Library

Search in:

IEelectEd Iil::rar'y-;l Iemi portal content

lterm type: [Emi portal components
emi portal de=ign
ICcntent ;I = x!.:_:: ] ||g-'l.|L,||'_—|||-_'u =1l

(3) Item Type will be Content
ltem type:
All Ttems ;I |1 :_.-:e_:;l |Pub|ished and Expired;l

All Ttems

Sites htry
Site Areas
Categories With any of these words ;I Itm\;e|
Components
Templates
Workflow Items

1L L IEY L.
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(4) Status will be as you desire

ltermn type:

ICcntent ;l Il :_.-:a_:_l IF’uI::IlthEd and explred_l

Search for; Add an entry PETdindg Approval
Delete
| [ I YT £ il o [l

(5) The Search for: area is required. You can complete it to fit your

needs.

Search for: Add an entry

Title =] |'c'-.'ith any of these words = | |1rave|
All attributes

Title

Description s by

Keyword v

Search for, Add an entry

|Title =] I\.-Ith any of these words ;I |1rave|
fwith any of these words !
n_th all of these words
Filter search resultg With this exact phrase

With nocne of these words
L il o

(6) You can add additional entries as needed.

Search for: Add an entry

|Tit|e = |'-.-'-.'ith any of these words = | Itra\..,'e|

|F:eywcrd ;I |'c'-.'ith any of these words ;I Imichigan|

(7) You can add Filters to your results

Filter search results by:
FPerson: Add an entry
Date: Add an entry

Other Fields: Add an entry

(8) You can Filter by Person (Author/Owner)

FPerson: Add an entry

Select Users | =
Any of the following = | |.-1'luthcr;| |::|

christensend X martine x

(2l af the following

(9) You can Filter by Date

Date: Add an entry

Created =] Iwithin =] ||:| Ihu:ur(s:l I
Created
:Last modified
Publizhed

Expired

fan entry

V1.0 Revision Date: July 27, 2009
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Date: Add an entry

|Last mcdified;l |within
Other Fields: Add allafter
before
between

S Search |[x Chgady
Date: Add an entry
ILast modified = | Iwithin =] |2 hour(s) =] x

Other Fields: Add an entry

._ IU |hcur(sj = =

monthis)
vearfs)

| S, Search || X Close |

(10)  You can Filter by Other Fields
Other Fields: Add an entry

el

orkflow
wWorkflow Stage
Category
Lo o L 11 wF

(11) All Filters set

Filter search results by:

Ferzon: Add an entry

|-1'\n',- of the fallowing = | I-i'\uthcr;l

christensend X martine X

Date: Add an entry
|Last medified = Iwithin =] |2 |week(s] =l o=

Other Fields: Add an entry

I Authoring Template ;I
Article

Contact
Document ! Asset

Event »
Select
Generic HTML

Generic Rich Text
Link
Fress Release

(12)  Click the Search button.
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D. Components

All Images and those Documents that were migrated are not housed in the Content

area. They are in the Components area.

= & My ltems
= Recent
= Draft
= Pending Approval
=l
[E1 Expired
= Deleted
= [ Ccontent
@ soa Site Areas
E ] Categorie
I £ E‘ﬂ'f—-' Components I
i Authoring Templates
iZi| Presentation Templates

o

Migrated Documents (PDF, DOC, JSP, HTML, etc.) will be found under File
Resources, migrated and new Images will be found under Images.

= EF
Authoring Tools
I:I Component Reference
Date and Time
@ Federated Content
File Resource
HTWL __ Daocuments
B Image
55| JSP Images
Link

Menu

1. Documents & Other File Resources

a) Click on File Resources to view the list of Documents.

= & My ltems Eilter  [Filter Filter  Filter
@ B content
H shn Site Areas I Tupe Title Status - Date)
= ] Categories - g idocuments/0203HAP _41734_7 . pdf s@s  Jun
= I%'T_JIjz::;s.:;l:;sﬂ:..:.|g - Idocuments/DZRA020817_Complete_Catalog_375.. @ Juni
I:| Component Reference - idocuments/02R1020917 _Map_37509_7 pdf @ Jun
E;;‘Z?;SJ;‘;‘;EN I idocuments/02R2020918_Wap_37511_7 paf seo  Juni
r /documents/02R3020919_Map_37521_7 pdf s@s  Jun
] AT - /documents/02R2020919_Map_70018_7 pdf =@  Juni
:g;ge ml Idocuments/0ZR4020824_Map_37524_7 pdf @ Jun
Link - Idocuments/0ZRE020823_Map_37523_7 . pdf a@e  Juni
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b) To locate a particular document you can use the Filter feature.

Eilter

Select Tvpe | Title

@ Cancel

Condition Match case
r

L'ogs not contain

Starts With

Ends With
| [EA] Taocaments/0203HAP_41734_ 7. pdf

Condition Text WMatch case
feoniaine g m

Library: Iemi portal content =]

B & My lterns Filter | [w]mdot Eilter  FEilter
= Content
B 2 Site Areas [T Type Title Status Date Sa
@ <1 Categories - idocuments/dnr/LirtcEmersonMTavishRETransa... s@e  Jun 16, 2
= EF Components
Authoring Tools |l fdocuments/somiMDOT_232572_7 pdf a@= Jun 15 2
I:I Component Reference r 05-3501_MDOT-Trans-Comm-Mighlotice-05-26-05... s@e  Jun 14, 2
53;'3 a'lddTg“Et t r 08-15219_MDOT_Research_Spotlight_Concrete_.  =@2  Jun 15,2
ederated Conten
I~ 08-15219_MDOT_Research_Spotlight_DLLMS_web.. =@=  Jun15 2
% HTHL r 08-15219_MDOT_Research_Spotiight ECC_Link_... @%  Jun 15,2
Image
18P |l 08-16623_MDOT_11_Concluding_Remarks_Calvin... =@=  Jun 15, 2
Link r 08-16663_MDOT-Asset-Momt-Council-AEMtgAgen..  =@=  Jun15,2
=l
= Menu
Navigator - 08-16664_MDOT-Asset-Mamt-Council-RealtgAge. .. s@e  Jun1g 2
@] Mumber |l 09-18770_MDOT-Asset-Mamt-Council-AEMtgMinu ... a@= Jun 15 2
Page Navigation I 09-18770_MDOT-Asset-Mgmt-Council-Datalitghl. ~ =@>  Jun 15,2
Personalization
Rich Text - 09-18770_MDOT-Asset-Mamt-Council-RealtgMin... @2  Jun1g 2
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You can refine the filter or you can filter by ID Number.

=!
=
e}
=

MDOT-ma Filter

MDOT-Map-City-Legend_51825_7.pdf =@ =
MDOT-Map-Michigan10_G1646_7 pdf =@=
MDOT-Map-Michigan11_g1647_7 pdf =@
MDOT-Map-Michigan12_g1648_7 pdf c@we
MDOT-Map-Michigan13_g1649_7 pdf s@ae
MDOT-Map-Michigan14_g1650_7 pdf @2
MDOT-Map-Michigan15_g1621_7.pdf @
MDOT-Map-Michigan16_g1652_7 . pdf @
MDOT-Map-Michigan1_g1208_7.pdf o@a

MDOT-Map-MichiganZ_G1624 _7.pdf e@e

aAammaaaanannan
EEEEEEEEEEEE‘-

MDOT-Map-Michigan3_G1628_7.pdf o@a

Title Status

Filter

Date Saved
Jun 14, 2009
Jun 14, 2009
Jun 14, 2009
Jun 14, 2009
Jun 14, 2009
Jun 14, 2009
Jun 14, 2009
Jun 14, 2009
Jun 14, 2009
Jun 14, 2009

Jun 14, 2008

¢) Once you locate the desired document, check the box and select Edit, it

will open in Edit mode.

=4 web Content | [ (Untitled) X | a2 (Untitled) X

I}( Close || H Save || H Save . v||@ F'rex.'iew|

+ Identification

= [[#] File Resource Element
® g7 Access

= (3 History

*Required Fields.

® Close || H Save || H Save... '||@ F'rex-'iew|

MDOT-Map-Michigan1_615... X
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Images
Images are found under the Images area of Components.

2 =

Authoring Toals

I:| Component Reference
Date and Time
Federated Content
File Resource

Link
Menu
Mavigator

r'” Ll or

a) You can Filter Images much like File Resources

Select Type |Tite  Image ID Number

Condition Text / Match case

|C|:ntains =] |11g._131" -

- -1_large_242411_T7 jpa
—

— L -

Filter 110481 Filter  Filter
[T Type Title Status  Date Saved
[T lgf OOearle_110481_7.jpa @ Jun 14, 2009 54911 P

b) Once found, check the box and edit the image.

b Read |_«f Edit | fii Delete ||@ Preview || More Actions v|

ortal content ;l

Search Weh Content m

= Filter [#]110481 Filter  Filter
- [T Tupe Title Status Date Sa
g3 D0earle_110481_7 jpg @ Jun 14,
ents
ring Tools
bonent Reference
land Time
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E. Expire/Delete Existing Content

1. Delete Content

Deletion of content can be done based on user permissions.
Site Administrators are able to delete content from the sites they administer in any

stage of workflow:
e Draft

Published

Approval (not all sites will have an Approval stage)

Expired (not all content will be expired)
Content Authors are able to delete content from the site areas they have access to

in the following stages of workflow:

Draft

Expired

[ Web Content

[ New +|[e® Read| # Edit|[@ Dﬁlete-!i_@ Preview || More Actions +|
I L

Librany: [emi partal content -

E g My ltems oo Filter Filter
2 [ Content o T -
= [ By Site Area e lie
4 g2 DNR F [ Aicle Test
H gy MDA : e
@ 2 MDOT | e Grand Rapids Officially Celebrates Cool $1..
3 sZa S0M | e Saginaw Officially Celebrates Cool $100,00..
H o2 SO o i )
. O B Wichigan Cool Cities Survey Site
B 5 FAQ 3 a 4
H % SURVEY © B JT TestForm

&

B g% TRAVEL

EVENTS
ONLINESERVICES
sga ABOUT

H s EMPLOYVEE

H g ASSETS

B &

I

s

search Web Content [All attributes <] |

Status Date Saved
@ Jun 8, 2009 £:35:18 PM EDT
[ hay 20, 2009 9:56:46 AM EDT
@ ay 20, 2009 9:56.32 AM EDT
@0 hay 20, 2009 3:35:46 AM EDT
2@ Jun 2, 2009 9:05:48 AM EDT

Advanced seart

Authar

Page 1

A confirmation prompt will appear.

icrosoft Internet Explorer Sl

E’) Do vou wank to delete the selected items?

]

(9]4

Cancel |

V1.0
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When “OK” is selected, a delete confirmation will appear. Selecting “Cancel” will

return the user to the screen.

[ web Content

by

ﬁ "Article Test" was deleted.

A My Iterns
2 B content
2 [ By Site Area
E 2 DNR
H a2 MDA
H 5 MDOT
B & SOM
B 5 SOM
E 3. FAQ
B g5 SURVEY

-9( Mew ':ib% Read i Edit !' fi Delete ||E'ﬂ Preview | Mare Actions =

Libsrary: Ierm portal content -

Search Weh Content[all attributes =] |

= Eilter  Filter Eilter  Filter
j T TIype Tite Status Date Saved Authar
B Grand Rapids Officially Celebrates Cool $1.. @ May 20, 2009 5:56.46 AM EDT wlad
| E| Saginaw Officially Celebrates Cool $100,00. . @ May 20, 2009 5:56:32 AM EDT wlad
| E Wichigan Cool Cities Survey Site @ May 20, 2009 3:535.46 AM EDT wlard
O B JTTestForm ° Jun 2, 2008 9:05.48 AM EDT John Thompson

Advanced

V1.0

2. Expire Content in Workflow

Content Authors and Site Administrators can plan for content to expire by setting an
“Expiry Date” in the Workflow section. The Expiry Date can be set during content
creation, or whenever content is edited.

= &% Workflow

Dacument Status:
DRAFT

= Current Warkfl o
ehdl Portal Design/DA Approval Workow

!_ select Wnrkﬂnw_!

Current Workflow Stage:
el Portal DesigniDA Draft

ext Workflow Stage:
el Paortal Designit DA Approval

Joint Approval:

false

Fublish Date:

Enter the date that you want the content iterm to be published. )
|6/8/2009 | [pa:45:02 P | Clear |
Expiry Date:

Enter the date that you want the content iterm o expire.

iEGD’QDDB @ I12:EIEI:EIEIAM Clear

When an Expiry Date is in place, the Workflow will generate an email message to
the author prior to the date as a reminder that the item is about to expire. The author
can check out the content to decide if the expiration should proceed or change or
remove the Expiry Date or the author can simply ignore the message and let the
expiration proceed as scheduled.
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1. Share Content
Existing content can be linked to other site areas. After selecting an existing
content, select the “More Actions” dropdown and select “Link”.

somauthor3 | EditMyFrofile | Help | Log Out

[EETE Portal eMl | Home | B ETTIIE L | Search Genter
[l Al Sources &

Applications
Welcome Personalization Wehb Content Marnagement Web Content Preview
{

Personalize Help

[ web Content

H& New v|| bd Read || # Edit || i Delete |||3 Preview || Mate Actions " Search Web Content[all sttributes ;Il &l
Ih Copy | Advanced search
ﬂriry. Iem\ portal content A q_-* Miove | 1
2 [ content ;
Eugygg\te o [T Type Title 'f ':Zi:'::imks Status Date Saved Authar
® &g DNR r Pres: @@= May 26, 2009 5:30:32 PM EOT waiming
B aha MDA Bl AppiyTampiate |0 R TREARATRIAReRTREER PR
H 5 MDOT I B AMEE ey view References ©@o  May 26, 2009 5:26:41 PM EDT waiming
= sda SOM v Alert Test bl @0 May 26, 2009 51354 PM EDT wialming
113 ” H
Select “Add” to add site areas.
Applications E«TEH
Welcome Personalization Web Content Management Web Content Preview

Edit the site area links for the selected content item.

) Current site areas linked.

+ M&dd [| = Remove

| Search Results

i [u]

Select the site area to link the content.
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| WebSphere [T eml | Home | B L ce | Search Center

Applications L 8

Welcome Personalization YWeb Content Management Weh Content Preview

Edit the site area links to this content.

) Belect iterns frorm the itern list below, then click OK.

|Lihranr. emi portal content
E sga DMR
H son MDA
® gaa MODOT
o ada SOM
& aga SOM
E aga FAD
B aoa SURVEY
W e |
sis BPOTLIGHT
1 sia EVENTS
sis OMLINE_SERVICES
s FEATURE_PHOTO
sis ASBETS

2 THIkGE
Select the location of the new link in the selected site area and select the “OK”
button.

BOEEE

T

3

som BLOGS

sam HOWY

s DEPT_COMTACT_INFO
som TABS

sge EPHOTO

sgm NWLB

& saa Ml Poral

EEHEEBEBE

Flacement of new iterm:
& Firstchild © Lastchild © Before specified child © After specified child
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Confirm the desired site area link by selecting the location and the “OK” button.

Edit the site area links for the selected content item.

7 Current site areas linked.

|+ Add || — Remove

| WebSphere FNTIEY el | Home |BENT i

filelolile=1{[s]gt 3 Content

Welcome Personalization Web Content Management

| Search Center

Weh Content Preview

= Search Results

Ird Iemi portal contentSOMTRAVEL

(o] e

Verify the link has been created by navigating to the content site area.

[ Fortal eM | Home |BE XTI ioll| SearchCenter

Applications
P izati Weh Content ‘Weh Content Preview

ﬂWeh Content

somauthord | EditMyProfle | Help | LogOut

e W

Personalize Help

[3 New ~|[e2 Read |[# Edit |[@ Delate [T Frevizw |[ biora Actions. = Sgatch\Web, Contait Al ribufes =Y
Advanced search
Library: |emi portal content -
@ &3 wy tems = Eilter Eiller Eilter  Filter
= B content
2 [ by Sits Arma [7 Twme Tille Status Date Saved Author
B a2 DNR T [ sertTestwil s@o  May 26, 2009 51354 PMEDT waiming
& ada MDA
63, T OB “Link TestwmL S®e  May 26,2009 3:53:27 PM EDT waiming
= s5a SOM [ ] March Happenings @5 May20, 2008 70322 AMEDT vlad
S ﬁ ff\’g‘ O @ The Holocaust Memaorial Center: Remembering.. 2@ May 20, 2009 7.03:09 AM EDCT vlad
B
a2 SURVEY T [ School?s Outl - Spring Break in Michigan @ May 20,2000 7.02:57 AMEDT vlad
e RAVEL] [ [ itlsntOver 1l The Snow Melts @5 May 20,2008 7.02:44 AMEDT viag
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2. Move Content to new Site Area

Existing content can be moved to a new site area. Select the content to be moved,
and then the “More Actions” dropdown and choose “Move”.

[EE M Fortal  eml | Home | BCETTIEETTEN | Search Center mdasteadminl | EdithtyProfle | Help | Logout
= S ———— =

Applications K L.

Welcome Weh Content Weh Content Preview

Fersonalize Help
ﬂWeb Content

[ New ~|[ Read |[# Edit|[@ Delet= | [T Preview | More Actions ~| Search el Content Al awribinss TN | ©

Advanced search
- [y Copy = ———
Library: |emi portal content - ‘
& & by ttems & Filter Filter o Link Filter ~ Filtar
2 [F content
- Type Tt = A0 Links Status  Date Saved Author
= [ By Site Area I Tipe Itte i ERie,
# afa F [ Move @ JunB, 2008 10:32:35 PM EDT mdasiteadiin
’ M Edithccess
T B ACR g aopy Templats N @5 May 25, 2000 3:30:24 AW EDT viad
H gga POLICY_NAY_LINKS M 2 FOOL b View References @ May 13, 2000 12:12:50 AM EDT wviad
B ada TOP_NAV_LINKS [ 2 RESCa Unlock 25 May13, 2008121351 AMEDT viad
: Z i Purge -
O & HOW @5 May 13,2000 12:25:48 M EDT viad
| Y @5 May13, 2008 12:27:23 AW EDT viad
-
e O o PEST @5 May 13,2000 12:28:47 AN EDT viad
® gl HOWTO O TRAINING ®5  Iay13, 3000124446 A EDT viad

Choose the site area destination of the selected content and placement in the new
site area (First child, Last child, Before selected child, After selected child) and
select “OK".
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Select a new parent for the selected items.

) Available parent iterms.

Libranys |emi portal content ;I
@ ais DNR

B adz MDA

san MDA

smn POLICY_MNAY_LINKS

sz TOP_NAY_LINKS

san CONSUMER

o

ooo el

& she ABSETS
& s ENVIROMMENT
E sgs ORGANIC
e

B EEE

[I_'u

! |

sga QUICKLINKS

son [SSUES
a2 AGRIBUSINESS
san LICENSING
sos SELECT
sta FAIRS
san INSIDE
st ASSETS
aon MEWWS
saa SPOTLIGHT
s SEASOMAL
san BIZNEWS
ain QUICKLINKS
sta STATS
amm BOTTOM_MAY_LINKS
stn LEFT_LIMKS
atn RECYCLE_BIN
son RIGHT_LINKS
E &t MDOT
@ @i SOM
H sas eMI Portal

BOEEEEEEEEEEEE B R E

FPlacement of new item:
& Firstchild © Lastchild © Before specified child © After specified child

|EIE_H_Can|:eI1

A Move confirmation is displayed.
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ﬁ]Weh Content

moved
Move Article Test

*& M e 'I;hﬂ Read # Edit || - Delete || Preview || Maore Actions i

Verify the content has been moved to the new site area.

[ wieh Content

[ New ~||62 Read || # Ed

Librany: Iemi portal content ;I

Delete || & Preview || More Actions x|

Search We

= & My ltems = Filter Filter Filter  Filter
BY Resen Type  Titl Status  Date Saved
1 Dratt O e Title atus ate Save
Pending Approval - D Move Aricle Tegt c@o  Jun g 2009 10:56:19 PM EDT
Fohlslen r Article Expi {:b @5 Jung, 2009 9:05:51 PMEDT
Icle EXpl @ * un ol
=1 Expired 5| B !
= Deleted T B TestPolicyyhL 2 @5 Jun 32,2009 3:46:20 PM EDT
= il e T [ Julian Stile Value-Added Agricultural Dev... o May19,2008 3:37.24 PM EDT
= By Site Area
B % DNR T [@ BoineT ‘@ May19, 2009 2:03:58 PM EDT
3 sfa MDA T [ Michigan's Agriculture Emvironmental Assur... ‘@2 May189,2008 4:08:51 PM EDT
H ate MDA - - . :
B o POLICY_MAY_LINKS (| @ Farm Market, U-Fick and Ag Tourism Directory @ May 19, 2008 2:47:53 PM EDT
H aia TOP_MAY_LINKS O a Training Cpportunities @ May19, 2009 4:41:20 PM EDT
® ate CONSUMER
: ! T [§  FARMING Default Content s@o  Way 25, 2008 3:29:28 AM EDT
@ ade ASSETS [T i ABBETS s@5 May12, 2009 11:62:40 PMEDT
. L LR A0 b hACh T

ll. Editing Live Content

When editing content that is already Published (live), including when you want to Expire it, it will
have to go back through various workflow states and stages again. Currently in the CMA content

that is live and is edited goes live after saving immediately at the next cache clear. In the future,

there will have to be Workflow considerations.

Because of the Workflow considerations on editing live content, there are some further issues
regarding In-Context Previewing of your edited content. When you are editing content that is
currently Live, you must make a version of it to leave Published and a Draft version to edit.

V1.0
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1. Find the content that you want by browsing to in under Content > By Site Area.

Library: Iemi portal content ;I
@ g3 My ltems [ Filter  Filter Filter  Filt
= [ content _ )
2 [ By Site Area M Twe Title Status  Dat
H si DNR M [ & Default Content For Live Content s@e Jul
H ade MDA
@ & MDOT E B Stuclenclit LiveContent Example =@«  Jul
® sz SO | E Student 02 Edit LiveContent Example =@=  Jul
B Student 03 Edit LiveContent Example =@« Jul
@ sdn Training
@ 5B POLICY_NAV_LIMKS | E Student 04 Edit LiveContent Example =@=  Jul
H ada TOP_NAV_LINKS | Student 05 Edit LiveContent Example =@=  Jul
@ s2a Make Mew Content
a . 3 6 Edit LiveC ¥ B
© 52 BOTTOM_NAV_LINKS | E Student 06 Edit LiveContent Example = @ Jul
® aga LEFT_LINKS B Student 07 Edit LiveContent Example =@« Jul
E sda RIGHT_LINKS o
° R I Student 08 Edit LiveContent Example =@« Jul
E sdn Edit Migrated Content
| =N | B Student 09 Edit LiveContent Example @@= Jul
* s ake New Site Area M [  student10EditLiveContent Example = @3> Jul
H siz DefaultSitetrea
& 52 el Portal B Student 11 Edit LiveContent Example = @=  Jul
£ By Title oo B Student 12 Edit LiveContent Example =@ Jul
4 El E:;Categl:lr:; — CL Pul YO0 d 40 it ]| Fa 3 3 - 1 Ligl

2. Click on the title to open the document in Read Only, or select the document as shown and
click the Read Only button.

|-3‘,"\- MNew ~ |b3 Read || # Edit || fii Delete |||31 Preview || Mare Actions v| Search Web Content| Al attributes ;II

Library: |emi portal content ;I

= & Wy ltems = Filter  Filter Filter  Filter
= [ Content
= [=1 by Site Area r
® ade DNR r
E sz MDA
E g MDOT
@ sga SOW -

Tvpe Title Status  Date Saved A
B & Default Content For Live Content c@e  Jul9 2009 1:16:22 PM EDT ch
B Student 01 Edit LiveContent Example =@ - Jul 8 2009 1:49:09 PM EDT cH

Student 02 Edit LiveContent Example =@<  Jul 8 2009 1:453:49 PM EDT cH

3. Click Save Version. A version of the current published content must be saved before editing
a Draft. This saved version of the content will remain in Published status and stage, and will
be in visible to the public until you Publish the Draft.

=] Web Content B Carpool Lot Map X B Railroad Map of Michig... X _|_"| Debbie's Press Release.. X

[ % Close || # Edit|[ @ Delete || @ View References || & Preview || # Show Hidden Fields || » Nextstage || 25 Restart Workflow || % Create Draft | 1% Save Version |

4. Will see that the Version was saved, and there will be a Versions button. Clicking on the
Versions button will show the version that was just saved. Click Done to return to the
content.
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@ Version saved.

[% C.I-osei. # Edit|[ @ Delete & View References || b2 Show Hidden F.i.e.lc.ls"i: > I\-l-ext"éiage_“ ;‘9 Restart Workflow “_.-{?\-“C.reate Draf| \;’érsions

[ 5“‘ Save Version

Select Version Name Date
(O]} 1 Jul 1, 2009 5:51:21 PMEDT
Done

5. Click Create Draft

@ Version saved.

[x C.I-ose:;. # Edit|| @il Delete & View References || & Show Hidden F.i.e.ld.s"i: » I\-J-extuéiage_.: &9 Restart Workflo

:._.-{:’\':-C.reate E-)I'EIf:l .\IIIE[SiDﬂS [ "-?“S‘E‘IVE.{J'EI'S}.GI'I

6. Will see a confirmation that the Draft version has been created and the status icon has
changed. The original version is still visible to the public now the author can make changes

to a new version of the content.
7 - . . 3 W l A i s -
- MNew v||e® Read | # Edit || fi Delete ||[& Preview || More Actions ~ garch ehCJntent| Il attribute —II
Library: Iemi portal content ;I
® & My ltems B Filter  Filter Filter  Filter
= [ Content - - Status Date Saued )
3 [ By site Area T Tpe itle Status Date Save Al
B sga DNR [l D & Default Content For Live Content @ Jul'9, 2009 1:16:22 PM EDT cl
H sgn MDA l
v 3tudent 01 Edit LiveContent Example - @ Jul 8 2009 1:49:09 PM EDT ch
@ s MDOT M| E ¢
E saa SOM - D 3tudent 02 Edit LiveContent Example = @ Jul 8, 2009 1:48:49 PM EDT cl

7. Click Edit.
¥ Close | # Edit || View References ||[E] Preview || »
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8. The content opens in Edit mode and the user may make the necessary changes to it.

Dcmen ]

Abstract
Enterthe Abstract or Short Description that will be displayed for the content item
If you don't read it here - you won't have the news. This is the o

be able to get the news.

Malke desired changes
to the Content area.

E|EIE|',-'

Enterthe body of the content itern.

Warning : Any HTRHL that is entered into a Rich text Component must be compliant with Article 508
3; File Edit WYiew Insert Format Tools Track Changes Table Form  Help

=]
INnrmaI Paragraph L”Times Mews F.oman l"lZpt L” B I U |§

VarBAT v |AE E-LALFTFEERRS [

= £

= | — i— =f

(111
I
i
i
m

i

This 15 content for the traiming class to practice editing Live content. ¥ou will learn how
be edited while the original iz left ive. The draft then has to go through workdflow befor

NOTE: This includes inserting or changing an EXPIRATION DATE!

V1.0
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9. Note the Workflow information. The document is in the Draft status, and the Draft stage.

= &% Workflow
Document Status:
DRAFT

*current Workflow:
el Fortal Design/Training Publish Workflow

Select Workflow

Current Workflow Stage:
ell Fortal Design/Training Draft Stage

Mext Worlkflow Stage:
el Portal DesigniTraining Publish Stage

Joint Approval:
false

Fublish Date:
Enter the date that you want the content item to be published.

[6/2/2009 Eg| [o5637 PM

Expiry Date:
Enter the date that you want the content item to expire.

| ) |

10. You may need to change the Workflow if a different workflow than the current one is
needed to approve Edited Content.
= &% Workflow

Document Status:
DRAFT

* Current Workflow:
el Portal Design/Training Publish Workflow

Select Workflow | Click to choose a

Current Workflow Stage: different workflow
el Portal Design/Training Draft Stagef . .
if needed for edited

Mext Waorlkflow Stage:
or updated content.
el Portal Design/Training Publish St D

11.Can click Save to view the content in Production Preview or Save and Approve to begin the
workflow process that will publish the content to Production

X Close || H Save lE Save. . v||@ Preview ||E=)+ Apply Authorin
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12. After the content is saved, it will still show Draft as the status. And you will not be able to
Preview it in Production Preview. You will only be able to do a Body Preview here in WCM.

= 4% Workflow

Document Status:
DRAFT

* Current Woarkflow:
el Portal DesigniTraining Publish Worldlow

Select Workflow

Current Workflow Stage:
el Portal DesigniTraining Draft Stage

Mext Warkflow Stage:
el Portal DesigniTraining Publish Stage

ﬁ Student 01 Edit LiveContent Example™ was saved.

|K Close || H Save || H Sawe. - |@ F'review|

B+ Apply Authoring T|

13.When it is Approved and workflow is complete (if there are Approval stages necessary for
edited content) it will show both Published Status and the Publish Stage and it will be

V1.0

available to the public.

| ¥ Close || H Save || H Save... v||@ Freview || Apply Authori

E Save and read
= Identification H Save and close

= &3 Profile Saue as
= Save and approve
H sZ. Content Properti
f—

i Moved "Student 01 Edit LiveContent Example™ to the next stage.
Student 01 Edit LiveContent Example” was saved.

@

= 4% Workflow

Document Status:
PUBLISHED

Current Workflow:
el Portal DesigniTraining Publish Warlkflow

Current Workflow Stage:
el Portal DesigniTraining Publish Stage

Mext Warkflow Stage:
el Portal DesigniTraining Expire Stage
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lll.Creating Content

A. Choose Content Authoring Template
See Handout: Authoring Templates Defined

1. Start New Content

a) Click the New button and select Content

& L ntent
B Content
1=} .
she Site
1=} . .
san Site Area
—T =rar

=1 Pending Approval

1 BT

b) Verify or switch to the emi Portal Design library.

Hew Content

) Selectan autharing ternplate for this content.

Library: |emi portal content ;l
emi portal content

|2MI Portal Components
ieMI Portal Design________|
Ve =

Select
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¢) From the results screen look for the authoring template desired.

Library: |EMI Portal Design =]

Select Tvpe Title
[ @ Alert

[t}

O & Aice

C {4 Bid

©  [& Blog

. & Comment

& & Contact

o 72  Definition

C {4 Document/Asset
o {Z Event

& FAQ

[}

Status

@
@

@

Eilter

Date Saved

Jun 16,
Jun 18,
Jun 18,
Jun 18,
Jun 10,
Jun 10,
Jun 18,
Jun 18,
Jun 18,

Jun 18,

2009 2:39:42 AMED
2009 22703 AMED
2009 1:59:59 AM ED
2009 1:35:03 AMED
2009 1:37:31 AMED
2009 1:31:39 AMED
2009 11323 AMED
2009 6:18:32 PMED
2009 2:27:00 AMED
2009 9:12:38 AMED

d) If the authoring template is not listed on the first screen:

Click the Page arrow to go to the next page of authoring templates, or enter
the page number in the Go to Page to go directly to the page the authoring

template is on.

@ Jun 16, 2009 6:18:32 PM EDT Kerry Boyce

e Jun 16, 2009 2:27:00 AM EDT Phil MchMullin

@ Jun 16, 2009 9:12:38 AM EDT Kerry Boyce

Page 1 [»] [] Goto F'age:l ]
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e) Select the authoring template to enter content in.
In the example below Article has been selected, and click OK or click Cancel
to stop the content creation process and return to the main WCM screen.

Hew Contant
2 Select an authoring template for this content
Library: | aMI Poral Design e
Elllar Eplior
Selad | =10 Litla
P &
&S -
= rticie
o Bt
L] ] Blog
Comiment
[ = Contact
[ o] 1 Dafnmiticn
Docurmant F ASsal
Ewanl
'S 1 Fag
OK || Cancel

Once OK has been selected the authoring template will open and content
can be entered.
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B. Common Authoring Template Sections

The following sections are in each of the Authoring Templates. These template sections will
be described once here, because they have the exact same fields across all templates.
Subsequently they will not be under each of the Authoring Template individual sections.

1. ldentification Section

= Identification

*Mame:
* Required Fields.
Enter the URL Safe Mame for the Content Template. This Mame must not have any the following characters &==7/1"%

Display title:
Enter the Title of the Content Template that is to be displayed to the User.

Description:
Enter the Title of the Content Template that is to be displayed to the User.

Type:

Content

Library:

el Portal Design
Authars:

| Select Authors | = |
dmbauthorz X

Owners:
| Select Owners | - |
dmbauthor3 X

a) * Name (required) — enter the name that will be used to identify the
content item internally in ILWCM. This name will be used as part of the URL
that points to this content item. The following characters cannot be used in
Name field: &<>?""%

" Mame:
* Required Fields.
Enter the URL Safe Mame for the Content Template. This Mame must not have any the following characters &==7/1"%

=)

b) Display title — enter a title that will identify the content item for use in
ILWCM. This display title will be what the users see when searching for the
content item in ILWCM. This title is not displayed anywhere external to the
ILWCM environment. This display title must be 100 characters or less

Display title:
Enterthe Title ofthe Content Template thatis to be displayed to the User.
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c) Description — enter some descriptive text that will identify the content
item. This depiction should be specific to the content item that will be created
using this form. This description is not displayed anywhere external to the
ILWCM environment.

Description:
Enter the Title of the Content Template that is to be displayed to the User.

d) Type —read only. The type is content, because this is the form that
content is to be entered.

Tupe:
Content

e) Library —read only. The library is where the content is being created.

Library:
el Fortal Desian

f) Authors — this field is defaulted to the name of the person that opened up
the new authoring template. It is assumed this will be the person(s) inputting
the content. This field can be edited to select one, or more authors, and/or
groups.
Authors:

Select Authors | =
wps admin X

[all users] X

[all authenticated portal users] X

(1) To Remove an author or group(s):
Click the x next to the author or group to be removed

Authors

Select Authors | =
Wwps admin X

jall ugersis
nolaria X

(2) To Add an individual author or a group of authors:

(a) Click ‘Select Authors’

Select Authors

(b) To add an author enter the first few characters of the
author or group desired in the search box and click
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‘Search’

Directory Search: Find People and Groups
<y Tosearchforaname, type the name or the first characters of the name. You can search for a person
by first name orlast name, or both, in any order. Faor fastestresults, use a comma to indicate last name,
first name format.
Search for:
nol
Search results: Selected names:
< I | (2]
| &k View Group Members | Remove Selected Mames

(c) Once you see the author or group you would like to add in
the Search results click the ‘Add’ button, and the user/group
will be moved over to the Selected names area.

Search for:

Search results: Selected names:

i nolana nolana

< | I | (2] < | fm

| ail View Group Members | | Remove Selected Names |

| 0K| | Cancel| | Help|

(d) Click 'Ok’

(e) The Authors field should now contain the author or
group(s) added.

Authors:
Select Authorsi| + |

wps admin X

[all users] X

[all authenticated portal users] X
nolana

V1.0 Revision Date: July 27, 2009 Page 43 of 121



WCM Authoring Content Reference Guide

V1.0

g) Owners - this field is defaulted to name of the person, and/or group
within the business unit who owns the content. This field can be edited to

select one, or more groups.

Owners:
Select Qwners | ~
wps admin X

2. Profile Section

= 55 Profile

Cateagriege 1M0f Currently Used
Cho I%te gory for the content itern.
Select Categories

Keywords:
Enter keywards for the content item.
roads, highway commisszioner, road consctruction, war on muad, ;I

bicycle, wagon, I':.'_c'_'_'_ga‘:_|

[~

a) Categories - this functionality is not being used at this time please ignore.
This was not hidden, because the State of Michigan may wish to use this

feature in the future.

b) Keywords — enter the keywords that define the content. When entering
more than one keyword separate them by a comma. The keywords entered
will be used when content is being searched on. You should add keywords
that are related to the content, but aren’t necessarily in the content. For
example, if your content is about Mackinac Island you can enter keywords

related to that: mackinac, island, lilac, festival.

Keywards:

This iz free-form comma zeparated list of words that define the content, Thiz field iz uzed to facilitate zearching and aid with search

engine aptirnization,

one, two, three| A.I

[

3. Content Properties Section

1=l a2 Content Properties

Autharing Template:
elll Portal DesigniAlert

a) Authoring Template - describes what authoring template is being used to

create the content
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4. Workflow Section

= &% Workflow

Document Status:

* Current Workdlow:

Select Workflow

Current Worlkflow Stage:

Mext Workflow Stage:

Fublish Date:
6/8/2009 @ 125615 PM Clear
Expiry Date:

@ Clear
General Date One:

@ Clear
General Date Two:

@ Clear

Additional Viewers When Published:
Select Additional Viewers | =

ACTIOMS:

a) Document Status (read only) — this field shows what the current status
the document is in. The status can be Draft, Published, Expired, and Locked

Crocurnent Status:
CRAFT

b) * Current Workflow (required) — there are different workflows that can be
chosen for a document to go through. Depending on how each agency is
setup authors may have access to one or two different workflows. This is
where the workflow is selected.

c) Click the ‘Select Workflow’ button.
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d) Verify the library is eMI Portal Design. Select the desired workflow from
the results screen and click ‘OK,’ or ‘Cancel’ to stop the process. Depending
on the user’s access level they may not see all of the workflows listed here.

Library: | eMI Portal Design ™
Filter  Filter
Select Type Tille
[#) &% DELEG Admin Waorkflow
O &% DMB Admin Workflow
O &% DMB_Agency_Senvices Approval Workdlow
O ) DMB_Design_and_Construction Woarkflow
© &% DME_Facility_Mgmt Approval Workdflow
O &% DMB_Financial_Serices Approval Warkflow
© &% DMEB_Organization Publish Approval Worldlow
O &% DMR Admin Warkflow
O ) DMR Approval Waorldlow
O &%  Direct Publish
e) Verify the workflow is listed in the Current Workflow field
= Current Workfow:
el Portal DesignfDOT Admin Workf o
| Select Workflow .

f) Current Workflow Stage — shows the user what workflow stage the
document is currently in.

Current Warkflow Stage:
ehll Portal DesigniMDOT Draft

g) Next Workflow Stage — shows what workflow stage the document will
move to next

Mlext Wiarkflow Stage:
el Portal Design/DOT Publish

h) Joint Approval (read only) — shows if the document has joint approval for
State of Michigan this will be false and does not impact the authors.

falze

Jaint Approval:

i) * Publish Date (required) — enter the date and time the document should
be published on. Use the ‘Clear’ button to clear both fields

* publizh Date:
This iz the date that the content iz intended to be published and "go live" on the zite,

|sr28/2008

@ [11:36:05 AM

Clear

V1.0
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j) To select the date be sure to select the Month and Year first, then click
on the Date.

Click on the Calendar button to find the date

Use the left and right arrows on the top to navigate by month
Use the month and year dropdowns to select the month and year
Select the day by clicking on it in the calendar

Click ‘OK’ to accept the date or ‘Cancel’ to stop

k) To select the time

e Click on the clock
e Type in the Hours (HH), Minutes (MM), Seconds (SS), and select AM/PM
Click 'OK’ to select the time, or ‘Cancel’ to stop

[) Expiry Date— enter the date and time the document should be expire on.

Use the ‘Clear’ button to clear both fields. Follow the process in step 6 to
enter the date and the time.

Expiry Date:
@ Clear

m) General Date One — This field is used specifically in the Event Authoring
Template for the Event start date and time.

zeneral Date One:
@ Clear

n) General Date Two— This field is used specifically in the Event Authoring
Template for the Event end date and time.

General Date Two:
@ Clear

0) Actions (read only) — this field will show what action the workflow is in
either email, or scheduled move.
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C. Using the Rich Text Editor

The user can select which rich text options to use by clicking on the drop down menus, or
by clicking on the buttons on the toolbar. Most of the functions are self explanatory. More
training will be coming at a later date.

Content Body

This is a rich text field of farmatted content that will display a= the main body cantent an the page.

F,; File Edit Wiew Insert Format  Tools  Track Changes Table Form Help

= 1 . TIWErNLE 1

S| Pls| x|m|alv] o] D@ ==55]F S50 S|8]E] 1] 2

INormaI Paragraph jITimes Mew Rioman jl12pt ﬂ B | I | Ql == El === ifl 'd'bl 1;.|
[
=l

Design I CDdEl

D. Including Images

There are two ways to include images in the State of Michigan content:

e An Authoring Template may have a separate image field where the user would browse
to the ILWCM Image Library to select an Image.

e An Authoring Template may have a rich text editor field where the user would be able to

embed a unique image from their computer, or select an image from the ILWCM image
library.

1. Separate Image Field in the Authoring Template

First the author must create an Image component. It is extremely beneficial to create
an image component to be kept in the ILWCM library when images are re-used
across content.
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2. Create an Image component:

a) In the main ILWCM page select the New button select ‘Component ->

Image’

Authering Tools
{_} Component Reference

Date and Time

ﬂ".f'."eh Content eb
Federated Content

. File Resource .

K New ~|6d Rer oy ny Refd

c
g Component 9 Image

[£ Content J2p

2. Site e i
sz Site Area = -
—r lMenu T
[F1 Pending A [ Navigatar 8

[0 Published [¥%] Number

[=1 Expired  [#] Page Mavigation

b) You will be brought to the Image component template.

[ % Close || & Save || @ save... ~|

= ldentification

* Mame:
Display title:
Description:

Type:
Image

Likrary:
emi portal content

Authors:

Select Authors ﬂ

wps admin X
Qwners:
Select Owners ﬂ
wps admin X
= Image Element

Image

Upload an image file

Browse_

User Properties:

Image Border:

Image dimensions
Width: Height:

Image Alternate Text:
Image HTML Tag Mame:

# g2 Access
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c) Enter the Identification information regarding the image.

|}( Close || H Save || H Save... "|

= Identification
*MName:

|TESTdehIMAGEGEQSGBdacU1
Display title:

|Dehhie 5 Test image for training|

Description:

Type:
Image

Library:

emi portal content
Authars:

| Select Authors |"|
christensend X

Owners:
| Select Owners |'|

christensend X

d) Upload the file from your local drive.

Upload animage file:

I Browse. . |

File name: Iphntuteacher.gi‘f

Lef Lo

Files of type: | Al Files )
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L do
phototeacher.gif|

2| Training_Sample. pdf
I-_E. training_teach.doc

W vordin. doc

W | vword_doc_teacher.doc

|}:’. Close |E Sa\;e| H Save...

-

Revision Date: July 27, 2009

File name: Iphotuteacher.g'rf j Open
Files of type: I"” Files =) j Cancel
e) Save it.
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3.

f) The WCM will automatically calculate the dimensions of the image when
the content is Saved. The screen will refresh with the dimension included, as

well as a preview of the image.

= {&] Image Element
Image:

phototeacher.gif

Upload an image file:

Freview:

User Properties:
Image Border:
IU

Image dimensions
Width: Height:

[248 258

Image Alternate Text:

Browse.

Include the Image Component in an Authoring Template

a) Once the Image component has been created and saved the author can
then reference the image in another authoring template like the Event

authoring template.

Contact
Component;
Choose the contact person for this content itern.

Select Component

Revision Date: July 27, 2009

Page 52 of 121



WCM Authoring Content Reference Guide

b) Click ‘Select Component’
Will be taken to the Component selection screen click on ‘Image’

Select a component

¢ Acomponent can be selected from the list]

Library: | emi portal content [w]
= Ef Components [~

suthoring Tools

[__J C-JI'ITL‘I-:IHEITT Reference
Date and Time
Federated Content
File Resource

HTML

Sl image|

Link

Menu

Mavigator
Mumber

FPage Mavigation
Personalization
Rich Text [l]

[
o]
T

< o [ el B2

.
i

| ) el

¢) Find the Image component to be used in the right selection list — select it
by clicking the radio button next to it and click ‘Ok’

Library! | ami portal content |
= EHHE componants S | Fiitgr  Filtsr
il S} Ty, T
[ Cate and Time £ B 2007mi_108901_7ipg
;1?'i Fedorated Sontent ) |1J ZO0Twaneamagcmar_1A5604_7 jog
E F'_'I_'LI IR"‘""‘:’“ s o | 200BMININSSHy_ 230302 _T jpg
tl.:.] &_’—I: ] |-=_] ZO000Micn & inaSnbry_2TE103_7 ipg
!:‘.‘_:':'j: JEP 3 [Te] Fduceatalking_2S301S_7 jpo
I'_éi: :'12;'_ ] =l 3 _logo_ 258745 _T.ipg
[HE ravigatar = l#l] @ aPAs Tastimaga
Lﬂ I”."ll'“-r':-ml e ) ] AFRZsFicture_14313_7 jpg
[l Fersonatization ] ==l applePancakeFufls_216732_7./pg
|1"_] Rich Text oy ] appleQusenRunnerdpleahRasch_Z10Z80_7.jpo
oK || Cancel || None |

d) You will see that the Image component select is now listed in the
component field.

Compaonent:
Choose the contact person for this content item.
emi portal contentiAPAS Test Image

| SelectComponent|
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4. Entering an Image in the Rich Text Editor

In the rich text editor users can add images from the ILWCM Library, which are the
Image components described above, or from their computer.

a) Click on Insert -> Add Image from IWWCM Library

|

= Bl W
Hoaral Paraguaph \r]T

24 Fie Edt View Insert Formatl Tools Trock Changes  Tabde Form b

B insant Hyperiink..
B Craste bk o MMICM Conbar.

%

s Booloraal

Ciriel e

g 3

nall

B 2t imags troen MesacM Lineary

Creaste Section (D)

1 Inserl Symbaol..
'—_ st Horizori sl Rude

T3 et Date and Time..

-
= g Conmuresri

b) Here the user can select to add a new image from their computer, or to
select an image from the WCM Library

Insert an Image

Upload an image file

| Inser a library Image

[] 2a4a image 1 Abrary and grant all users a0085S
c) To add a new image from your computer:
File Upload 2
Leck i | ) Se=ple Pictures EI 4 [
5 Bl hifs ne |
f 13 sunzet g
My Facert | | BHWabar Bes.0g
Dizcuments t Msnter.jog|
Dakiop
Wy Documanie
Wy Comgiber
gl T o
Fis ol tvpe: -\ Tles L s

V1.0

Revision Date: July 27, 2009

Page 54 of 121



WCM Authoring Content Reference Guide

(1) The Image will then be uploaded to the authoring template and
will appear in the Image field.

Upload an image file:

stratoriMy Documentsiiy F‘ictures‘.ﬁTZJPd

d) To insert an image component from the ILWCM Image library:

(1) Click on the Browse button under ‘Insert a library image’

Ingert an Image

Upload an image file . ge
Browse Browsea

r} 4ad image ta library and grani all usSers access

(2) The user will then see all the image components:

Insert an Image

Upload an image file: Insert a library image

Close

Add image to library and grant all users access

Search Web Content| All atty

Library: | emi portal content [V]

Eilter Filter Eilter
Select Type Title Status Date Saved Author
C 2007fmi_198981_7.jpg @ IMay 27, 2008 6:16:53 PM EDT vlad
@] feT] 2007winemagcover_195694_7 jpg @ May 27, 2008 6:14:54 PM EDT
(o 2008MiWineCntry_220202_7 jpg @ May 27, 2000 6:31:49 PM EDT v
@] 2008MichWineCntry_276103_7 jpg @ NMay 27, 2008 5:49:07 PM EDT v
O Zdudestalking_253015_7 jpg @ May 27, 2009 6:40:00 PM EDT
[ /] 3 _logo_ 258745 _7.pg @ May 27, 2009 64314 PM EDT v
[ & APAs Testimage @ Jun 5, 2009 12:19:35 PM EDT
@ APRZsPicture_14313_7 jpg @ Way 27, 2009 3:36:3% PM EDT viad
[ E ApplePancakePuffs_216722_7 jpa @ IMay 27, 2008 6:25:23 PM EDT vlad
O AppleCueenRunnerUpleahRasch_210280_7 jpg =@ Iay 27, 2008 6:21:26 PM EDT vlad
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(3) Select the desired image from the image component library (you
will see a preview), the image layout, and click ‘Ok’

Library: | emi portal content [a]
Eilter ~ Filter Filter
Select Type Title Status  Date Saved Authar
O R 2007fmi_198981_7jpg =@ May 27,2009 6:16:53 PM EDT viad
(@] Q 2007winemagcaover_195694_7 jpg a@e  May 27, 2009 6:14:54 PM EDT vlad
@] E 2008MiWineCntry_230302_7 jpg c@e May 27, 2009 6:31:48 PMEDT
O & 2009MichWineCntry_276103_7 jpg s@o  May 27,2009 5:49:07 PM EDT viad
O ] 2dudestalking_253015_7 jpa = @=  May27, 2009 6:40:00 PM EDT vlad
O B 3_logo_258745_Tjpg =@ May 27,2009 6:43:14 PMEDT viad
&1 [g]a APAsTestimage ©@.  Jun5, 2008 12:19:35 PMEDT d
O [ APRZsPicture_14313_Tjpg s@o  May 27,2009 3:36:39 PM EDT viad
(@] Q ApplePancakePuffs_216733_7 jpg =@=  May27, 2009 6:25:23 PM EDT vlad
o} 7  “sppleQueenRunnerUpleanRasch 210280 7jpg »®@ %  May 27, 2009 5:21:26 PM EDT viad
Page 1 IE‘ IE‘ Goto Page:
IChoose a layout
| W= =d M
Inline Floatleft  Floatright Center

» Advanced Options

o] [Caneal]

(4) The image should now be embedded in the rich text editor.

Body
Enter the body ofthe content item.
Warning : Any HTML that is entered into a Rich text Component must be compliant with Article 508 of the Federal Amerid

3; File Edit “iew Inzert Format Toolz  Track Changes Takle Form  Help

Y8 vRAY o0 BE B=tALFT %@EE@@ | &

|NormalF’aragraph UTlmesNewHoman | 12pt u B 7 0O =
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E. Including Documents

There are multiple ways to include documents (pdf, ppt, doc, etc.) in the content using the
authoring templates. Similar to images, documents/assets can be included in the content
using a link to internal ILWCM content, or the documents/assets can be embedded using a
rich text editor.

1. Using the Document/Asset Authoring Template

a) Startin the ILWCM main screen, verify you are in the eMI portal content
library and click ‘New -> Content’

b) Select the eMI portal design library on the authoring template screen,
select the Document/Asset authoring template, and click ‘Ok’

c) Fill out the authoring template. The following fields are specific to the
Document/Asset:

Mative File
* File:
Click the browse button to select the file that you want to upload to this content item. The file must be on a local hard drive or a network hard drive that you have access to.

Upload afile:

lcon
Component:
Choose the icon to display with the Mative File.

Select Component

Authoring Comments
Comment on the current content item.

V1.0 Revision Date: July 27, 2009 Page 57 of 121



WCM Authoring Content Reference Guide

V1.0

d) Upload the file by using the Browse button, selecting the desired file by

clicking on it, and clicking on ‘Open’

File Upload ZES
Look in: | [ My Recent Documents ™ Qo ® -
Y MName Date Modified |2
uﬁ @je-fﬂichigan MWCMS Requirements v, 2 DRAF,.,  5/6/200% 420 FM
My Recent (&) eMINotesn 1300, tut 5/5/2009 4:43 PM
Documents [EDeMichigan 5/6,/200% 4:49 PM
= &) MINates. txt 5/6/2008 4:49 PM
L% 5/6/2008 450 PM
Deskiop : 5/6/2009 4:50 PM
v WCMS Reguirements vi0.6.doc 562002 11:20 PM
@jel’vﬂ OPS Qutput Tracking Log 200205063, xls (72002 10:24 AM
7 c1sR4MLzip 72009 3:41PM
My Documents %:I win32_11gR1_dlient.zip 5/8/2009 3:40 PM
) @State of Michigan MWCMS PMR May 2009 v1...  5/9/200% 7:12 PM
. tﬂﬂe-fﬂichigan Release 1.0 Architectural Dedsion,..  5/10/2009 2:44 PM
e .'Ig %:I e-Michigan Release 1.0 System Design SEM-0... 5/10/200% 2:46 PM
- E_D!rln . (&) Notesn50802, txt 5/11/2009 10:56 AM
: @jel’ﬂichigan Qutput Tracking Log 2005 JAN 22 v.., 5/11/2009 11:56 AM [t
‘_‘] File name: Macro Regs v1.1:ds Ink Il Cpen
Iy Néth',-\"Jork Files of type: Al Files v

e) Select the appropriate lcon component. For example, if this is a pdf that
is being uploaded click the Select Component button, and select the

appropriate icon for the file type.

f) Enter any optional comments regarding the document/asset

g) Save and Approve the content item

h) This document/asset must be published in order to be visible on the

portal

2. Linking to a Document/Asset from another Authoring Template

Once an author has created and published a Document/Asset using the
Document/Asset authoring template they can then link to the Document/Asset using
another authoring template. For example, if an author is creating an Article and
needed to reference a pdf that was create using the Document/Asset authoring

template they can do that by:
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a) Open the Article authoring template in ILWCM by clicking ‘New ->

Content’

b) Verify you are in the eMI portal design library, select the Article authoring

template, and click ‘Ok’

Newr Content

7 Select an authoring template for this content.

Library: | eMI Portal Design V
Eilter Filter

Select  Type Title

@] I

& [ Aricle

o [# b

@] {4 Blog

O & Comment

O & Contact

O & Definition

O & Document/Asset
@] {4 Event

O Z Faa

OK || Cancel

c) Fill out the necessary content. The Link field is what will be used to refer

to the Document/Asset to be inserted

Link

Link:

Choose the link for this content itemn.
Type a URL:

Inzert a content link:
Browse Content

Examples: Content, Image, File, Existing link, etc.
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d) Click on the ‘Browse Content’ option

e) In the next screen the author will be able to find the Document/Asset by
looking to the Site Area that the Document/Asset was saved in. Select the
desired Document/Asset and click ‘Ok’

Select an item to link to
Library: | emi portal content (]
= B content ] Filter Filter
= £ By site Area Select Tvpe Title
H siu DMR
H sgm MDA o B & Photo Test
= sga MDOT \ O Es) Waord Doc Doc Asset Test
E . e}
= HD. T L O = PDF Doc Asset Test
H i ROADS_TRAVEL e
® siz BRIDGES_BORDERS o Jobs with MDOT
# sde NEWS_INFO ] E] Locate the Transportation Building
® sz PROJECTS_PROGRAMS - Jpepp—
B 52 MAPS_PUBS O =hm  ASSETS
B st o sE, FEATURE
H sle ASSETS © o SPOTLIGHT
B sfx FEATURE -
H sZz SPOTLIGHT ol O sEE OFFICE_LOCATIONS
2 - 2 | © %2  EXECUTIVE
| OK || Cancel || MNaone

f) The Document/Asset will now be referenced in the Article and will look
like:

Link

Link:

Choose the link for this content itern.

Type a URL: Insert a content link:

Browse Content | /femi portal contentMOOTABOUTIPOF Doc Asset Test X

Examples: Content, Image, File, Existing link, etc.

g) The author can delete the Document/Asset by clicking on the x next to
the item.

3. Using the Rich Text Editor

Once a Document/Asset has been created the user can link to it from the rich text
editor in any of the authoring templates that have a rich text editor.
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a) In the rich text editor select ‘Insert -> Create Link to IWWCM Content’

et Formal Tools  Trock Changes  Table |
Cirleil

=
BN reate nk to WWCM Content...

% Bookmark..
Bl image trom MW Library..
Créabe Saction (DY)
Z1 Inzerd Symisol..
A et Horizontal Fide

j}_’l ezt Dt andd Tire.

7 inserl Comment..

b) In the Link window follow the same steps listed above, start by clicking
‘Browse Content’

Insert a Link

Link:

Type a URL: Inserta content link:

Examples: Content, Image, File, Existing link, etc.
c) After clicking ‘Ok’ and the author is back to the Article authoring template
they can see that the Document/Asset has been embedded in the rich text
field:
Body

Enter the body of the content item.
Warning : Any HTML that is entered into a Rich text Component must be compliant with Article 508 of the Federal Americans with Disabilities Act.

3$ Filz= Edit “iew Insert Format Tools  Track Changes  Tahle  Form Help

SVA | BAY o0 BHE ==L T BEEEREE 1 &

|Nolma| | | | B I U = : & Tn

i
I
m
i
i
il

[l

“pr<a title=""

href=" /ups/vocn/myconnect fenitportaltcontent /udot fabout fpdftdoctassecttestTocontent IDR=d4 90242042576 E2bbOE2LO022E7 Ll
cfaf3f uselefanleTent=04§38 uzebaefaultlesc=0" target="">4ifle0;</ a></p>
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F. Including Links

There are two different types of links that can be included in your content. One type of link
is a link to external information. For example, if the author wanted to put more information
about the Lilac Festival the author would include an external link to the Lilac Festival
website - http://www.mackinacislandlilacfestival.org/. The second type of link the author
may create is a link to internal ILWCM content. For example, looking at the previous section
on Document/Assets the author can create an internal link using the Link field to create a
reference to a Document/Asset that has been created in ILWCM.

a) Creating a Link using a Link Field

Some of the Authoring Templates may have a Link field where the author
can enter external or internal links. This section will show an example of this
field, and will explain how to use it. The author will either select to enter a
URL or will select to browse to Internal content for one Link field — both
cannot be filled out for a Link field.

Line

Choose the link for this content item.

Type a URL: Insert a content link:

Browse Content

Examples: Content, Image, File, Existing link, etc.

Display link as:
®Text O Image component

* Link text:
Enter the text that should clicked on to activate this link.

[Use title of linked item

Link target:
Choose where this link will be displayed.
Mone bl

b) Type a URL - this is where the author may enter an external URL for
example:
Link:
Choose the link for this content item.
Type a URL:
'v\f'ww.'_v'ahoo.com
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c) Or select Browse Content to select an ILWCM content item. A new
window will open for the author to select internal ILWCM content item to link

to.

Select an item to link to

Library: | emi portal content V
= & Content
= ]

[

g DNR
stm MDA
& MDOT

Z
Za SOM

[EI =

dhn S

she EMIPortal

[

® EF Components

Select

O|0|0|0 |0

el Portal

d) The author should then navigate through the Sites to find the piece of
content they would like to link to. Once they find the content item the author
should select it and click ‘Ok’

Select an item to link to

Library: | emi portal content (]
5 B content
= [ ey Site Area

B sfx DNR
B sfa MDA
E & MDOT
H gZ MDOT
3 sfs ROADS_TRAVEL
Fr BRIDGES_BORDERS
s NEWS_INFO
i PROJECTS_PROGRANS
sgn MAPS_PUBS
a

[=3 = = =

[
o
o
o

H 5. ASSETS
B & FEATURE
# 2z SPOTLIGHT

1] ¥

ololololololo@lo]o

2]

elect

e}
EE

7 | B |05 |7 |
=3

o
o | ofa
o

aaa

L

Photo Test

Word Doc Doc Asset Test

PDF Doc Asset Test

Jobs with MDOT

Locate the Transportation Building
ASSETS

FEATURE

SPOTLIGHT
OFFICE_LOCATIONS

EXECUTIVE
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e) After clicking ‘Ok’ the author will be brought back to the main authoring
template and can see that the content they selected is now in the Link field.

Insert a content link:

Browse Content | /emi portal contentMDOT/IABOUT/IPDF Doc Asset Test X

Examples: Content, Image, File, Existing link, etc.

f) If the author selects an internal ILWCM content item then a new field will
appear letting the author know that since these two content items are linked
if someone decides to delete one of the content items they will be notified
that there is another content item linked to it. It is best to keep this box
checked at all times.

Managing references:
When managing references, do not allow this link to be cleared.

g) Once the author enters either the external, or internal link they must fill
out the rest of the Link fields. The author can chose whether to display the
link as a text string or as an image

Display link as:

®T1ext O Image compaonent

h) If the author would like to display the link as text they need to fill out the
link text field, or they can select to use the title of linked item

* Link text:

Enter the text that should clicked on to activate this link.
Click here to see Information about the Lilac Festival
[JUse title of linked item

i) If the user decides to display the link as an Image they should select the
radio button next to the Image Component

Display link as:
OTet ® Image companent

Image:
Selectimage

Revision Date: July 27, 2009 Page 64 of 121




WCM Authoring Content Reference Guide

i)  When they click on the Select image button the author will be brought to
an image selection screen where they will select an image component from
the ILWCM Image Library to be displayed for the link. Browse through the
image components, select the correct image, and click ‘ok’

W

elect

oEo0|l00|0|010|0

Select anitem to link to

Library: | emi portal content V

Filter Filter

Title:
2007 fmi_198981_7.jpg
2007winemagcover_195594_7 jpg
2008MiVWineCntry_230302_7 jpg
2009MichWineCntry_276103_T7.jpg

Zdudestalking_253015_7 .jpg

ﬂﬂﬂﬂﬂﬂ}g

3_logo_258745_7 jpa

S APAs Testlimage

APRZsPicture_142132_7 . jpg
ApplePancakePuffs_216733_7.jpg
AppleCueenRunnerlUpleahRasch_210280_7 jpg

| oK || Cancel || Mone |

k) The image will then be captured in the link field

Display link as:

Image:

OTent ® Image component

ApplePancakePuffs 216733 T.ipg | Selectimage

[) The last step is for the author to select how the link should open. The
author may choose from the link targets shown below,

Link target:

Mone

Mew Window
Self

Parent

Tep

MName

this link will be displayec

ts
Lrrent content itemn durir

2. Creating a Link using a Rich Text Editor

Some of the Authoring Templates may have a rich text editor for authors to use. If
there is a rich text editor the author may decide to enter a link in the rich text editor.
The author may follow these steps to do that:

V1.0
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a) Creating a Hyperlink to an External Site

By using the hyperlink feature the author can insert external links in the rich
text field. For more information on how to use the hyperlink feature please
refer to the Ephox product information.

Insert Hyperlink @
Test to display
B
Exdisting File or 3 )
iieb Fage Target frame:

Current [Mone] w

F
E Document

Email
Address

sl

Flacesin

Mieh Links

Document

Addresz| http://

(1) Or the author can use the Insert -> Create a link to IWWCM
content option to insert internal ILWCM content into the rich text
editor.

Insert Formst Tools  Track Changes Tahle

eﬁ Inzert Hyperlink... Clri+k |
B Create link to WM Contert...
&

% Bookmark...
B ot image from MAWCH Library...
Create Section (DY)

1 Inzert Symbal...

‘; Inzert Horizontal Rule

IV. Information about Each Authoring Template
A. Alert Content Section

Authors would use the Alert authoring template for brief breaking news content. The author can
include an image, and a link to more information if needed. The alert will appear in the global
header and should only be used for warning information, or any heightened sense of news.

Endangered Runaway: BRANDI DISHMNER (M1}

BRANDI DISHNER , Age Mow: 18, Missing: 12/07/2008. Missing From SHELBY
TCWNSHIP, M. ANYOMNE HAVING INFORMATION SHOULD CONTACT: Shelby
Township Police Department {Michigan) 1-588-731-2121. BRANDI DISHMER , Age
Mow: 18, Missing: 12/07/2008. Missing From SHELBY TOWNSHIP, MIl. ANYONE
HAVING INFORMATION SHOULD CONTACT: Shelby Township Police Department
{Michigan) 1-588-731-2121.

The Alert AT has the following fields in the Content:
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Abstract

Body

Icon Image

o Image Border

0 Upload Image File, Browse

o Image Dimensions Width and Height

0 Image Alternate Text

0 Image HTML Tag Name

e Incident Date

o Link

Type a URL

Insert a Content Link-Browse Content
Display Link As (Text or Image Component)
Link Text (Use Title of Linked Item)

Link Target (None, New Window, Parent, Top, Name)

O O0OO0O0O0o

= [£] Content
Abstract

Body

Click to edit
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Alert lcon
Imane:

Upload an image file:

| Browse.. I

Jser Properties:

Imane Barder:
0

Imane dimensions
Width: Height:

| |
Image Alternate Text:
I

Image HTML Tag Mame:

Incident Date

[ = | | Clear|

Link
Lirnk:
Type a URL: Insert a content link;
| Browse Cantent | Hone selected
Examples: Content, Image, File, Existing link, etc.
Display link as:
& Tayt O Imange component
Lirk test:

¥ Use title of linked item

Link target:
INone 'I

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target
Name.

Link target:

Target name:

B. Article Content Section

The Article Authoring Template allows the user to enter in the appropriate general article
information for that particular State of Michigan Department. Authors can include rich text in the
body field, images, links, and contact information in the article. Articles can be found throughout
the agency sites areas.

Example:
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MDOT to hold I-75/M-21 bridge meeting in
Genesee County

Contact: Anita Richardson 989-754-0878, ext. 227
Agency: Transportation

WHAT: The Michigan Department of Transportation (MDOT) invites the
public to attend a meeting regarding replacement of the |I-75 under M-21
(Corunna Road) bridge in Genesee County.

This project will include a complete bridge replacement, demalition of a
former State Police post building, the proposed addition of a ramp
auxiliary lane and 10-foot non-motorized path with fencing, along with
additional safety upgrades. The bridge will be closed to M-21 traffic
during construction. Lane closures also will be in effect on I-75. Crews
are expected to complete this project during the 2009 construction
season. Dan's Excavating, Inc. of Shelby Township will be the
contractor for this project.

WHO: MDOT staff
Contractor representatives
Community representatives
Interested residents

WHEN: Wednesday, Feb. 18, 2009
4tobpm.

WHERE: Flint Township Municipal Building
1490 5. Dye Road
Flint

Special accommodations: 810-653-7470 - Tammy Woodbeck

BACKGROUND: Interested residents are invited to stop by anytime
during the open house- style meeting to view displays and learn more
about the proposed bridge replacement. The purpose of these
improvernents is to enhance mobility and increase safety within the
construction area. Public input is sought to help MDOT recognize and
address any concerns. MDOT staff members and contractor
representatives will be available to answer guestions.

MDOT says: Remember - in Ice and Snow, Take it Slow!

The Article AT has the following fields in the Content:

e Abstract
¢ Body
e [con Image
o Image Border
o0 Upload Image File, Browse
o Image Dimensions Width and Height
0 Image Alternate Text
0 Image HTML Tag Name
e Main Image
o Image Border
0 Upload Image File, Browse
o Image Dimensions Width and Height
o0 Image Alternate Text
e Contact Link
e Link
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o TypeaURL

o Insert a Content Link-Browse Content

o Display Link As (Text or Image Component)

0 Link Text (Use Title of Linked Item)

0 Link Target (None, New Window, Parent, Top, Name)
= [ Content

Abstract

Enter the Abstract or Short Description thatwill be displayed for the content itern

Body
Enter the body of the content itern.
Warning : Any HTML that is entered inta a Rich text Component must be compliantwith Aicle 508 ofthe Federal Amerticans with Disahilities Act.

Click to edit
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lcon

Image:
Enter the ican that will be shown with the Article in a list

Upload an image file:

Browse.. |

User Properties:

Image dimensions
Width: Height:

Image Alternate Text:

Main Image

Image:
Selectthe image to associate to this content item

Upload an image file:

Browse.. |

Uzer Properties:

Image dimensions
Yalues in this field that are different from the actual image will force the user's browser to resize the image.
Width: Height

resize the image. resize the image.

Image Altermate Text:
Enter the texi to be displayed with this image for the visually impaired.

Contact
Component:
Choose the contact persan for this content iterm.

fSeIe_c{Eomponent,

Yalues in this field that are different from the actual image will force the user's browserto “alues in this field that are different from the actual image will force the user's browser b

Iy

Choose where this linkwill be displayed.
INone 'I

Link
Link:
Choose the link for this content iterm.
Type a URL: Insert a content link:
EBrawse Content
Examples: Content, Image, File, Existing link, etc
T
Link target:

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target

Name.

Link target:

Target name:

C. Bid Content Section
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The Bid Authoring Template allows the user to enter in the appropriate government open bids
information for that particular State of Michigan Department. The author can include rich text in the
body field, any appropriate contacts for the bid, and links to more information for the bid. DMB
typically has bid content, but any department can use it.

The Bid AT has the following fields in the Content:

Abstract

Body

Contact Link

Link

Type a URL

Insert a Content Link-Browse Content

Display Link As (Text or Image Component)

Link Text (Use Title of Linked Item)

Link Target (None, New Window, Parent, Top, Name)

O O0OO0OO0Oo

= [ Content

Abstract
Enter the Abstract or Short Description that will be displayed for the content item

Body

Enter the body of the content item.

Warning : Any HTL that is entered into a Rich text Component must be campliant with Adicle 508 of the Fedaral Americans with Disahilities Act.
null

Click 1o edit
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Contact
Compaonent:
Choose the contact person for this content itern.

| Select Companent |

Link
Lirik:
Choose the link for this content itern.
Type a URL: Insert a content link:
El.llcnwsemc.ohfer;t__; Mone selacted
Examples: Content, Image, File, Existing link, etc.
Link target: %
Choose where this linkwill be displayed.
iNone vi
When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target
Name.
Link target:

Target name:

D. Blog Content Section

The State of Michigan departments can create blogs that contain regular entries of information.
Authors would use the Blog authoring template to create this information. Within the blog the

author can include contact information for the appropriate entity regarding the information in the
blog. The Comments authoring template will be used to enter any comments about a specific blog.

Blogs can be found under the Global navigation under News.

Example:
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* Agriculturally Speaking . October is Farm Market and Agricultural
Tourism Maonth
Autumn in Michigan iz a treat for the senses offering beautiful sights, smellz, and
tastes. Gowernor Jennifer Granholm has declared October az Michigan Farm
Market and Agricultural Tourizm Menth. Experience Michigan's bounty firgt-hand at
a farm market, festival, or other agricultural tourizm destination acrozs ocur beautiful
state.
Comments (0}

= Mare

Agriculturally Speaking... State Launches Food Alert Text & Email
Senice

As part of Mational Food Safety Education Month, MD& recently launched a new
text and email alert 2y=stem to warn conzumers almost instantly to aveid or dizcard
recalled food products - ensuring public health iz protected and maintaining the
viability of the state’s food =afety net.

Comments (2}

= More

Agriculturally Speaking... Preserving The Future of Michigan's
Farmland

With the current economic changes in Michigan, | believe agriculture will have an
even bigger role in the state’s economy as it continues to be the second largest
economic driver in the state generating nearly 364 bilion for Michigan's econonmy
annually. Land iz fundamental to maintaining and enhancing agriculture’s place in
the Michigan's economy. it's where it all beginz. k makes sense to preserve our
land base so current, and future, Michigan farmers can coentinue to produce the
wide variety of crops already grown here.

Comments (0}

= More

Agriculturally Speaking... Summer Fun in Rural Michigan - Select
Michigan for a Pure Michigan Experience

Since becoming Director of the Michigan Department of Agriculture nearly one vear
age, | have been sharing the amazing economic impact agriculture has on our
state, and the importance of purchazing Michigan products. With agriculture as
Michigan's =econd largest industry - we have a lot to celebrate ? and there iz no
better place to do that than at Michigan's fairs.

Comments (0}

= More

The Blog AT has the following fields in the Content:

e Topic

e Abstract

¢ Body

o Contact Link
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= [£] Content
Taopic

Abstract
Enterthe Abstract or Short Description that will be displayed forthe content itern

Body
Enter the hody of the content iterm.

Warning : Any HTML that is entered into & Rich text Component must be compliant with Atticle 508 of the Federal Americans with Digabilities Act.
null

Click to edit

Contact
Component:
Choose the contact person for this content item.

E. Comment Content Section

The comments authoring template will be used for capturing the comments made to any specific
blog topic. Any end users that view the blogs on the SoM website will be able to submit comments
— these comments will be captured by the authoring template in ILWCM. Someone from the State
of Michigan will approve these comments before they are published.

Example:
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2 Comments Closs This Window

fing petient safety
zllow (fall
stient alert
ntial for confusion

IMichigan hospitsls are joining mors then 28 other statss in imp

by standardizing t patisnt sle ristoands

i izing ool
wristcands, Michigan hosp duce the
when patisnts, nurses, doctors, and other staff travel cetw
rstep forws ts in Michigan ho zls with the ssfast

= care. This voluntary, state initistive, led by the collsborative efforts of
the Michigan Health & Hospital Assccistion [MHA), the WMHA Patient Safety
Crganization (FSC) and the MHA PS =and Task Foros, has producsd &
standardization toolkit to assist Michigan hosgitals in the imglemsentation process.
glwristband. htm

d st Friday, March 20, 2005 05:40:38

rest idess ars sometimes the simplest ones!

The Comment AT has the following fields in the Content:

Body

Author
DocumentID
Validation Routine

= [£] Content

Body
Enter the body of the content itern.

Click to edit

Author

DocumentlD

Warning : Any HTML that is entered into a Rich text Component must he compliant with Article 508 of the Federal Americans with Disabilities Act.

V1.0 Revision Date: July 27, 2009

Page 76 of 121



WCM Authoring Content Reference Guide

Validation Routine Y —
# Impart || B, Export @ InsertaLink ansertanlma_ge_

F. Contact Content Section

State of Michigan Contact data that is individually captured and stored that is used to create and
display individual contact modules on specific pages can be created using the Contact Authoring
Template. This contact content can be used across different places on the State of Michigan
website. Authors may choose to include specific contact content items in such content as Article,
Press Release, etc.

The Contact AT has the following fields in the Content:

Name

Position

Department

Office/Bureau

Notes

Address 1

Address 2

Address 3

Phone 1

Phone 2

Phone 3

Fax 1

Fax 2

Fax 3

Email 1

Email 2

Email 3

URL 1 Link

Type a URL

Insert a content link-Browse Content
Display Link As (Text or Image Component)
Link Text (Use Title of Linked Item)
Link Description (Use Description of Linked Item)

O O0OO0OO0Oo
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o0 Link Target (None, New Window, Parent, Top, Name)
o Link Additional Attributes
e URL 2 Link
Type a URL
Insert a content link-Browse Content
Display Link As (Text or Image Component)
Link Text (Use Title of Linked Item)
Link Description (Use Description of Linked Item)
Link Target (None, New Window, Parent, Top, Name)
Link Additional Attributes
e URL 3 Link
Type a URL
Insert a content link-Browse Content
Display Link As (Text or Image Component)
Link Text (Use Title of Linked Item)
Link Description (Use Description of Linked Item)
Link Target (None, New Window, Parent, Top, Name)
Link Additional Attributes

OO0OO0OO0OO0OO0OOo

OO0OO0OO0OO0OO0O0

= [£] Content

Mame
Enter the Mame of the contact that will be displayed for the content iterm.

Fasition
Enter the Faosition of the contact that will be displayed for the cantent iterm.

Department
Selectthe Department of the contact that will be displayed for the content iterm.
SOM -

CfficeiBureau
Enter the contact's Office or Bureau Mame that will be displayed for the content item.

Motes
Enter any special nates related to the content itern.

Click to edit
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Address 1
Enter the contact's primary Address that will be displayed for the content iterm.

Click to edit

Address 2
Enter the contact's secondary Address that will be displayed far the content itemn.

Click to edit

Address 3
Enter the contact's teriary Address that will be displayed for the content iterm.
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Phaone 1
Enter the primary Yoice Phone Mumber that will be displayed for the content itern.

Phone 2
Enter the secondary Woice Phone Mumber that will be displayed for the content itern.

kg

Phaone 3
Enter the tertiary Voice Phane Rumber that will he displayed for the content iterm.

Fax1
Enter the primary Fax Phone Number that will he displayed for the content item.

Fax 2
Enter the secondary Fax Phone Mumber that will be displayved for the cantent itermn.

Fax 3
Enter the tertiary Fax Phone Mumber that will he displayed for the content itern.

Email 1
Enter the primary Email Address that will he displayed for the content item.

Email 2
Enter the secondary Email Address that will be displayed for the content itern.

Ernail 3
Enter the tertiary Email Address that will he displayed for the content iterm.
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IIRL 1
Link:
Enter the primary LURL that should he assaociated with this contact information.
Type a URL: Insert a content link:
Browse Content
Examples: Content, Imaae, File, Existing link, etc.
Dizplay link as:

Enter the text orimage that should be used to display this link in the content itern.
® Tay © Image component

Link text:

Link description:
Enter a short description for the link in this content iterm.

[T Use title of linked item

[T Use description of linked itern

Link target:
Choose how this link should openwhen avisitor clicks on it
Mone o

Link Additional atiributes:

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target

Name.

Link taraet:

Target name:
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LURL 2
Link:
Enterthe secondary URL that should he associated with this contact information.
Type a URL: Insert a cantent link:
| Browse Content | 1
Dizplay link as:

Enter the text or image that should be used to display this link in the content itemn.
& Toyt © Image caomponent

Link text:

ar
ed

Examples: Content, Image, File, Existing link, etc.

Link description:
Enter a shart description for the link in this content itern.

[~ Use title of linked item

[T Use description of linked item

Lirk target:
Choose how this link should open when a visitor clicks on it.
Maone -

Link Additional attributes:

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target

Name.

Link taroet:

Target name:
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URL3
Link:
Enter the tertiary LURL that should be assaciated with this contact infarmation.
Type a URL: Insert a cantent link:
| Browse Content
Examples: Content, Image, File, Existing link, etc.
Display link as:

Enter the text ar image that should be used to display this link in the content item.
& Tay O Image component

Link text:

Link description:
Enter a short description for the link in this content itern.

[~ Useftitle of linked item

[~ Use description of linked item

Link target:
Choaose how this link should open when a visitar clicks on it
Mone -

Link Additional attributes:

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target
Name.

Link target:

Target name:

G. Definition Content Section

The Definition Authoring Template allows the user to enter in terms and their definitions for that
particular State of Michigan Department. The author may choose to include a contact with the
definition. Definitions created would appear under an agency definition page. Authors can then link
to a definition within other content items, like an Article.
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Example:
Program Service Definitions

Program/Service Definitions

Care Management

Care management is a coordinated care function that incorporates
case finding, assessment, care planning, negotiation, care plan
implementation, monitoring, and advocacy to assist clients and their
families with complex needs in obtaining appropriate services. This
program locates, mobilizes and manages a variety of home care and
ather senvices neadad hv & frail slderly nersnn at risk of nirsina hame

The Definition AT has the following fields in the Content:

e Contact Link
e Definition

= [ Content
Cantact

component
Choose the contact person for this content iterm.

[ Select Component |
Definition

Enter the Definition to he displayed for the content iterm.
rull

Click to edit

H. Document/Asset Content Section

This Asset Authoring Template can be used to upload documents into the ILWCM system.
Examples of documents that can be uploaded are - .pdf, .doc, .xIs, etc. These assets can then be
linked to from other authoring templates, and can potentially appear anywhere within the site.

Example:
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Information Services

» 2008 MSHDA Board Calendar

» Consumer's Corner Cable Show

» Creating Michigan's 21st
Century Workforce
People Prepanng & Prepared
for Work

« DELEG's Michigan LEGwark
MNewsletter

» DLEG's Speakers Bureau -
2008 =

* DLEG. A Snapshot View

« Forms & Publications

» Freedom of Information (FOIA)

+ Job Show For Teens

» Legislative Reports

» Michigan's Labor Market News

+* Online Semices

» Press Releases

«» The Council for Labor &
Economic Growth (CLEG)

= The Job Show

The Document/Asset AT has the following fields in the Content:

e Abstract
e Link
o TypeaURL
o0 Insert a content link-Browse Content
o0 Link Target (None, New Window, Parent, Top, Name)
e Native File
0 Upload a file
o File Size
o File Type
e |con Component
0 Select Component
e Authoring Comments
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= [ Content

Abstract
Enter the Abstract or Short Description that will be displayed for the content iterm

Link

Link:

Choose the link for this content itern.

Type a URL: Insert a content link:

Lirk target:
Choose where this linkwill be displayed.

INone 'I

i_.Eerwse Content | Mone selected

Examples: Content, Image, File, Existing link, etc.

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target

Name.

Link taroet:

Target name:
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Mative File
" File:
Click the browse button to select the file that vou want to upload to this content itern. The file must be on a local hard drive or a nebwork hard drive that vou have access to.

Upload a file:

Browse.. |

* File Size
The =ize of the Mative File will be determined autamatically an upload.

Whole numbers anly

* File Type
The extension of the Mative File will be determined autormatically on upload.

lcon
Component
Choose the icon to display with the Bative File.

| Select Component |

Autharing Comments
Comment on the current content iterm.

. Event Content Section

The Event Authoring Template can be used to enter appropriate content for an event at the State
of Michigan, or departments. In the Event authoring template authors can enter information about
the event, the start and end date/time, include any images, and/or include a link to more
information. Events will be displayed wherever the department have them, typically they are under
an events menu.

Example:

Current Events

* View past and future

Calendar of Events

Current Events For June 2009
(See All Events - Current And Future)

Jun 06 /09 Waterloo Recreation Area--Birding Adventure

Jun 06 /09 Traverse City State Park-Bike 'N' Beach
Event

Jun 06 /09 Metamora Hadley Recreation Area—-Family
Fishing Derby

Jun 06 /09 Ortonville Recreation Area--Family Fishing
Contest

Lin OF 00 Nodoe #4 Qtato Dade Boat Show

The Event AT has the following fields in the Content:

e Abstract

¢ Body

¢ Main Image
o0 Upload an image file-Browse
o0 Image Dimensions Width and Height
0 Image Alternate Text

o Contact Link

e Link
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o TypeaURL

0 Insert a content link-Browse Content

o Display Link As (Text or Image Component)

0 Link Text (Use Title of Linked Item)

o0 Link Target (None, New Window, Parent, Top, Name)

= [£] Content

Abstract

Enter the Abstract ar Short Description that will be displayved for the content item
E
o

Body

Enter the body ofthe content item.

Warning ; Any HTML that is entered into a Rich text Cormponent must be compliant with Article 508 of the Federal Ameticans with Disabilities Act.
rull

Click to edit
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Main lmage

Image:
Selectthe image to associate to this content iterm

Unload an image file:

Browse... |

User Propeties:

Image dimensions
“Walues in this field that are different from the actual image will force the user's browser to resize the image.

Width: Height
Walues in this field that are different from the actual image will force the user's browser to Walues in this field that are different from the actual image will force the uzer's browser to
resize the image. resize the image.

Image Alternate Text:
Enter the text to he displayed with this image for the visually impaired.

Contact
Camponent
Choose the contact person for this content iterm.

Moke

[ Selact Componant |

Link

Link:

Choosethe linkfor this content iterm.

Type a URL: Inzert a cantent link;

iiﬁrowse bontent I Maon

Examples: Content, Image, File, Existing link, etc.

Display link as:
& Text © Image cormponent
Link text:

v Usetitle of linked iterm

Link target:
Choosewhere this linkwill he displayed.
Mone hd

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target

Name.

Link target:

Target name:

J. FAQ Content Section

The FAQ Authoring Template allows the user to select the appropriate content for a list of
guestions and answers, all of which are supposed to be frequently asked in some context, and
pertaining to a particular topic. FAQs may be related to a certain category or topic and exist

through the State of Michigan website. Authors will enter the question in the display title, and enter

the answer in the answer field. FAQs will show up wherever departments have their FAQ list.

Example:
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About MDOT

Who do | contact to obtain research information on transportation
issues for an articledinterview/story/assignment?

Do vou have e-mail addresses and phone numbers for MDOT
employees on your Web site?

How can | order state publications?

The FAQ AT has the following fields in the Content:

e Link

o TypeaURL

0 Insert a content link-Browse Content

o0 Link Target (None, New Window, Parent, Top, Name)
e Answer

= [ Content
Link
Link:
Choose the link for this content iterm.
Type a URL: In=ert a content link:

Examples: Content, Image, File, Existing link, ete.

Link target:
Choose where this link will be displayed.
Mone hd

Ansiwer
Enter the Answer for the content item.

rull

Click to edit

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target

Name.
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Link target:

Target name:

K. Form Content Section

The Form Authoring Template allows the user to create a form that can be filled out by end users
on the State of Michigan website. By using the rich text editor authors can create the form within

this authoring template. Forms appear in department form sections on the website.
Example:

- = e A e
Forms & Instructions

* Abatement / Exemption

* Accounting/Auditing
* Applications for Deferment of Summer Taxes and Special Assessments

* Assessor

* Board of Review

* Classification Appeals

* Computerized Tax Roll Re-Certification
*Court Transmittal Forms:

* Equalization
* Incorrectly Reported and/or Omitted (MEL 211.154)

* Industrial Facility Tax

* Millage Rollbacks

The Form AT has the following fields in the Content:

e Abstract
e Contact Link
e HTML Block
e Link
o TypeaURL
o0 Insert a Content Link-Browse Content
o Display Link As (Text or Image Component)
0 Link Text (Use Title of Linked Item)
0 Link Description (Use Description of Linked Item)
0 Link Target (None, New Window, Parent, Top, Name)
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= [£] Content

Abstract
Enter the Abstract or Short Description that will be displayed for the content iterm.

Contact
Companent
Choose the contact person for this content item.

\nlgl=

| Select Component |

HTML Block
Enter the HTHL code far the farm thatwill that will be displayed for the cantent item
|:@7\m7prq[t“ o, ExpnﬂJ! @ Inserta Lmkr\lig Insart an Imags |

null
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Link

Link: %

Choosge the link for this content item.

Type a URL: Inzert a content link;

i_.EIerse Caontent | Mone selected

Examples: Content, Image, File, Existing link, ete.

Cisplay link as:
& Tot O Image component

Link text:

Link description:

[T Use description of linked item

v Use title of linked item

Link target:
Choose where this link will he displayed.
Mone o

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target
Name.

Link target:

Target name:

L. Generic HTML Content Section

The Generic HTML authoring template should be used for content that doesn't fit in any of the
other authoring templates. This particular authoring template will be used to enter raw HTML. To
use a rich text editor to enter the HTML please see section 4.2.22. This content will show up in the
site area that the author selects.

Example:
Detroit Maps

|
/ fjeo
B, | NDE

Select an area to view a detailed map of Detroit.
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The Generic HTML AT has the following fields in the Content:

e Abstract
¢ HTML Block

= [£] Content
Abstract Py e :
| B Import | Oy Export | @ Insert a Link || 2| Insert an Image |
=
I
HTHML Block
Enter the HTML code thatwill he displayed far the content iterm. :
) Import || By Export | @ Insert a Link || 2 Insert an Image |
=
[

M. Generic Rich Text Content Section

The Generic Rich Text authoring template should be used for content that doesn't fit in any of the
other authoring templates. This particular authoring template will be used to enter rich text with the
help of a rich text editor. To use raw HTML to enter the HTML please see section 4.2.21. This
content will show up in the site area that the author selects.

The Generic Rich Text AT has the following fields in the Content:

e Abstract
¢ HTML Block
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= [£] Content
Abstract : = _
| Import || By Export __@ Insert a Link || & Insert an Image |
HTHL Block
Enter the HTML code thatwill be displayed for the content iterm.
B Import | | By Export || @ Insert a Link || ] Insert an Image |

N. Link Content Section

The Link Authoring Template can be used to enter any links that are used throughout the State of
Michigan website. For example, any external links can be entered using the Link Authoring
Template. These links will show up in the site area that was selected by the author.

The Link AT has the following fields in the Content:

o Abstract
e HTML Block
e Link
o TypeaURL
o0 Insert a Content Link-Browse Content
o0 Display Link As (Text or Image Component)
0 Link Text (Use Title of Linked Item)
0 Link Target (None, New Window, Parent, Top, Name)
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= [ Content

Ahstract
Enter the Ahstract or Short Description that will be displayed for the content itermn

Link

Lirk:

Chaoose the link for this content itern.

Type a URL: Insert a content link:

Examples: Content, Image, File, Existing link, etc.

Cizplay link as:
& Ty Image campanent

* Link text:
Enter the text that should clicked on to activate this link.

[~ Usetitle of linked item

Link target:
Choose where this link will be displayed.
INDI‘IB 'I

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target
Name.

Link target:

Target name:

O. Online Service Link Content Section

The Online Services Authoring Template allows the user to enter in the appropriate online services
for that particular State of Michigan Department. The online service link will show up in the Online
Service section of the site area selected by the author.

The Online Service Link AT has the following fields in the Content:

o Abstract
e [con Image
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0 Upload Image File, Browse
o Image Dimensions Width and Height
0 Image Alternate Text
e Link
o TypeaURL
0 Insert a Content Link-Browse Content
o0 Link Target (None, New Window, Parent, Top, Name)

= [£] Content
Abstract
Enter the Absiract or Short Description that will be displayed for the content iterm
lcan
Imane:

Enter the ican that will show with the Online Senice in a list.

Upload an imange file:

Browse... |

IJser Properties:

Image dimensions
WWidth: Height:

Imade Alternate Text:

Link
Lirk:
Choose the link for this content iterm.
Twpe a LIRL: Insert a content link:
! Browse Content | Mone selected
Examples: Content, Image, File, Existing link, etc.
Link target:
Choose where this link will he displayed.
INnne 'I

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target
Name.
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Link target:

Target name:

P. Photo Content Section

The Photo Authoring Template can be used to upload a photo to ILWCM that can be used in a
gallery of State of Michigan photos. The photo will be put in the site area that was selected by the
author.

The Photo AT has the following fields in the Content:

e Image
0 Upload an image file-Browse

(0]

Image Alternate Text

o Contributor
o Caption
e Thumbnail Image
o0 Upload an image file-Browse

o
o
(0]

Image Dimensions Width and Height
Image Alternate Text
Image HTML Tag Name

e [con Image

(0]

o
o
o

V1.0

Upload an image file-Browse

Image Dimensions Width and Height
Image Alternate Text

Image HTML Tag Name
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= [£] Content
Image

*Image:
Selectthe Image to associate to this cantent iterm.

Upload an image file:

Browse... |

User Properties:

*Image Alternate Text:
Enter the text to be displayed with this image for the visually impaired.

Cantributar
Enter the Contributor information that will be displayed for the content item.

Caption
Enter the Captian information that will he displayed far the content item.

Thumbnail

Image:
Enter the Thurmbinail information that will be displayed for the content itern.

Upload an image file:

Browese. .. i

Lser Propetties:

Image difmensions
Width: Height:

Image Alternate Text:
Enter the text ta be displayed with this image for the visually impaired.

Image HTML Tag Mame:

Q. Policy Content Section

The Policy Authoring Template allows the user to enter in the appropriate policy information for that
particular State of Michigan Department. Policies will appear in the policy sections of the selected
site area.

The Policy AT has the following fields in the Content:

e Abstract
¢ Body
¢ Main Image
0 Upload an image file-Browse
o Image Dimensions Width and Height
o0 Image Alternate Text
o Date
e Contact Link
o Link
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o TypeaURL
o Insert a Content Link-Browse Content

o0 Link Target (None, New Window, Parent, Top, Name)
e Disclosure

e Policy Number

= [£] Content
Abstract
Enter the Abstract or Short Description that will be displayed for the content item
=
B

Body
Enter the body of the content itern.

Warning | Any HTML that is entered into a Rich text Component rust be compliant with Article 508 of the Federal Americans with Disabilities Act
null

Click to edit
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Main Image

Image:
Selectthe image to associate to this content item

Upload an image file;

Browse... |

User Properties:

Image dimensions
Walues in this field that are different from the actual image will force the user's browser to regize the image,

Width: Height:
Walues in this field that are different from the actual image will farce the user's browser ta Walues in this field that are different from the actual imadge will farce the user's browser ta
resize the image. resize the image.

A |

Image Alternate Text:
Enter the text to he displayed with this image for the visually impaired.

Date -

| @ | I_Clear|

Contact
Companent:
Choose the contact person for this cantent iterm.

: Smt_Cum_punent

Link

Lirk:

Choose the link for this content item.

Type a URL: Insett a content link:

Examples: Content, Image, File, Existing link, ete.

Link target:
Choose where this link will be displayed.
Mone -

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target
Name.

Link taroet:

Target name:
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Disclosure

null

Click to edit

Falicy Mumhber

R. Press Release Content Section

The Press Release Authoring Template allows the user to select the appropriate content for an
announcement of an event, performance, or other official news item that is issued to the press and
is located throughout the State of Michigan website within the site area selected by the author.

Example:
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Press Releases
= View index of
Press Releases
2009
June
10 DMR to Take Additional Actions to Address
Human-Goose Conflicts
10 DHE Adopts MNew Bear IManagement Plan
10 State Parks. Recreation Areas, Forest Campgrounds
and Boating Access Sites Will Be Open for Business
on State Furlough Days
10 DHR's Wear It Michigan!” Campaign Promoting Life
Jacket Use in Detroit This Weekend
0g Bergland-Sidnaw Rail-Trail Bridge to Reopen Friday. June
12

The Press Release AT has the following fields in the Content:

e Abstract
¢ Body
e [conImage
0 Upload an image file-Browse
0 Image Dimensions Width and Height
0 Image Alternate Text
0 Image HTML Tag Name
e Main Image
o Upload an image file-Browse
o Image Dimensions Width and Height
0 Image Alternate Text
e Release Date
e Source
e Contact Link
e Link
o TypeaURL
o Insert a Content Link-Browse Content
o Display Link As (Text or Image Component)
0 Link Text (Use Title of Linked Item)
o Link Target (None, New Window, Parent, Top, Name)
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= [ Content
Ahstract
Enter the Abstract or Shart Description that will be displayed for the cantent itern

Body
Enter the body of the cantent iterm.

Warning : Any HTML that is entered into a Rich text Component must be compliant with Adicle 508 of the Federal Americans with Dizabilities Act.
null

Click to edit
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lcon

Image:
Enterthe icon to show with the Press release in a list.
Mone

Upload animage file:

Browse... |

User Properies:

Irmage dimensions
iidth: Height:

Image Alternate Text:

Main Image

Image:
Select the image to associate to this content item

Upload animage file:

Browse... |

User Properties:

Image dimensions
Walues in this field that are different from the actual image will force the user's browser to resize the image.

Wiidth: Height:
Yalues in this field that are different from the actual image will force the user's browser to Yalues in this field that are different from the actual image will force the user's brovwser to
resize the irmage. resize the image.

Image Alternate Text:
Enter the text to be displayed with this image for the visually impaired.

Release Date
Enter the release date ofthe press release.

) Lo

Source
Enterthe Source of the Mews Aricle that will he displaved for the content item

Contact

Component

Chonse the contact person for this content iterm.
Mone

Select Component

Link
Link:
Choosze the link for this content iterm.
Type a URL: Insert a content link;
| Browse Content | Fone selected
Examples: Content, Image, File, Existing link, etc.
Display link as:

& Tex © Image component
Link text:

[ Usetitle of linked item

Link target:
Choose where this link will be displayed.

|N|:|ne 'I
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S. Promotion Content Section

The Promotion Authoring Template allows the author to enter in the appropriate promotional link
information and formatting for that particular State of Michigan Department. The Promotion
Content is an optional component that is located below the site navigation component. The
number of promotional content pieces displayed on the site can be set individually for each site
area by the site admin. The site admin will decide whether to show the promotion on left or right
side of the navigation per site area. This is not something author will have to configure. When
filling out the Promotion authoring template the author will select the image to display and the link
information for the promotion. The author will then publish the promotion to the desired site area.

Example:

Land Consolidation I

Ralph A. MacMullan
Conference Center

Campground and /&
Harbor Reservation

o e -
18004472757

Don’t Move
Firewood k
his season!

The Promotion AT has the following fields in the Content:

o Abstract
e Background Image
0 Upload an image file-Browse
0 Image Alternate Text
o0 Background Color
e Link
o TypeaURL
0 Insert a content link-Browse Content
o Display Link As (Text or Image Component)
0 Link Text (Use Title of Linked Item)
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= [ Content

Ahstract
Enterthe Abstract ar Short Description thatwill be displayed far the content itern.

Background Image

*|mage:
Selectthe image to use for the background associated to this content item.

Upload an image file

Browse... |

Llser Properties: %

* Image Alternate Text:
Enter the text to be displayed with this image for the visually impaired.

* Background Colar
Choose the color that you are entering for the background for this content iterm.

IRed 'I

Link

* Link:

Zhoose the link for this content itern,

Type a LIRL: Insert a content link:

Browse Content | Mone selected

Examples: Content, Image, File, Existing link, etc.

Display link as:
Enter the text or image that should be used to display this link in the content iterm.

% oyt O Image component
Link texd:

¥ Use title of linked itern

T. Quick Link Content Section

The Quick Links Authoring Template allows the user to enter in the appropriate quick link
information and formatting for that particular State of Michigan Department. The Quick Link will
show up in the specific Department Quick Link sections.

Example:
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Quick Links

* Accessible Recreation

* Ecosystem-Bazed
Management

* Citizens Committee for State
Parks

* Land Use Permits

* Grants

* Recreational Safety Clazzes

= Natural Resources

The Quick Link AT has the following fields in the Content:

e Abstract

e Link

Type a URL

Insert a content link-Browse Content

Link Target (None, New Window, Parent, Top, Name)

O 0O

= [ Content

Ahstract
Enterthe Abstract or Short Description that will be displayed for the content iterm

Link

Link:

Choose the link for this content iterm.

Type a URL: Insert a content link:

Browse Content | rone

Examples: Content, Image, File, Existing link, etc.

Link target:
Choose where this link will he displayed.
Mone -

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target
Name.

Link target:

Target name:
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U. ePostCard Content Section

The ePostcard Authoring Template allows the user to create a form with options for the citizen to
choose from in making a ePostcard for that particular State of Michigan Department.

Example:
Send an ePostcard from the FALL Album!

It's easy to send a Michigan.gov posteard!
1. Pick an image for your card

@ Fall Leaves in Howell, M

O Favorite Fishing Hole in the Fall, Rothbury, MI
Clndian Summer in Grand Rapids, M

C Fall Beauty in Oceana County, M

2. Fill in the address and message areas

OFficial Website for the State o;?mchi gan
o —
N H
B
L A
L 'H
O G

8 SUBJECT:

= FROM:
Enter Your e-mail Address

Enter Your Mame

3. Click Send Postcard! | Send e-Fostcard!

The ePostCard AT has the following fields in the Content:

Abstract

Body

Contact Link
o TypeaURL
o0 Insert a content link-Browse Content
o Display Link As (Text or Image Component)
0 Link Text (Use Title of Linked Item)

Link
Type a URL

Insert a content link-Browse Content
Display Link As (Text or Image Component)
Link Text (Use Title of Linked Item)
Link Target (None, New Window, Parent, Top, Name)

° °
OoO0OO0O0OO0Oo

Image 1

0 Upload an image file-Browse

o Image Dimensions Width and Height
0 Image Alternate Text
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e Image 2
0 Upload an image file-Browse
o Image Dimensions Width and Height
0 Image Alternate Text
e Image 3
0 Upload an image file-Browse
o0 Image Dimensions Width and Height
0 Image Alternate Text
e Image 4
o0 Upload an image file-Browse
o Image Dimensions Width and Height
0 Image Alternate Text
e Image 5
o0 Upload an image file-Browse
o Image Dimensions Width and Height
0 Image Alternate Text
e Image 6
o0 Upload an image file-Browse
o Image Dimensions Width and Height
0 Image Alternate Text
Image 7
0 Upload an image file-Browse
o Image Dimensions Width and Height
0 Image Alternate Text
Image 8
0 Upload an image file-Browse
o Image Dimensions Width and Height
0 Image Alternate Text
Image 9
0 Upload an image file-Browse
o0 Image Dimensions Width and Height
0 Image Alternate Text
Image 10
0 Upload an image file-Browse
o0 Image Dimensions Width and Height
0 Image Alternate Text
Image 11
0 Upload an image file-Browse
o Image Dimensions Width and Height
o Image Alternate Text
Image 12
o0 Upload an image file-Browse
o Image Dimensions Width and Height
o0 Image Alternate Text
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= [£] Content

Abstract
Enter the Ahstract or Short Description that will be displayed for the content iterm.

Contact

Link:

Zhoose the Contact Content for this Posteard

Type a URL: Insert a content link:

! Browse Content | 1one <

Cted

Examples: Content, Imaage, File, Existing link, etc.

Display link as:
& Ty O Image compaonent
Link text:

[¥ Use title of linked itern
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Link

Link:

Choose the link for this content iterm.

Type a URL: Insert a content link:

Browse Content

Examples: Content, Image, File, Existing link, etc.

Display link as:
& Toy O Image component
Link text:

[ Uszetitle of linked itern

Link target:

Choose where this link will he displayed.
Mone -

Image 1

*lmage:

Selectthe 15t Image option associate to this content itern.

Upload an image file:

Browse... |

UserProperies:

Image dimensions
“alues in this field that are different from the actual image will force the user's browser to resize the image.

Wyidth: Height:
Walues in this field that are different from the actual image will force the user's browser to Walues in this field that are different from the actual image will force the user's browser to
resize the image. resize the image.

*Image Alternate Text:
Enterthe text to be displayed with this image for the visually impaired.

When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target
Name.

Link target:

Target name:
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Image 2

Image:
Selectthe Znd Image option associate to this content item.
Mone

Upload an image file:

Browse. .. |

Lser Praperties:

Image dimensions
Yalues in this field that are different from the actual image will force the user's browser to resize the image.

Width: Height:
Walues in this field that are different from the actual image will force the user's hrowser to “Walues in this field that are different from the actual image will force the user's browser to
resize the image. resize the image.

Image Alternate Text:
Enter the text to be displayed with this image for the visually impaired.

Image 3

Image:
Selectthe 3rd Image option associate to this content itern.
Mone

Upload an image file:

Browse... |

User Properies:

Image dimensions
Walues in this field that are different from the actual image will force the user's browser to resize the image.

Width: Height:
Walues in this field that are different from the actual image will force the user's browser to “Walues in this field that are different from the actual image will force the user's browser to
resize the image. resize the image.

Image Alternate Text:
Enter the text to he displayed with this imadge for the visually impaired.

Image 4

Image:
Selectthe 4th Image option associate to this content itern.
Mone

Upload an image file:

Browse... |

Lser Properties:

Image dimensions
Yalues in this field that are different from the actual image will force the user's browser to resize the image.

Width: Height:
Walues in this field that are different from the actual image will farce the user's browser to Walues in this field that are different from the actual image will force the user's hrowser to
resize the image. resize the image.

I I

Image Alternate Text:
Enterthe text to be displayed with this image for the visually impaired.

Image &

Image:
Select the 5th Image option associate ta this content itern.
Mone

Upload an image file:

Browse... |

Lzer Properties:

Image dimensions
Yalues in this field that are different from the actual image will force the user's browser to resize the image.

Width; Height:
Walues in this field that are different frorm the actual image will force the user's browser to Walues in this field that are different from the actual image will force the user's browser to
resize the image. resize the image.

I 1

Image Alternate Text:
Enter the text to be displayed with this image for the visually impaired.
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Image 6

Image:
Select the Gth Image option associate to this content iterm.
Mone

Upload an image file;

Browse... |

Lser Propeties:

Image dimensions
Yalues in this field that are different from the actual image will force the user's browser to resize the image.

Wiidth: Height:
YWalues in this field that are different from the actual image will force the user's hrowser to Walues in this field that are different fram the actual image will force the user's browser to
resize the image. resize the image.

Image Alternate Text:
Enter the text to be displayed with this image for the visually impaired.

Image 7

Image:
Selectthe 7th Image option associate to this content item.
Mone

Upload an image file:

Browse... |

Llser Properies:

Image dimensions
Walues in this field that are different from the actual image will farce the user's browser to resize the image.

Width: Height:
Walues in this field that are different from the actual image will farce the user's browser to Walues in this field that are different fram the actual image will force the user's browser to
resize the image. resize the image.

[ ] 7

Image Alternate Text:
Enter the text to be displayed with this image for the wisually impaired.

Image &

Image:
Selectthe 8th Image option associate to this content iterm.
Mone

Upload an image file:

Browse... |

User Properties:

Image dimensions
Walues in this field that are different from the actual image will force the user's browser to resize the image.

idth; Height:
Walues in this field that are different from the actual image will force the user's browser to “Walues in this field that are different from the actual image will force the user's hrowser to
resize the image. resize the image.

Image Alternate Text:
Enter the text to he displayed with this image for the visually impaired.

Image 9

Image:
Selectthe Sth Image option associate to this content itern.
Maone

Upload animage file:

Browse... |

User Properies:

Image dimensions
Yalues in this field that are different from the actual image will force the user's browser to resize the image.

Width: Height:
Walues in this field that are different from the actual image will force the user's browser to Walues in this field that are different from the actual image will force the user's browser to
resize the image. resize the image.

I I

Image Alternate Text:
Enter the text to be displayed with this image for the visually impaired.
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Image 10

Image:
Selectthe 10th Image option associate to this content item.

Mane

Upload an image file:

Browse... I

User Properies:

Image dimensions
Walues in this field that are different from the actual image will force the user's hrowser to resize the image.

Width: Height:
Walues in this field that are different from the actual image will force the user's browser to Yalues in this field that are different from the actual image will force the user's hrowser to
resize the image. resize the image.

Image Alternate Text:
Enter the text to he displayved with this image for the visually impaired.

Image 11

Image:
Selectthe 11th Image option associate to this content item.

Mone

Upload an image file:

Browse... |

User Properies:

Image dimensions
Walues in this field that are different from the actual image will force the user's hrowser to resize the image.

Width: Height:
Walues in this field that are different from the actual image will force the user's browser to Walues in this field that are different from the actual image will force the user's hrowser to
resize the image. resize the image.

Image Alternate Text:
Enter the text to be dizplayed with this image for the visually impaired.

Image 12

Image:
Selectthe 12th Image option associate to this content itern.

Mane

Upload an image file:

Browse... |

Uszer Properies:

Image dimensions
“alues inthis field that are different frorn the actual image will force the user's browser to resize the image.

Width: Height:
Yalues in this field that are different from the actual image will force the user's hrowser to Yalues in this field that are different from the actual image will force the user's hrowser to
resize the image. resize the image.

Image Alternate Text:
Enter the text to be displayed with this image for the visually impaired.
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Appendix A: Naming Convention & Related Acronyms

Content Naming Convention:

The Name field is used for the URL. This must be unique within all of Michigan.gov. There will be a
standard naming convention for content for all new and edited content going forward:

Dept. or site Acronym > Topic or Site Area > Authoring Template > Date > Initials of Author > Daily
Serial Number.

Example:
MDOTHistoryArt060509DC01

The initials are optional if the site is small and only has one or two authors with little activity.

It is important to use the same acronym throughout each site. Use the top Site Area listed for your
site in WCM.

2 B content
=2 =
® acs DIR Top Site
@ sia DA & preas
E aga MOOT '
E sim SO

Authoring Template Acronyms
Use these acronyms when creating names for your content.

ALT Alert

ART Avrticle

BID Bid

BLG Blog

CNT Contact

DEF Definition
DOC Document
ePC ePostCard
EVT Event

FAQ FAQ

FRM Form

Gen Generic Rich Text
HTML Generic HTML
Link Link

OSL Online Service Link
PG Page

Photo Photo

POL Policy

PR Press Release
Promo Promotion

QL Quick Link
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Appendix B: Workflow Definitions

Workflow Status or State

Content can only be in one of three Workflow States. Only the Published State is visible to the
public. The Draft and Expired state are both visible within WCM. The Expired state has an indicator
that it once was published.

e Draft
e Published
e Expired

Workflow Action

Workflow action is a step a WCM user takes to progress a piece of content from one workflow
stage to another. The content may stay in the same status during this process or may change
status.

Workflow Stages

Workflow Stages are the steps content passes through as it moves through the different states.
Content can remain in one state for several stages. For example, one piece of content may have to
move through several Approval Stages while in the Draft State prior moving to the Published State.

The various Stages in the example below would be:
e Author Stage
o Editor Stage
e Publisher Stage

At each Stage the person involved will have to take Action to move the content to the next Stage.
This will usually take the form of Approval.

The content will ultimately change status when WCM takes action and moves it to the next status,
usually through an automatic or manual cache clear.

2 Step Approval Wiorkflow New Content
| Draft L_
Status] |
E Faled
Lraft Btage .
Fublished Status
I
2
s Expired
R Status
£ Ak | Publish /‘(“n :"" il —]
5 |
iy}
rua Publish Stage] g

V1.0 Revision Date: July 27, 2009 Page 117 of 121



WCM Authoring Content Reference Guide

Appendix B part 2: Workflow when Editing Live Content

There is a distinction between the Workflow Stage and the Security of the content allowing the
public vs just WCM authors to see the content.

In Context Preview allows us to see content on the Production site before the public can see it by
allowing content in a Draft Workflow Stage to be seen by those with certain Security rights. That is
why you have to log in to see Production Preview.

Once a piece of content has reached the Published Workflow Stage, the Security of the content is
changed to allow ALL users to see the content — that includes the public.

If you want to edit a piece of content that is in a Published Workflow Stage, it has to enter a
different Workflow Stage. At that point, the Security changes and it is no longer available to the
public while it is being edited. OR You are editing content that is live and it does not even go
through a cache clear, it is always live while you edit. OR You create a brand new piece of content.

The Alternate Solution (yes there is one!)

When you want to edit a piece of content that is in a Published Workflow State, it is marked with a
flag that indicates that it has “been live”. The Security on the “been live” VERSION stays the same
so the public can continue to access it.

You create a new Version that you can edit. It enters a Draft Workflow Stage. You can Preview the
Body, but you CANNOT do In-Context Preview. Because there is a piece of content already there
that the public can see, you cannot preview your edited content in its place.

Once you are satisfied with your edits, you Approve your content and the Stage changes to
Published. (Now it has to wait for Workflow when the old is replaced with the new.) The flag “been
live” is added to this version when it goes live.

2 Step Approval Workflow Live Content being Edited
IE il e Conlenl EdllConenl Fallel
Z faten Draft Status

—
|Drait Stage

Anprover

il = e
Pulilsh Dake

K| PuBllsh

System

[Published Status
In'mlu EUb”Sh Stagel
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Appendix C: Cache Clearing Info

There is no cache clear schedule.

Everything will go live — not just part of the site, all content will automatically go live when it
reaches final approval.

After workflow is complete — this means when it has been approved through all the human stages
— it will reach the system stages. At this point the system is notified that a piece of content needs to
go live. The cache clear system is activated and the proper page is put in line to be cleared at the
next opportunity.

This could happen immediately if the line is empty, or it could take up to 20 minutes if the line is
particularly long. The anticipated time frame is approximately 5 — 15 minutes, but experience will
be our best indicator.

Workflow is always “On”. That means every piece of content will always have workflow turned on to
one extent or another. Even when editing a piece of content that is already published and live, it
must enter the “Edit” workflow and be “re-approved” before the edits will go live and the cache
clear activated for that piece of content.

Manual cache clears will still be available for cache admins.
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Appendix D: History/Content Update Information

Date & Time stamp in CMA:

Content Update Information:

lpdated By
lpdated Date

lovettec
Sep 10 2007 03:34:27:000FM

Created By
Created Date

lovettec
Sep 10 2007 03:32:22:000PM

History Defined in WCM:

= (@) History
May
May
May
May
May

2009 11:05:48 AMEDT
2009 11:27:01 AMEDT -1
2009 11:26: M EDT -+

2009 11:26: M EDT -4
, 2009 11:26:57 AM EDT -

ost-Migration
- christensend - Document updated by christensend——;'" e

wpsadmin - lovettec 2007-09-10 9

wpsadmin - Waorkdflow: Moved by user wpsadmin - Fr-Jm_ stage MPOT Draftto MDOT Publish
wpsadmin - Document created by wpsadmin——3= WMigratior
wpsadmin - lovettec 2007-09-10 —3w Pre-migration

Sometimes vlad will show up as the user ID. This is the IBM employee who is doing most of the

migration. You will see vlad on the pre-migration and migration content whenever vlad does the
migration. You will see whichever IBM employee’s user ID on those same elements when
someone else does the actual migration.
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Appendix E: Miscellaneous Definitions and Acronyms

Definitions

CMA Term WCM Term

Category Site Area

Description Abstract

Release Date Publish Date

Link Type (Internal/External) Link Target (Self/New Window)
Thumbnail Icon

Expiration Date Expiry Date

Associations References

WCM Acronyms

AT Authoring Template

WCM Web Content Management

IWCM IBM Web Content Management
ILWCM IBM Lotus Web Content Management
SA Site Area
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	I. WCM Introduction
	A. How to Access WCM
	1. We will access WCM through a browser.
	2. Log-in
	3. You will be presented with the WCM Authoring Screen.

	B. How to Navigate WCM
	1. Click the Library Drop Down and select emi portal content.
	2. Workflow
	3. In My Items under Recent
	4. In My Items under Published, Expired, and Deleted 

	C. Content
	1. By Site Area 
	a) The eMI Portal & Global Site Areas will never be accessed by anyone besides e-Michigan 
	b) The SOM Site Area contains the Michigan.gov home page and navigation areas. 
	c) You can drill down into your Site Area:
	d) Navigate to a Content Category. 

	2. Browse by Title
	a) You can scroll through the list to find the one you want, or you can resort the list based on any of the columns by clicking on the column heading.
	b) You can also use any of the Filter Links to narrow the list.
	 Example One: the Date Saved Filter was selected, and dates between May 31, 2009 and June 10, 2009 were selected.

	3. Browse by Category
	4. Browse by Authoring Template 
	5. Search
	a) Select the desired area to search for the drop-down (you can select All attributes)
	b) Enter your search term
	c) Click the Search button.
	You can also you Advanced Search to further enhance and limit your search.
	d) Click Advanced search
	e) To complete this screen, you will Search in:
	(1) Selected Library
	(2) Emi portal content Library
	(3) Item Type will be Content
	(4) Status will be as you desire
	(5) The Search for: area is required. You can complete it to fit your needs.
	(6) You can add additional entries as needed.
	(7) You can add Filters to your results
	(8) You can Filter by Person (Author/Owner)
	(9) You can Filter by Date
	(10) You can Filter by Other Fields
	(11) All Filters set
	(12) Click the Search button. 



	D. Components
	1. Documents & Other File Resources
	a) Click on File Resources to view the list of Documents.
	b) To locate a particular document you can use the Filter feature.
	c) Once you locate the desired document, check the box and select Edit, it will open in Edit mode. 

	2. Images
	a) You can Filter Images much like File Resources
	b) Once found, check the box and edit the image.


	E. Expire/Delete Existing Content
	1. Delete Content
	2. Expire Content in Workflow

	F. Move and Associate Existing Content
	1. Share Content 
	2. Move Content to new Site Area


	II. Editing Live Content
	III. Creating Content
	A. Choose Content Authoring Template
	1. Start New Content
	a) Click the New button and select Content
	b) Verify or switch to the emi Portal Design library.
	c) From the results screen look for the authoring template desired. 
	d) If the authoring template is not listed on the first screen:Click the Page arrow to go to the next page of authoring templates, or enter the page number in the Go to Page to go directly to the page the authoring template is on.
	e) Select the authoring template to enter content in.In the example below Article has been selected, and click OK or click Cancel to stop the content creation process and return to the main WCM screen.


	B. Common Authoring Template Sections
	1. Identification Section
	a) * Name (required) – enter the name that will be used to identify the content item internally in ILWCM. This name will be used as part of the URL that points to this content item. The following characters cannot be used in Name field: &<>?^”’%
	b) Display title – enter a title that will identify the content item for use in ILWCM. This display title will be what the users see when searching for the content item in ILWCM. This title is not displayed anywhere external to the ILWCM environment. This display title must be 100 characters or less
	c) Description – enter some descriptive text that will identify the content item. This depiction should be specific to the content item that will be created using this form. This description is not displayed anywhere external to the ILWCM environment.
	d) Type – read only. The type is content, because this is the form that content is to be entered.
	e) Library – read only. The library is where the content is being created.
	f) Authors – this field is defaulted to the name of the person that opened up the new authoring template. It is assumed this will be the person(s) inputting the content. This field can be edited to select one, or more authors, and/or groups.
	(1) To Remove an author or group(s):
	(2) To Add an individual author or a group of authors:
	(a) Click ‘Select Authors’ 
	(b) To add an author enter the first few characters of the author or group desired in the search box and click ‘Search’
	(c) Once you see the author or group you would like to add in the Search results click the ‘Add’ button, and the user/group will be moved over to the Selected names area.  
	(d) Click ‘Ok’
	(e) The Authors field should now contain the author or group(s) added.


	g) Owners - this field is defaulted to name of the person, and/or group within the business unit who owns the content. This field can be edited to select one, or more groups.

	2. Profile Section
	a) Categories - this functionality is not being used at this time please ignore. This was not hidden, because the State of Michigan may wish to use this feature in the future.  
	b) Keywords – enter the keywords that define the content. When entering more than one keyword separate them by a comma. The keywords entered will be used when content is being searched on. You should add keywords that are related to the content, but aren’t necessarily in the content. For example, if your content is about Mackinac Island you can enter keywords related to that: mackinac, island, lilac, festival. 

	3. Content Properties Section
	a) Authoring Template - describes what authoring template is being used to create the content

	4. Workflow Section
	a) Document Status (read only) – this field shows what the current status the document is in. The status can be Draft, Published, Expired, and Locked
	b) * Current Workflow (required) – there are different workflows that can be chosen for a document to go through. Depending on how each agency is setup authors may have access to one or two different workflows. This is where the workflow is selected. 
	c) Click the ‘Select Workflow’ button.  
	d) Verify the library is eMI Portal Design. Select the desired workflow from the results screen and click ‘OK,’ or ‘Cancel’ to stop the process. Depending on the user’s access level they may not see all of the workflows listed here. 
	e) Verify the workflow is listed in the Current Workflow field
	f) Current Workflow Stage – shows the user what workflow stage the document is currently in.
	g) Next Workflow Stage – shows what workflow stage the document will move to next
	h) Joint Approval (read only) – shows if the document has joint approval for State of Michigan this will be false and does not impact the authors.
	i) * Publish Date (required) – enter the date and time the document should be published on. Use the ‘Clear’ button to clear both fields
	j) To select the date be sure to select the Month and Year first, then click on the Date. 
	k) To select the time
	l) Expiry Date– enter the date and time the document should be expire on. Use the ‘Clear’ button to clear both fields. Follow the process in step 6 to enter the date and the time.
	m) General Date One  – This field is used specifically in the Event Authoring Template for the Event start date and time.
	n) General Date Two– This field is used specifically in the Event Authoring Template for the Event end date and time.
	o) Actions (read only) – this field will show what action the workflow is in either email, or scheduled move.  


	C. Using the Rich Text Editor
	D. Including Images
	1. Separate Image Field in the Authoring Template
	2. Create an Image component:
	a) In the main ILWCM page select the New button select ‘Component -> Image’
	b) You will be brought to the Image component template.
	c) Enter the Identification information regarding the image.
	d) Upload the file from your local drive.
	e)  Save it. 
	f) The WCM will automatically calculate the dimensions of the image when the content is Saved. The screen will refresh with the dimension included, as well as a preview of the image.

	3. Include the Image Component in an Authoring Template
	a) Once the Image component has been created and saved the author can then reference the image in another authoring template like the Event authoring template.
	b) Click ‘Select Component’
	c) Find the Image component to be used in the right selection list – select it by clicking the radio button next to it and click ‘Ok’
	d) You will see that the Image component select is now listed in the component field.

	4. Entering an Image in the Rich Text Editor
	a) Click on Insert -> Add Image from IWWCM Library
	b) Here the user can select to add a new image from their computer, or to select an image from the WCM Library
	c) To add a new image from your computer:
	(1) The Image will then be uploaded to the authoring template and will appear in the Image field.

	d) To insert an image component from the ILWCM Image library:
	(1) Click on the Browse button under ‘Insert a library image’ 
	(2) The user will then see all the image components:
	(3) Select the desired image from the image component library (you will see a preview), the image layout, and click ‘Ok’
	(4) The image should now be embedded in the rich text editor.



	E. Including Documents
	1.  Using the Document/Asset Authoring Template
	a) Start in the ILWCM main screen, verify you are in the eMI portal content library and click ‘New -> Content’ 
	b) Select the eMI portal design library on the authoring template screen, select the Document/Asset authoring template, and click ‘Ok’
	c) Fill out the authoring template. The following fields are specific to the Document/Asset:
	d) Upload the file by using the Browse button, selecting the desired file by clicking on it, and clicking on ‘Open’
	e) Select the appropriate Icon component. For example, if this is a pdf that is being uploaded click the Select Component button, and select the appropriate icon for the file type.
	f) Enter any optional comments regarding the document/asset
	g) Save and Approve the content item
	h) This document/asset must be published in order to be visible on the portal

	2. Linking to a Document/Asset from another Authoring Template
	a) Open the Article authoring template in ILWCM by clicking ‘New -> Content’
	b) Verify you are in the eMI portal design library, select the Article authoring template, and click ‘Ok’
	c) Fill out the necessary content. The Link field is what will be used to refer to the Document/Asset to be inserted
	d) Click on the ‘Browse Content’ option
	e) In the next screen the author will be able to find the Document/Asset by looking to the Site Area that the Document/Asset was saved in. Select the desired Document/Asset and click ‘Ok’
	f) The Document/Asset will now be referenced in the Article and will look like:
	g) The author can delete the Document/Asset by clicking on the x next to the item.

	3. Using the Rich Text Editor
	a) In the rich text editor select ‘Insert -> Create Link to IWWCM Content’
	b) In the Link window follow the same steps listed above, start by clicking ‘Browse Content’
	c) After clicking ‘Ok’ and the author is back to the Article authoring template they can see that the Document/Asset has been embedded in the rich text field:


	F. Including Links
	a)  Creating a Link using a Link Field
	b) Type a URL – this is where the author may enter an external URL for example:
	c) Or select Browse Content to select an ILWCM content item. A new window will open for the author to select internal ILWCM content item to link to.
	d) The author should then navigate through the Sites to find the piece of content they would like to link to. Once they find the content item the author should select it and click ‘Ok’
	e) After clicking ‘Ok’ the author will be brought back to the main authoring template and can see that the content they selected is now in the Link field. 
	f) If the author selects an internal ILWCM content item then a new field will appear letting the author know that since these two content items are linked if someone decides to delete one of the content items they will be notified that there is another content item linked to it. It is best to keep this box checked at all times. 
	g) Once the author enters either the external, or internal link they must fill out the rest of the Link fields. The author can chose whether to display the link as a text string or as an image
	h) If the author would like to display the link as text they need to fill out the link text field, or they can select to use the title of linked item
	i) If the user decides to display the link as an Image they should select the radio button next to the Image Component
	j) When they click on the Select image button the author will be brought to an image selection screen where they will select an image component from the ILWCM Image Library to be displayed for the link. Browse through the image components, select the correct image, and click ‘ok’
	k) The image will then be captured in the link field
	l) The last step is for the author to select how the link should open. The author may choose from the link targets shown below, 
	2.  Creating a Link using a Rich Text Editor
	a) Creating a Hyperlink to an External Site
	(1) Or the author can use the Insert -> Create a link to IWWCM content option to insert internal ILWCM content into the rich text editor. 




	IV. Information about Each Authoring Template
	A. Alert Content Section
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	Appendix A: Naming Convention & Related Acronyms
	The Name field is used for the URL. This must be unique within all of Michigan.gov. There will be a standard naming convention for content for all new and edited content going forward:
	Dept. or site Acronym > Topic or Site Area > Authoring Template > Date > Initials of Author > Daily Serial Number.
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