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About This Guide

This guide provides an overview of the functionality provided by Oracle WebCenter Sites
that you as a content provider will utilize to create, edit, and approve content for
publication on your organization’s online site.

The Oracle WebCenter Sites application, discussed in this guide, is a former FatWire
product. Oracle WebCenter Sites is the current name of the application previously known
as FatWire Content Server. In this guide, Oracle WebCenter Sites is also called WebCenter
Sites.

Audience

This guide was written especially for content providers — anyone who creates, reviews,
and approves content from the Oracle WebCenter Sites Contributor interface. Typically,
content providers are specialists in fields such as corporate communications, finance,
human resources, sales, and marketing. The content providers’ expertise is rooted in the
content, not in the software used to manage it. Technical proficiency is not required.

This guide is also helpful to individuals who support content providers, perform their
functions, or simply need to understand basic concepts of WebCenter Sites. For example,
this guide is helpful to the WebCenter Sites administrator, who supports content providers
by developing and customizing the installation to meet their needs. Furthermore, the
administrator maintains the installation and provides the business users with technical
services.

Related Documents

For more information, see the following documents:
*  Oracle WebCenter Sites Developer s Guide.
*  Oracle WebCenter Sites Administrator s Guide.

Oracle WebCenter Sites User’s Guide



About This Guide

How This Guide Is Organized

To help you navigate through the information in this guide, the guide is divided into parts.
Each part deals with a particular aspect of the Contributor interface, and is divided into
chapters, each dealing with a particular concept or process. The parts are as follows:

e Part 1: Introduction

This part provides an introduction to WebCenter Sites and its underlying architecture.
It describes the basic concepts and dependencies on which WebCenter Sites constructs
are based.

* Part 2: Working in the WebCenter Sites Contributor Interface

This part describes how to use the WebCenter Sites Contributor interface. It explores
the basics of the navigation and interaction with the Contributor interface, explains
tasks common to working with all asset types, and goes on to describe specific tasks
and processes that you as a content provider will need to accomplish when working
with WebCenter Sites.

* Part 3: Working with WebCenter Sites: Engage Assets

The part describes tasks and responsibilities performed by marketers who want to
target site visitors for marketing campaigns. This part describes Engage and the
process of working with segments, recommendations, and promotions.

e Part 4: Appendices

This part contains appendix material helpful in further understanding some of the
concepts presented in this guide.

e  Other Helpful Information

The end of the guide includes an index of procedures to help you quickly navigate to
content management steps, as well as a general index containing most important terms
and keywords used in this guide which you can use as a quick reference.

Figures and Diagrams

This guide contains figures and diagrams that use parts of the WebCenter Sites
Contributor interface running the avisports sample site and the FirstSite II sample site.
Due to the highly customizable nature of WebCenter Sites, your interface might appear
slightly different from the depictions used in this guide. Because of that, all such
depictions are for reference only.

Conventions Used in This Guide

To help you navigate and comprehend the information in this guide more easily, the
following typographical conventions are used throughout:

* bold type — indicates names of buttons, links, fields, and form sections displayed in
the interface, as well as any information you might be asked to enter verbatim into the
WebCenter Sites interface.

* “text in quotes” — indicates names of forms, screens, and drop-down lists displayed in
the interface.

* italicized type — indicates names of variables, as well as any text that varies depending
on your selection.

* monospaced type — indicates a URL, a file system path, or a piece of code.

Oracle WebCenter Sites User’s Guide
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About This Guide

Third-Party Licenses

Oracle WebCenter Sites and its applications include third-party libraries. For additional
information, see Oracle WebCenter Sites 11gR1: Third-Party Licenses.
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Part 1
Introduction

This part provides an introduction to Oracle WebCenter Sites. It contains the following
chapter:

* Chapter 1, “Overview”

Oracle WebCenter Sites User’s Guide
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Chapter 1
Overview

As a content provider, you create, manage, and deliver website content. Your expertise is
rooted in the content, not in the software used to manage it. Since this guide is written
specifically for content providers, it is intended to help you use Oracle WebCenter Sites

efficiently to perform your content management tasks, without requiring technical
proficiency.

This chapter contains the following sections:

* Introduction to Oracle WebCenter Sites

* Exploring Content Management Concepts

*  What Can You Do in the Contributor Interface?

¢ Features in the Contributor Interface

Oracle WebCenter Sites User’s Guide
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Chapter 1. Overview

Introduction to Oracle WebCenter Sites

Introduction to Oracle WebCenter Sites

Oracle WebCenter Sites is a software suite that allows you to create and manage content
for publication to your website. The content is stored in the WebCenter Sites database.
You create and manage the content using the WebCenter Sites Contributor interface,
which provides a simple and intuitive way of accessing and working with the database.

The content that you manage depends on the nature of your organization: a news site
might produce articles, photos, and video clips; a human resources department might
manage job postings and personnel policies; an online retailer might offer product
descriptions, special offers, coupons, and so on. Content can be moved from its creation
on the content management (CM) system to its completion in steps, from person to person,
in a process called workflow. Along the way, collaborators can modify and comment on
the content and use revision tracking to audit changes made to the content. Your end goal
is to publish content so that site visitors can view it. Publishing functions are available in
the WebCenter Sites Admin interface.

From the Content Entry Form to the Website

When creating and editing content in WebCenter Sites, you use content entry forms which
are located on the CM system. Their purpose is to give you an easy, intuitive way to store
content in the WebCenter Sites database, without having to access the database directly.
When ready for public delivery, the content can be published to the website using either
dynamic or static publishing. (For more information about publishing, see the Oracle
WebCenter Sites Administrator s Guide)

For example, when the dynamic publishing method is used, the content is published
(copied) from the CM system to the delivery system. The delivery system then delivers
that content to the website. The steps for dynamically publishing content to the website are
shown in Figure 1 and Figure 2, and explained below:

Step 1, Figure 1. When you populate a content entry form (for example, the “Article”
form) and save the content, WebCenter Sites stores the content in its CM
system database.

Step 2, Figure 1. After you or another user approves the content and initiates the
publishing process, the content is copied to the delivery system.

Step 3, Figure 1. When the content is requested by a site visitor, it is automatically
retrieved from the delivery system, formatted, and laid out by code. This
code is written by developers according to site designers’ specifications.

Step 4, Figure 2. The formatted content is delivered to the visitor’s browser.

In simple terms, a content entry form accepts raw content for storage in the CM system
database. When published content is requested by a site visitor, the delivery system
renders the content (unless it is already cached) in viewer-ready form in the visitor’s
browser.

Note

As a content provider, and throughout this guide, you will work with the CM
system to create, modify, and perform other processes on the content that is
delivered to the website.

Oracle WebCenter Sites User’s Guide
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Introduction to Oracle WebCenter Sites

A content entry form represents an asset (which is described later in this chapter). Content
entry forms can be displayed in two modes:

* Form Mode displays a traditional form view that allows you to enter content into
fields (shown in Figure 1, on page 20 and on the left in Figure 3, on page 22). You can
then use the Preview option to see how the content would be displayed on the website
if it were published.

e Web Mode allows you to enter information into the web page view of the content
(shown on the right in Figure 3, on page 22), which shows you how the content you
are creating will be displayed when published to the website as you are creating it.

Content entry forms offer the following advantages:
e Users don’t need to learn the specifics of the WebCenter Sites database.

A content entry form can be thought of as a window into the WebCenter Sites
database. Content that you enter into a form is stored in the database. Content that you
retrieve is read from the database and displayed in an editorial version of the content
entry form.

Because a content entry form provides a standard interface to the variety of databases
that WebCenter Sites supports, it spares users from having to learn the specifics of any
database in particular. If one database is replaced with another (for example, SQL
Server is replaced with DB2) the switch is transparent to users.

e Users don’t need to know HTML or other markup languages.

No content entry form requires its users to format the content they enter or edit. A
default format (specified in the templates) is applied when a user-defined format is
unavailable. And when a field displays a WYSIWYG editor (“What You See Is What
You Get”), you can use its tools to format the field’s content — without having to know
HTML. As a content provider, you have the option to remain strictly focused on the
content, or to determine its appearance, as well.

*  Work in a drag and drop environment

Certain fields in a content entry form may display a Drop Zone. Drop Zones support
drag and drop functionality, which provides an easy way to associate one piece of
content with another. Users can quickly find the desired content (by performing a
search or so on), drag that content to the desired field’s Drop Zone, and then drop the
content into the field.

* Reusability and consistency are maximized.

Each piece of content that you enter into a form can be reused as many times as
necessary, in as many formats as necessary, in as many locations within the website as
necessary. Reusability ensures consistency across the site by eliminating the need for
re-creating content each time it must be used.
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Figure 1: Content entry form (displayed in Form Mode and Web Mode)

Web page view of a content entry form (Web Mode)

Content entry form displayed in Form Mode
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Figure 2: Website (online site)
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Fle Edt Yview Hstory Bookmarks Took Help
[ avt sports +

€ > ‘@ lncalhost:5080/csiSatelite?c=AYIArticleapagename = avisports % 2FAYIArticl=% 2F ArticeL ayoutérendermode=previewsc

sports

Related Stories

Ski Castle and Snowhoard Wizards Unite to
Create Show

All 25 Nevada Resorts Serving Up Some Really
Great Snow

No sign of mild weather to slow down the Ski Season
BY CASEY THOMAS

YT AR

G

With The Crisp Colid Temperatures, You Know Vou Are U North

Today marked the start of the winter season for Nevada's newest ski resart Ice Paint. The
opening signifies that every Nevada ski and snowhoard resort is open for the season. A fresh
blanket of snow during the past 24 hours added three to ten inches to resort snow totals. This
snowfall, in addition to the past weekend's storm cycle, has created wonderful conditions for
skiing and snowhoarding in Nevada

Farecasts call for sunny and sensational ski conditions over the weekend with an additional
chance of snowfall occurring early next week.

Far a list of fantastic vacation deals availahle at Mevada resorts and ladging properties visit
http: (v nevadaskivacationdeals.com

Those who have missed the recent powder conditions at Nevada's resorts can still indulge with
videos located at: http: i videosofnevadaskiingvacations .com

4 Formatted content is

displayed on the website.
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Content Entry Modes
In the Contributor interface you can work with content entry forms using either Form
Mode (shown in Figure 1, on page 20 and on the left in Figure 3) or Web Mode (shown on
the right in Figure 3).
Figure 3: Content entry form displayed in Form Mode and Web Mode
Content entry form displayed in Form Mode Content entry form displayed in Web Mode
Bl  » Bnvi @ I »  BHavE | =] &

Content Marketing Metadata

€ avisports HOME  SLRANG RUNNING NG TENNIS

Article: New Article

ENTER POST DATE
Related Stories ! !

[ enter headline ]
[ enter subheadline ]

Template: articleLsyout &Y [enter auther ]
Category: (2]
Headlin
Sub-headline:
Enter body
Abstract:
Author:
Post Date: =)

Tlustration:

Related Stories:

As you can see in Figure 3, Form Mode displays a content entry form in its traditional
form view, which contains clearly labeled fields into which you can enter information for
the content you are creating. On the other hand, Web Mode allows you to work with the
web page view of a content entry form. Instead of fields, Web Mode displays slots,
predefined sample information, and other editable areas into which you can enter
information. The information you enter will be displayed on the website (once the content
is published) exactly as it is displayed to you in Web Mode.

In addition to the ability to work in two different modes, the Contributor interface supports
drag and drop functionality which is available in both Form Mode and Web Mode.
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Working With a Drop Zone in Form Mode

When you work with content in Form Mode, you may see fields that support drag and
drop functionality. A field that supports drag and drop functionality displays a Drop Zone.
To populate a drag and drop field, you select a piece of content from a search results list or
navigation tree and drop (place) that content into the field’s Drop Zone.

Figure 4: Working with Drop Zones (drag and drop fields)

Content entry form displayed in Form Mode containing drag and drop
fields into which you can drag and drop content such as an image.

A

Bl » Banvi @

Content Marketing Metadata Undock | Sort =7 X

* name
Article: New Article Sum andt i

SkiBacts.

*Name: Newr Article Sun and Ski
renplae: et St Drag the content to the field

o displaying a Drop Zone
- ° (drag and drop field).

Colorful SkiLocige

Headline: ki Gloves and Goggles
Famiy Sk Vaction

Family Sk Lunch

Sub-headline:
Colertul Sk Locge
Abstract: Famiy Sk Picture
= Women ki Goggles ink
Author: Sk Goggles Rust

Post Date: s
Suourtain View
SkiMourtain Vigw
Tlustration: ki Gogles Rust

Ski Goggles Orange.

SkiGates

ol

SkiBan

e
Body:

e, gl o, A e Il iGN i o S

» T
Bl » BARvVG @

Content Marketing Metadata e =57 6 X
2 name
Article: New Article Sunand Ski
StiBoats
Name:  hew article un and ki
SuiBats
Template: ArticleLayout Red SkiLodge.
Famiy SiLunch
Faniy S Vacation
Category: (2]

i Gloves and Goggles
Colorful Sk Lodge

Headline: i Gloves and Goggles
Family Ski Vacetion

Farmily SkiLunch

Sub-headline: pE—
Author: | SkiGoggles Rust
) S
ustaton: [ When you drop the content
into the Drop Zone, the
Body: name of the content is

Sk Barner (arge)

displayed in the field.
L Ao e il e s B P st T G ol o

For detailed information and instructions about working with content in Form Mode, see
Chapter 3, “Creating, Sharing, and Editing Assets in Form Mode.”
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Working With a Slot (Coded with a Drop Zone) in Web Mode

When working with content in Web Mode, you may see slots that support drag and drop
functionality. These slots are coded with a Drop Zone. A slot that is coded with a Drop
Zone allows you to select a piece of content, from a tree or search results list, and then
drag and drop (place) the selected content into it. The content is displayed in the slot as it
would be displayed on the website, which enables you to visualize the associations you
make between the pieces of content in your WebCenter Sites system.

Figure 5: Working with a slot coded with a Drop Zone

Article asset displayed in Web Mode with slots into which you can drag and drop content

2 lndock | Sort =i ? 6 X

€ avisports HOME  SURFNG RUMNNG S TENS =
Related Stories [ENTER POST DATE ] StiBoots. '

[ enter headline ] Sunandsi

[ enter subheadiine ] Drag the content to the

appropriate slot
‘Ski Banner (large)
AU AT PN i B Al I el AU il o s g B

)
< 2 lndock | Sort =2 6 X
€ avisports HOME  SIRFNG  RUMNG  SanG  TEWNS
ame
S
Related Stories [ENTER POST DATE] Sk Boots
[ enter headline ] Sunanas

[ enter subheadline ] ki Boots.

Fed SkiLodge
BY [erter author |

Fanily SkiLunch
Fanily Sk

S Gloves and Goggles
Colorful SHiLodige:

When you drop the content

into the slot, (if the slot

supports that type of content)

the content is rendered as it

= will be displayed on the

B website once the content is
published.

Fanily Sk Vacation

Enter hody

ki Gogales Rust

S Gogles Orange
Sk Gates

Gold Sk Goggles.

P N L J‘*"*.-Jf‘w)u W, PN

For detailed information and instructions about creating content in Web Mode, see
Chapter 4, “Creating, Sharing, and Editing Assets in Web Mode”
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Previewing Content

The Preview function enables you to view how the content you create or edit would look if
it were published to the website. Unlike working with content in Web Mode, when you

Introduction to Oracle WebCenter Sites

preview a piece of content you are not able to edit it (as shown in Figure 6).

Figure 6: Previewing content

25 Nevada Resao... x

o B curvent Templates antickeL ayout

Site preview on: 3/30/12 10:15 A

€ avisports

Related Stories

Ski Castle and Snowboard Wizards Unite to
Create Show

TEMMIS ABOUT LS

SKIMNG JAMUARY 10,2012

All 25 Nevada Resorts Serving Up Some Really

Great Snow
No sign of mild weather to slow down the Ski Season

BY CASEY THOMAS

With The Crisp Cold Temperatures, You Know You &re L North

Today marked the start of the winter season for Nevada's newest ski resort Ice Point. The
opening signifies that every Nevada ski and snowboard resortis open for the season. A fresh
blanket of snow during the past 24 hours added three to ten inches to resort snow totals. This
snowfall, in addition to the pastweekend's storm cycle, has created wanderful conditions far
skiing and snowboarding in Nevada

Farecasts call for sunny and sensational ski conditions aver the weekend with an additional
chance of snowfall occurring early next week

For a list of fantastic vacation deals available at Nevada resorts and lodging properties visit:
http: fensney nevadaskivacationdeals com

Those who have missed the recent powder conditions at Nevada's resorts can still indulge with
videos located at http e videosofnevadaskiingvac ations .com

The preview function displays only the web page view of the content. It does not provide
any options for editing the content you are previewing. If you wish to edit the content, you
must work with it in either Form Mode or Web Mode. For information about switching to
either Form Mode or Web Mode to edit an asset that you are currently previewing, see

step b on page 59 in the section “Preview an Asset.”
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Exploring Content Management Concepts

WebCenter Sites defines content in terms of assets, and asset types, which are used
throughout this guide.

Content: Asset Types and Assets

Content items that you manage using WebCenter Sites are called assets, for example,
articles, product descriptions, advertisements, photos, and video clips.

An asset type is an object that defines to WebCenter Sites users the type of content they
are expected to provide. An asset type is used to create assets of that type. For example, if
you publish magazine articles and sports car advertisements, you would create the
magazine articles from the “Article” asset type and the advertisements from the “Sports
Car” asset type.

Each asset type is represented in the WebCenter Sites interface as a content entry form
(such as the one you see in Figure 1, on page 20) whose field names map to the column
headings of a database table (or multiple tables), used to store your field values. Because
the set of field names defines the asset type, it also defines the type of content you are
expected to provide. When you type in field values and save them, you create a record—
an “asset”—in the WebCenter Sites database table. That asset is content, which you can
edit or delete, pass through a workflow, and publish.

Note

By entering information into the content entry form, you never have to access the
database directly.

Figure 7 illustrates the concept of asset type and asset by relating a news article to the
“Article” asset type.
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Figure 7:

L Aew Artice

[ I

Exploring Content Management Concepts

Relation between an asset and its asset type

B KO

> )

@

Content
Article: New Article
Headline:
Abstract:
Author:

Post Date:

Body:

Field names
(created by
a developer)
define the
asset type.

Marketing

Metadata

Firm Announces New Techno

New Technology Announced ¢

Jane Doe <

=]
& source W G| e Ha @
&npa

B I U= X, x> }

syies = || Format

NEW YORK, October 1, 2010 (A2Z
Media)--. A major technology firm
announced a new product line that will
embed computer technology into area
rugs and welcome mats. The new “step-
on” technology will sense body weight
and temperature and has any number of
uses, including security, weight
management, and disease control. “We
are currently working with the
Department of Defence to design area
rugs for their offices,” said a key

“Article” Asset Type

Field values
(entered by a
content provider)
define the asset.
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When you save an asset
(a news article in this
example), it is stored in
the database as a line
item in one or more
tables. Because of the
content entry form, you
never have to access the
database directly.
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An asset type is reusable, allowing you to create many unique assets from a single content
entry form. Each asset is an instance of its asset type.

In our example in Figure 7, on page 27, we have the “Article” asset type from which a
content provider created a news article on the subject of Technology. Other content
providers created the Finance Article asset, the Gardening Article asset, the Sports Article
asset, and the Music Article asset (shown below), all of which are instances of the

“Article” asset type. Each instance is stored as a record in the “Articles” database table.

- P x I )
Bl » Bnvi @ Finance
S Articls
Sports
Article
Post Dats )
Body: (e IR X £ ] @
(=]
7 -l
Music
Article
Gardening
Article

In the next example, we have the “Sports Car” asset type, with a different set of fields,
from which content providers created the Lotus, Ferrari, Maserati, and Bugatti assets. All
are instances of the “Sports Car” asset type. Each instance is stored as a record in a

database table named “Sports Car.”

Lotus
B - o] Esprit
[~ ] “ Ferrari
Content Marketing Metadata 3 3 0
Sports Gar:
Template: — choose display style —
aker: Bugatti
oot Type 35B
e Maserati
200SI
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Typically, developers create many different asset types, giving you an appropriate range
and type of content to create and publish. Each asset type has its own content entry form,
formatted as shown on page 27, but with a unique set of fields. When saved, an asset is
stored in the WebCenter Sites database. The asset can be edited, inspected, deleted,
duplicated, placed into workflow, tracked through revision tracking, searched for, and
delivered to the website.

Note

To be technically accurate, field names in a content entry form are attributes. The
distinction is important to administrators and developers, but does not affect the
content provider’s work or understanding of content management in WebCenter
Sites. For this reason, the terms “field” and “attribute” are used interchangeably
throughout this guide.

Oracle WebCenter Sites User’s Guide



Chapter 1. Overview

Exploring Content Management Concepts

Structured Content Assets and Document Assets

As a content provider, you are likely to manage two kinds of assets: structured content
assets and document assets. The difference is that a structured content asset requires you
to enter prescribed pieces of content directly into the WebCenter Sites interface, whereas a
document asset requires you to provide a file with the content (or layout) of your choice.
The developer who creates the asset type specifies whether the asset type supports
structured content, or documents, or both.

Structured content is used to enforce uniformity, standards, and reusability. By contrast,
file-based content is used when a free-style approach is acceptable. File-based content

gives you the freedom to compose content of your own choice, and to present it in your
own format.

When creating a structured content
asset, you enter the content directly
into a form (as explained earlier). The
fields impose content structuring by
prompting you for specific
information—for example, a
headline, a byline, and body text (as
shown in the inset).

When the content is published, its
format and layout (predetermined by
site designers) are implemented in the
template that you choose to render the
content.

When creating a document asset,
you enter content into a file of the
format of your choice (for example, a
Word document), then attach the file
to the document asset. Optionally,
you enter information describing the
content, such as name, file size,
format, or associated keywords, into
the additional fields that developers
might have created to help you
describe the file and its content.

Depending on how your site is
designed by developers, you might
encounter assets that accept both
structured and document-based
content — for example, an “Article”
asset that accepts an image file to
accompany the article text. You will
provide both types of content when
creating or editing such assets.
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Multilingual Assets

If your organization maintains localized sites for different geographic regions, each piece
of content you create is likely to be translated into languages other than the one in which
the content was originally created.

WebCenter Sites allows you to assign a locale designation to each asset, and to group
together assets that are translations of one another. This way, you can easily track, manage,
and publish multiple translations of your content.

For example, a global press release written in English can be translated into French,
Spanish, and German, and the translations published on the respective regional sites. The
press release and its translations exist in the WebCenter Sites database as separate assets,
linked with each other into a multilingual set. Members of multilingual sets can be
managed, passed through workflow, approved, and published to one or more destinations
just like their non-localized counterparts.

On the other hand, you are free to create assets in different languages and assign locale
designations to them independently of one another, without creating the translation links.
For example, you would treat in this way content that is specific to one region only and
should not be translated nor published elsewhere.

When configuring your site for multilingual support, your developers provide the site
visitors with a way to specify their preferred language. The delivery system then
determines (by checking which locales are enabled for the site, and through locale
filtering, if applicable) which translation of each asset is displayed on the website.

Design Assets

Structured content assets are called design assets if they are used to format and organize
website content. Design assets are created by developers for your use. Your access to
design assets depends on which design assets were created and on the permissions granted
to you by your WebCenter Sites administrator. The following list describes the design
assets you can use (given the appropriate permissions).

* “Template” assets create the look and feel of the website. As a content provider, you
assign “Template” assets to structured content assets to apply specific formatting to
your content. Each “Template” asset formats assets of a specific type. How your site
developers code the templates determines how an asset’s content entry form is
displayed in Web Mode and how the asset will be displayed on the website. Consult
your site developers for instructions on how to work with the “Template” assets
available to you.

* “Page” assets are “containers” that reference the assets constituting a page (or a
portion of a page) in the website; they provide the structure and organization for the
displayed content.

When you create a page asset, you determine its appearance by selecting a layout
(template asset) from the options provided to you by your developers. You can also
modify an existing page asset by invoking it from the Site Tree or a list of search
results.
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WebCenter Sites Data Models

Asset data models define how content is stored in the WebCenter Sites database—in either
a flat (single-level) or hierarchical (multi-level) structure. In WebCenter Sites, the flat
model is referred to as the basic model, and the hierarchical model as the flex model.

The data model is chosen by the developers during asset type creation to suit site design
requirements. In most of your tasks as a content provider, the distinction between the asset
models is not relevant, since the majority of the functions you perform in WebCenter Sites
are the same whether you are working with basic or flex assets. This guide indicates when
a function or situation is unique to either basic or flex assets. Consult your administrator to
determine the assets model(s) used on your site.

Basic vs. Flex
The differences between the basic and flex asset models are summarized below:

* Basic assets are instances of basic asset types and always have the same set of
properties (attributes), as defined by the asset type. They can be associated with other
assets to form single-level “parent-child” dependencies, but they cannot inherit each
other’s properties. Thus, no complex hierarchies can be created with the basic asset
model.

* Flex assets have the ability to inherit structure and content from multiple parents and
grandparents, which makes them excellent for building complex hierarchical data
structures (for example, creating large online catalogs of products). Unlike basic
assets, flex assets in a given flex family can have different properties (attributes) based
on the established hierarchy and inheritance rules set up by the administrator. For
more information, see Appendix A, “The Flex Asset Model.”
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Content Management Sites

A content management (CM) site is the backend for the website or one of its sections, and
like everything else in WebCenter Sites, it is stored in the WebCenter Sites database. A
CM site is the structural and logical framework that references several types of
information:

* A CM site references all of the assets, asset types, and asset relationships that
constitute the actual website (or a section of it).

You can view a hierarchical representation of the site design for the CM site you are
logged in to by clicking the Site Tree bar in the navigation pane. For example, a
section of the site tree for the avisports sample site looks like this:

avisports Site
=) | Placed Pages
= Home:

Surfing
Skiing
Running
Tennis
Bazeball

# [0 Unplaced Pages

Content Tree

My Work

Notice the hierarchical structure in which the content is organized.

* A CM site also references the users, roles, and workflow processes used to manage
and organize the site’s content. The WebCenter Sites administrator is responsible for
managing these objects. Which CM sites you can work with is determined by the
permissions granted to you by the WebCenter Sites administrator.

If you have permissions to work with more than one site, a site select screen appears
when you log in to Oracle WebCenter Sites, allowing you to select the CM site and the
application you want to work with. If you have permissions to work with more than
one application that is associated with the site, select the icon for the Contributor
interface. You can also switch between CM sites during your session using the “Sites”
drop-down menu located on the applications bar. To access the applications bar, click
the down-arrow at the extreme right of the menu bar.

Once you are granted access to a site, the administrator also grants you permissions to
perform specific tasks within the site. For example, you may have the permissions to
edit assets but not delete them.

It is important to note that a CM site is not synonymous with the website that visitors see
in their browsers. For example, a small website might have all of its assets contained in
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one CM site. A very large web site, on the other hand, might be divided into several
sections, each contained in and managed through a separate CM site. A WebCenter Sites
CM site is thus the supporting structure behind the actual website (or a section of it), but
they are not one and the same.

Note

Throughout this guide, the phrase “current site” refers to the CM site you are logged
in to at the time, and not the website that the visitors access.

What Can You Do in the Contributor Interface?

The Contributor interface provides the features listed in Table 1, on page 35 which you
will use to work with assets. Whether you can access the assets and how you can work
with them is determined by the following:

The role(s) assigned to your user name by the administrator. These roles grant you the
permissions to work with features of the Contributor interface. If you do not have the
right permissions, the function (such as creating content) is unavailable to you — it is
either grayed out, hidden from your interface, or it produces an error message when
you attempt to use it.

Your access permissions (which are roles-based) determine the content management
functions you can perform on individual assets (functions such as creating, viewing,
or editing assets).

Whether an asset is part of a workflow and whether that asset is assigned to you or
another user. If the asset is assigned to another user, you will not be able to work with
it.

If revision tracking is enabled and another user has checked out the asset you wish to
work with, you will not be able to edit or delete that asset until the user checks the
asset back in.

If an asset exists on your current site because it was shared from another site, you can
work with that asset only in its native site (the site on which it was created).

If a publishing session is running and the asset you are accessing is being published,

you will not be able to edit or delete that asset until the publishing session is complete.
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Features in the Contributor Interface

Table 1 lists the features available in the Contributor interface. Features that are not
supported by the Contributor interface, are available only in the WebCenter Sites Admin
interface.

Table 1: Features in the Contributor interface

Administrative Controls

Perform administrative tasks v

Work with system-defined asset types: The following system- v
defined asset types can
be inspected from the
CSElement Contributor interface, but
SiteEntry can be created and edited
only in the Admin
interface.

Template

DimensionSet
Dimension

Parent Definitions
Attributes

Flex Definitions

Work with system-defined asset types for v
application registration:

FW_ Application
FW_View

Asset Model

Work with basic assets v

AN

Work with flex assets

Editorial Functions

Create and copy assets in Form Mode

Create and copy assets in Web Mode

Edit assets in the Form Mode

Edit assets in the Web Mode

AN N NN AN

Add, replace, remove, and position assets on a
page (Web Mode)

<

Delete assets

Finding Assets

Perform simple searches Powered by Lucene Form-based search for
search engine system-defined types of
assets
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Table 1: Features in the Contributor interface

Perform advanced searches Powered by Lucene Form-based search for

search engine system-defined types of
assets

Sort search results v v

Save search criteria 4 4

Search attribute values v

Visually browse a site’s structure (site plan) v v

Visually browse flex family hierarchies 4 4

Organizing Assets

Work with the History list (which lists assets 4

you have worked with in the current session)

Share assets across sites v v

Bookmark assets for future reference 4 4

WYSIWYG Editors

Work with CKEditor v

Work with the DatePicker 4

Work with the Image Picker 4

Work with the Clarkii Online Image Editor Only in Form Mode

(Clarkii OIE)

Preview Assets

Set start/end dates when assets can be 4

previewed.

Preview assets as they will appear at the current 4

time

Preview assets as they will appear at a future v

date (“Site Preview”)

Asset Associations

Associate assets with other assets 4

Assign templates to assets v

Assign assets to pages v

Work with collections v

Place and unplace pages v v

Linking Assets using CKEditor

Create a hypertext link to another asset 4
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Table 1: Features in the Contributor interface

Link two assets by inclusion

Link two assets via an image asset

Link two assets via “Image Picker”

ANERN BN BN

Create a link to a URL

Embedding Links

Note: Applies to standard text fields and fields enabled with a supported
WYSIWYG editor (CKEditor).

Embed links to other assets v

<

Embed contents of other assets by reference

Embed links to external web sites v

Multilingual Assets

Assign locale designations to assets 4

Work with linked translations of content v

Workflow

Pass assets through workflow 4

Work with workflow groups 4

Work with workflow reports v

Engage

Work with segments

Rate assets for segments

Work with promotions

ANERNERN BN

Work with recommendations

Publishing

AN

Approve assets for publishing

Remove assets from the publishing queue v

Publish assets v

Monitor and manage publishing sessions 4

Revision Tracking

Track revisions to assets v

Roll assets back to previous versions v
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Part 2
Working in the Contributor Interface

Assets are objects that serve as the building blocks of websites. They can be created,
edited, inspected, deleted, duplicated, translated, assigned to workflow, tracked through
revision tracking, searched for, previewed, and approved for publishing. Although there
can be many different types of assets, you work with all of them in similar ways, using the
same procedures.

This part describes how to use the WebCenter Sites Contributor interface to perform
simple and advanced asset management tasks. It contains the following chapters:

Chapter 2, “Getting Started”

Chapter 3, “Creating, Sharing, and Editing Assets in Form Mode”
Chapter 4, “Creating, Sharing, and Editing Assets in Web Mode”
Chapter 5, “Deleting Assets”

Chapter 6, “Finding and Organizing Assets”

Chapter 7, “Previewing Assets”

Chapter 8, “Associating Assets”

Chapter 9, “Creating a Site’s Navigation”

Chapter 10, “Linking Assets

Chapter 11, “Working with Multilingual Assets

Chapter 12, “Approval for Publishing”

Chapter 13, “Revision Tracking”

Chapter 14, “Workflow”
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Chapter 2
Getting Started

This chapter describes how to log in to and use the WebCenter Sites Contributor interface.
It includes the following sections:

* Sample Sites Used in This Guide
* Logging In
*  Quick Tour
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Sample Sites Used in This Guide

Procedures in this guide use the avisports and FirstSite II sample sites to illustrate how to
use content management functions in the WebCenter Sites Contributor interface. You will
have access to these sample sites only if they were installed with your WebCenter Sites
system. If no sample sites were installed, contact your WebCenter Sites administrator.

The sample sites used in this guide are:

avisports — a sports-centric sample site containing sports articles illustrated with
images. In this guide, avisports is used to illustrate features in the WebCenter Sites
Contributor interface such as creating and editing assets in Form Mode and Web
Mode, deleting assets, associating assets, linking assets, approving assets for
publishing, finding and organizing assets, tracking assets with revision tracking, and
creating a site’s navigation.

FirstSite I1 — an online electronics retail site that includes articles, images, a product
catalog with several product entries, documents, and sample user accounts. In this
guide, FirstSite Il is used to illustrate the workflow, multilingual, and preview features
in the WebCenter Sites Contributor interface. FirstSite Il is also used to describe
Engage and the process of creating and working with segments, recommendations,
and promotions in the Contributor interface.

FirstSite II and avisports both utilize the best practices in WebCenter Sites CM site
development. Additionally, the code for both sample sites can be reused and modified to
suit your organization’s business needs.

Logging In

Follow instructions in this section to log in to the WebCenter Sites Contributor interface.

To log in to Oracle WebCenter Sites

1.

Open your browser and enter the Oracle WebCenter Sites URL.
http://<servers>:<port>/<context>/login

where <servers is the host name or IP address of the server running WebCenter
Sites, <port > is the port number of the WebCenter Sites application, and <context >
is the name of the WebCenter Sites application that was deployed on the server.

Note

¢ Ifyou need login information, see your WebCenter Sites administrator for
the following: WebCenter Sites URL, your user name and password, and the
list of supported browsers.

* To more easily follow the steps in this guide, you can log in to either the
avisports or FirstSite Il sample site. Both sites are used, interchangeably,
throughout this guide to illustrate the WebCenter Sites application. In step 2,
use the following credentials:

Username: fwadmin
Password: xceladmin
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Logging In

The Oracle WebCenter Sites login form is displayed.

ORACLE" WehCenter Sites Version: 11gR1

Secure User Login

Username

ORACLE’

Password

Foragnt passward?
Login

[ remember me

2. Loginto WebCenter Sites:
a. Enter your user name and password into the login screen.

b. If you want WebCenter Sites to store your credentials and enter them
automatically the next time you log in, select Remember me.

c. Click Login.

3. Ifyou are logging in for the first time, the following screen is displayed; otherwise,
you are logged in to the application you last visited:

ORACLE" WebCenter Sites Version: 11gR1

Site

ORACLE e

J &

« Login again

Select the site to which the Contributor application is assigned, and the Contributor
interface icon.

The WebCenter Sites Contributor interface loads.
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- Ifyou logged in to avisports, you will see the following:

ORACLE  WebCenter Sites

avisports Site &
@ [l Placed Pages

& [ Unplaced Pages
42 Bookmarks (0) @ (] Assignments (0) 4+ @

JE| smartlists (0) # 0 . checkouts (0) #+ @

Content Tree

My Work

- If you logged in to FirstSite II, you will see the following:

g, @ ——
|

ORACLE Webcer

sttt e @
® i Piaced Pages
&) Unplaced Pages.

4 Bookmarks (0) # @ [ Assignments (4) 4+ 0

Assetilame & Actionto Take
FSiHone

U= smartists © 4 @ 2 chekouts (0) -]

Content Tree

Wy Work

4. Proceed to the “Quick Tour,” on page 45.
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Quick Tour

1. If you are not already logged in to WebCenter Sites, log in as the fwadmin user
(password: xceladmin) and access avisports. For instructions, see “Logging In,” on
page 42.

WebCenter Sites opens the Contributor interface, which displays your dashboard,
located on the Home tab (Figure 8).

2. Browse the Contributor interface to familiarize yourself with the different content
management operations you can perform.

Figure 8: The Contributor interface dashboard for the avisports sample site

Menu bar Search functions

- Content — Create assets, save, approve for publishing, bookmark, share Enter your search criteria here.

assets with different sites, and change the access permissions of an asset
- Edit — Inspect, modify, copy, and delete assets, work with revision tracking,

and change the layout (template) assigned to an asset Open the applications bar
- View — Preview assets, view an asset'’s status summary (including its workflow to switch to another site or
and approval status), and toggle between Form Mode and Web Mode \a/‘\Il)eptl)lCC)?etrﬁgf g?tfeoslog out of

ORACLE" WebCenter Sites Content Wiew

Home tab
avis_porls Site "
[+ | Placed Pages
I+ u___Uanaced Pages
ﬁ Bookmarks (0) 9 ._J Assignments (0) # 9
4
‘f§ SmartLists (0) #+ 9 -+, Checkouts (0) +# @

Content Tree

My Work
I Il ]

Navigation Pane Your Dashboard/Workspace
- Access assets via the - View and work with the items in your dashboard (in the Home tab) such as
Site Tree, Content Tree, SmartLists, bookmarked assets, assignments, and assets that are checked out to
and My Work tree. you.
- Place and unplace pages - Work with assets in either Form Mode or Web Mode. WebCenter Sites opens a
on your site. new tab for each asset you select to work with.

- Navigate search results and other asset lists.
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Your dashboard displays widgets that provide quick access to your saved search
criteria (SmartLists), bookmarked assets, workflow assignments, and assets you have
checked out using revision tracking.

Note

What are your permissions to content? Here, you logged in as fwadmin
which grants you access to the entire Contributor interface. In reality, the access
you have to the Contributor interface is focused on certain tasks such as creating
or editing content or both. For more information about permissions, see
“Features in the Contributor Interface,” on page 35.

In the rest of this section, you will complete the following exercises:

Create an asset (page 47)

Find and open an asset (page 49)

Switch between Form Mode and Web Mode (page 52)
Edit an asset in Form Mode (page 53)

Edit an asset in Web Mode (page 56)

Preview an asset (page 58)

Additional ways of accessing assets (page 60)

Switch to a different site (page 61)

Log out (page 61)
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Create an Asset

1. Inthe menu bar, select Content > New > select the type of asset you wish to create (in
this example, we select the Article asset type).

Note

In the Contributor interface, most content management functions are accessible
from the menu bar.

2. The Contributor interface provides two modes for working with assets — Form Mode
and Web Mode. The mode in which you create assets is determined by your site
administrator. Continue to one or both of the following sections:

- To create an asset in Form Mode

- To create an asset in Web Mode

To create an asset in Form Mode

If the asset type is configured such that all assets of that type open in Form Mode, the
content entry form for the new asset is displayed in the tab.

Bl  » Bnuvi o

Content Marketing Metadata

Article: New Article

*Name:

Template: | chaose cisplay style —

Category: B

Headline:

Sub-headiine:

Abstract:

Post Date: =)

Main Image:

Related Stories:

Related Links:

a. Fill in the fields. For information about the different fields, see step 4 on page 66.
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b. Save the asset and close the tab. In the menu bar, select Content > Save & Close.
WebCenter Sites saves the asset to the database, unless:
- You have left out one or more required fields in one or more sections
- An entry or selection you have made in one or more sections is not permitted

If either of the above is true, WebCenter Sites displays an error message indicating
the offending fields. Correct the errors, then save the asset.

To create an asset in Web Mode
If the asset type is configured such that all assets of that type open in Web Mode:

a. Inthe “Create Asser” dialog box, select the desired layout, enter a name for the
asset you are creating, and then click Continue.

The tab displays the new asset’s Create view in Web Mode:

ORACLE" WebCenter Sites

€ avisports SURFING SKING RUMNING TENNS BASEBALL

“ENTER POST DATE]
Related Stories

[ enter headline ]
[ enter subheadline ]
BY [enter author |

Erter bady

Related Links

b. Point to the different areas of the asset to determine which areas accept content.
Areas that accept content become highlighted when you point to them.
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Click in the highlighted areas to determine the type of content each area supports.
Then, populate the asset’s Create view. For information about the different fields,
see step 7 on page 94.

Depending on how your developers have coded the layout (template) assigned to
the asset, certain fields may only be available in Form Mode. In this case, switch
to Form Mode and fill in the fields. For instruction about switching between Form
Mode and Web Mode, see “Switch Between Form Mode and Web Mode,” on
page 52.

Save that asset and close the tab. In the menu bar, select Content > Save & Close.
WebCenter Sites saves the asset to the database, unless:

- You have left out one or more required fields in one or more sections

- An entry or selection you have made in one or more sections is not permitted

If either of the above is true, WebCenter Sites displays an error message indicating
the offending fields. Correct the errors, then save the asset.

Find and Open an Asset

Now that you have created an asset, you can find it by performing a search in the
Contributor interface. For example, say the asset you created in the previous section
contains the word “ski”:

1. In the Search field, enter ski.

a.

Click the down-arrow

ORACLE" WebCenter Sites Content Wigr . button in the search

field, to search by
asset type or conduct
an advanced search.

If you want to narrow your search results down to a specific asset type, click the
down-arrow icon in the Search field. In the “Search Type” list, select the desired
asset type.

If you do not narrow your search down by asset type, WebCenter Sites will search
for any asset that contains the word “ski.”

If you want to further narrow your search down (such as searching for a specific
attribute) you can conduct an advanced search:

1) In the Search field, click the down-arrow icon.
2) In the “Search Type” list, click Advanced Search.

3) In the “Advanced Search” form, enter the desired search criteria into the
available fields.

For more information about searching for assets, see Chapter 6, “Finding and
Organizing Assets.”

2. Ifyou are running a regular search or an asset type search, click the magnifying glass

(

a) button in the Search field. If you are running an advanced search, click Run

Advanced Search in the “Advanced Search” form.
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A “Search” tab opens in the workspace displaying a list of assets matching your

search criteria.

_ B

£ & i

L)

Dock. Showing results for keyword: ski  (Create SmartList)

Hame

Is Heli Skiing Extreme

Heli-Skiing

25 Nevada Resorts Serving Snow

“eteran Skier Says Goodbys

Rookie Skier Makes Her Mark

Alexandra Smith Extends World Cup Lead

How to Dress in Layers

Grip Wasxing Your Cross-Courtry Skis

How to choose the right snowhoard

Cross-Country Sk Clothing

Howe to Choose Ski and Snowhboard Gogoles

Howy to Chioose Downhill Ski Bindings

Kics and Snowdoaring

Ski Out af an Avalanche

Boost Your Cardio for Dovenhill Skiing

Ski Castle and Snowhosrd Yizards Units

“eteran European Team Finishes Secand in Sprint

Ski mourtainesrs seek sense of adverture in races
Snowe Horse Adds Mew Beginner Terrain And Famity Fun
L. Clympic Skiers Prep for Games

Cold Snap Back on the Scene

For Yaung American, Yictory Amid Allegations of Cheating
Canaclian Iz First Woman to Ski Solo Across Continent

Paul Maorth wins Cross Courtry Race

1- 24 of 24 tems

Type
Article
Article
Article
Article
Article
Article
Article
Article
Article
Auticle
Auticle
Article
Article
Article
Article
Article
Article
Article
Article
Article
Article
Article
Auticle
Auticle

Modified

04/06/20M2 01:33 PMEDT
04/02/2012 10:47 PM EDT
04/02i2012 10012 PM EDT
040272012 01:55 PM EDT
040272012 01:00 PM EDT
040272012 12259 PM EDT
030872012 03:00 PM EST
030872012 0258 PM EST
03082012 0257 PMEST
03082012 02:54 PMEST
0308202 0253 PMEST
03082012 02:51 PMEST
03082012 02:50 PMEST
03/08/2012 02:43 PMEST
03082012 02:47 PMEST
03042012 0215 PMEST
03042012 0210 PM EST
030272012 01:29 PM EST
030272012 01:27 PM EST
0272072012 03:05 PM EST
02ME2012 0520 PM EST
02182012 05.07 PMEST
02ME2M2 0505 PMEST
02ME2M2 05 PMEST

100 25 | 50| 400 | Al

m
8]

e oad 1 pr o

The search results list shows a brief summary of information about each item in the
list, such as name, asset type, and modification date.

In the list of search results, do the following:

a. Click a column heading to sort the search results by the selected criterion. To
reverse the sort order, click the same column heading again.

b. Click the Next (| #» ) arrows at the bottom right of the screen to go to the next
page of results; click the Previous (| 44 |) arrows to go to the previous page.

c. Bookmark select assets to easily retrieve them at a future time. Bookmarking an
asset adds it to the Bookmarks node in the My Work tree (in the navigation pane)
and in the “Bookmarks” widget on your dashboard.

For instructions on bookmarking assets, see “Bookmarking Assets,” on page 136.
For information about accessing assets from the trees in the navigation pane, see
“Additional Ways of Accessing Assets,” on page 60.

Open an asset’s Inspect view from the search results list:

a. Inthe list of search results, click the name of the desired asset (in this example, we
open the 25 Nevada Resorts Serving Snow “Article” asset).
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You can also right-click the name of an asset to render a menu of content

management functions you can perform.

Dock | Showing results for keyword: ski  (Create SmartList)

Hame Tvpe Modified
I= Heli Skiing Extreme Article 04106/2012 01:33 PM EDT

Heli-Skiing Article 0402/2012 10:47 Ph EDT

Veteran Skier Says Goodbye Edlit Ardice [4402/201 2 0155 PM EDT

Rookie Skier Makes Her Mark Previaw Article 04/02/201 2 0100 PM EDT

Alexandra Smith Extencs Warld Cul - ghare Aicle 0410272012 12:59 PM EDT

Hovy to Dress in Lavers Article 03108/2012 03:00 PM EST
Delete

Gip YWaxing Your Cross-Country S Article 0308/2012 02:56 PM EST
EBiookmatk

How to choose the right snovwbos Article 03108/201 2 02:57 PM EST

Crozs-Courtry Ski Clothing Article 03/08/2012 02:54 PM EST

How to Choose Ski and Snowhoard Goggles Article 03/08/2012 02:53 PM EST

How to Choose Downhill Ski Bindings Article 03/08/2012 02:51 PM EST

A tab opens in the workspace, showing the asset’s Inspect view in either Form
Mode or Web Mode. In this example the asset is displayed in Form Mode.

Form section Name of the asset on
selector which you are working

ORACLE" WebCenter Sites t Edit

P search 25 Nevada Reso... x

: rom (I MV a
(& I Placed Pages

avisports Site

@ (5 Unplaced Pages — e

Article: 25 Nevada Resorts Serving Snow

Name: 25 Nevada Resorts Serving Snow

Template:  ArticleLayout

Category:  Sking articles

Headline: Al 25 Nevadda Resorts Serving Up Great Snows
Sub-headline: o sign of mild weather to siow down the Ski Seasan

Abstract:  With the crisp cold temperatures, you know you are up north and ready to take on the elements.

Lodging has gotten more koarious
Author:  CASEY THOMAS
Post Date:  Tussclay, January 10, 2012 2:25.03 PM EST
Main Image:  Lodge

Body:

’ Today marked the start of the winter season for Mevada’s newest ski resort [ce Point. The opening
signifies that every Mevada ski and snowboard resort is open for the season, & fresh blanket of snow
during the past 24 hours added three to ten inches to resort snow totals, This snowfall, in addition to
the past weekend's storm cycle, has created wonderful conditions for sking and snowboarding in

Nevada,

Forecasts call for sunny and sensational ski conditions over the weekend with an additional chance of

snowfall occuring early next week,

For alist of fantastic vacation deals avalable at Nevada resorts and lodging properties visit:

bt fwewew.nevadaskivac ationdeals.com,

Those wha have missed the recent powder conditions at Nevada's resorts can stil indulge with videos

located at: http: . videosofnevadaskiingvacations.com,

Related Stories: ki Castle and Snowhoard wizards Unite

Alexandra Smith Extends World Cup Lead
Related Links:  Veteran Skier Says Goodbye

Cross-Country ski Clathing

Canadian Is First Woman to Ski Solo Across Continent

Content Tree

My Work
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b. Inspect your asset, and any information relating to it.

- If you are in Form Mode, select different sections of the form. The form
sections you see are determined by how your WebCenter Sites developers
have configured the asset’s type.

- Ifyouare in Web Mode, the tab displays the asset as it would be displayed on
the website. Therefore, you will not see a form section selector. Depending on
how your developers coded the layout (template) assigned to the asset, certain
fields (that you see in Form Mode) may not be shown in Web Mode. To view
and modify these fields you will have to switch to Form Mode.

Switch Between Form Mode and Web Mode

When working with an asset, you can switch between Form Mode and Web Mode. For
example, if an asset opens in Form Mode and you want to work with the asset in Web
Mode, you can use the Mode switch in the asset’s toolbar to switch to Web Mode and vice
versa.

1. If the asset is not already open, find and open the desired asset. For instructions, see
“Find and Open an Asset,” on page 49.

A tab opens displaying the asset’s Inspect view in either Form Mode or Web Mode.
2. Switch between Form Mode and Web Mode. Do the following:

- If'the asset opens in Form Mode, switch to Web Mode by clicking the Mode
switch in the asset’s toolbar.

Mode switch —> B |~ u v 5 o

Content Metadata

Article: 25 Nevada Resorts Serving Snow

Name: 25 Nevads Resorts Serving Snow

Template:  ArtideLayout

Category:  Sking articles

Headline: 4 25 Nevada Resorts Serving Up Great Snow
Sub-headine:  No sign of mild weather to slow down the S5k Season

Abstract:  With the crisp cold temperatures, you know you are up north and reatly ta take on the sisments. Lodging
has gotten more lriows.

Author:  CASEY THOMAS
Post Date:  Tuesclay January 10, 2012 2:25:03 PM EST
Main Image:  Lodge

Body:
" Todday marked the start af the winter season for Nevads's newest skiresart Ice Paint, The opering
signifies that every Nevada ski and snowboard resort is apen for the season.  fresh blanket of snow
i the past 24 hours acded three to ten nchies o resort snow totaks, This snowfal, in addition to
the past weskenes storm cycke, has created wondsrful conditions for sking and snowboarding in
Newad.

Forecasts cal for sunny and sensational sk canditions over the weekend with an additional chance of

snowfall occurring early next week

For 3 list of fantastic vacation deals avalale at Nevada resorts and Indging properties viit:

it fwww revadaskivacationdeals com,
Those who have missecd the recent powdler concitions at hevad's resarts can stil induige with videos
lacated at: Fttp) fwww. videosofnevadaskiingyacations.com.
Related Stories:  Ski Castle and Snowboard Wizards Urite
Alexancha Smith Extends World Cup Lead
Related Links:  veteran skier Says Goodhye

Cross-Country Ski Clathing

Canaddian Is First Woman to Ski Solo Across Cantinent

The tab re-displays the asset in Web Mode.
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If the asset opens in Web Mode, switch to Form Mode by clicking the Mode
switch in the asset’s toolbar.

€ avisports

SKING  JANUARY 10, 2012

All 25 Nevada Resorts Serving Up Great Snhow
No sign of mild weather to slow down the Ski Season
BY CASEY THOMAS

With The Crisp Cold Temperatures, You Know You Are Up North

Today marked the start of the winter season for Nevada's newest ski resort Ice Paint. The
opening signifies that every Nevada ski and snowboard resort is open for the season. A fresh
blanket of snow during the past 24 hours added three to ten inches to resort snow totals. This
snowfall, in addition to the past weekend's storm cycle, has created wonderful conditions for
skiing and snowboarding in Nevada

Forecasts call for sunny and sensational ski conditions over the weekend with an additional
chance of snowfall occurring early next week:

For a list of fantastic vacation deals available at Nevada resorts and lodging properties visit
hitp:ifvneny nevadaskivacationdeals.com

Those who have missed the recent powder conditions at Nevada's resorts can still indulge with
videos located at: hittp:/fwny videosofnevadaskiingvacations.com

TENNIS

Related Stories

Ski Castle and Snowboard
Wizards Unite to Create Show
ki and snowhoarders wil flack to nev show

for the Istest gear and o welch their favarites
take runs under the most fierce conditions.

Alexandra Smith Extends World
Cup Lead

Alexandra Smith is @ sking talent lke no other.
Her compettion is only herself. She has no cusl
o thes URComInG wirker svert. Thers will ke only
one record to best and that is her own

Related Links

« Farewell Win Makes Crowe King of
Snow City
+ Cross-Country Ski Clothing

« Canadian Is First Woman to Ski Solo
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Across Continent

The tab re-displays the asset in Form Mode.

Edit an Asset in Form Mode

When an asset opens in Form Mode, you will see its content entry form displayed in a tab.
You can make changes to the asset by modifying the information displayed in the fields of
the form.

1. If'the asset is not already open, find and open the desired asset in its Inspect view. For
instructions, see “Find and Open an Asset,” on page 49.

2. If'the asset opened in Web Mode, switch to Form Mode. For instructions, see “Switch
Between Form Mode and Web Mode,” on page 52.

3. Edit the asset in Form Mode. For example, if you found some errors in the content and
want to correct them, you would do the following:

a. In the asset’s toolbar, click the Edit (| .» ) icon.
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The tab displays the asset in its editable form.

£ 25 Nevada Reso... x ski (el

Asset toolbar 4|: Bl s B v G ¥

AI—‘ Content Marketing Metadata ‘
Form Section Selector

I‘ Article: 25 Nevada Resorts Serving Snow |
Asset type and name

of the asset you are
working on

> Name: 25 Nevada Resorts Serving Snow

Template: ArticleLayout

Fields with an asterisk —— Category: | Sking articles n
next to them are

H Headline:
require d Al 25 Nevada Resorts Serving Up Great Snow
Sub-headline: e sign of mild weather to slow down the Ski Season
Abstract: with the crisp cold temperatures, you know you are up north and ©
Author: CASEY THOMAS
PostDate: 34010, 2012 212505 PM
Main Image:
Lodge
Body: ~

Today marked the start of the winter season for Nevada's newest ski resort Ice Point.
The opening signifies that every Mevada s and snowboard resort is apen for the
seasan, 4 fresh blanket of snove claing the past 24 hours added three to ten inches to
resart snow totals, This snowfall, in addition to the past weekend's starm cycle, has

created wondsrful conditions for sking and smowboarding i Mevada

Forecasts call for sunny and sensational ski conditions over the weekend with an

additional chance of snowfal accurring ealy rext week

For 3 list of fantastic vacstion deals avalable st Nevada resorts and Iodging properties

visit: http: furww nevadaskivacationdeals.com.

Those whao have missed the recent powder conditions at Mevada's resarts can stil

b e e T kel b1 bbb E e e fnn incdacl s e Hoes core

Related Stories:
Ski Castle and Snowbaard Wizards Unite

Alexandra Smith Extends world Cup Lead

Related Links:
Vietersn Skier Says Goodbye

Cross-Country Ski Clathing

Canaciian Is First YWoman to Ski Solo Across Continent

Both the asset type and the name of the asset are displayed directly below the
asset’s form section selector.

b. Make changes to the content of the Name and Headline fields.

Note that fields whose names have an asterisk next to them are required, which
means you cannot leave them blank. If you leave a required field blank,
WebCenter Sites will not let you save the asset.

Note

Depending on how your site is set up, one or more of the asset’s fields may
be WYSIWYG-enabled. A WYSIW Y G-enabled field allows you to apply
MS Word-style formatting to your content right in the asset’s Edit view. For
more information, see “Working with the CKEditor,” on page 78.
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c. Click within the Body field to load CKEditor.

L 25 Nevada Reso... x ski o
Bl » Bnvai @
Content Marketing Metadata

Article: 25 Nevada Resorts Serving Snow

“Name: 25 Mevarla Resorts Sering Snow
Template: ArticleLayout
Category: Sking articles B
Headline: )l 25 Mevadla Resorts Serving Up Great Snow
Sub-headline: Ko sign of mild wiather to slow down the Ski Season
Abstract: with the crisp cold termperatures, you know you are up north and r
Author: CASEY THOMAS
Post Date: Jan 10, 2012 2:25:03 PK
Main Image:
Lodge
Body:
[ source B | # e @ @
anmPB
B I U = X x* =i ST
stes [ Fozrma: =) || Font - = \e/\éngr!WYG
= controls

Taday marked the start of the winter season for Nevada's newsst ski resort lce Paint.
The apening signifies that svery Nevada ski and snowboard resort is open for the
s8ason_ A fresh blanket of snow during the past 24 hours added three to ten inches tn
resort snawttals. This snowfall, in addition to the past weekend's storm cyele, has
created wonderful conditions for sking and snowhoarding in Nevada

Farecasts call for sunny and sensational ski conditions aver the weekend with an
agditional chance of snowfall occurting early next week.

For alist of fantastic vacation deals available at Nevada resors and lodging properties
wisit: hitp: v nevadaskivacationdeals.com

Those who have missed the recent pawder conditians at Nevada's resarts can stil
indulge with videos Iocated at: htip: (www videns ofnevad askiiingvacations.com

When CKEditor appears, make changes to the displayed text. If you are familiar
with Microsoft Word, explore the features available in CKEditor — its
functionality mimics that of Word.

d. Once you have finished making your changes, save the asset. In the asset’s
toolbar, click the Save (| ¥ ) icon

When you click the Save icon, WebCenter Sites saves the changes you have made
to the asset so far, but keeps the Edit view of the asset open. (You can also select
Content > Save from the menu bar for the same result.)

e. Inspect the asset. In the asset’s toolbar, click the Inspect (| & ) icon.

The tab re-displays the asset’s Inspect view in Form Mode, showing the changes
you have made to the asset.
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Edit an Asset in Web Mode

Web Mode offers in-context editing, which means you can create and edit an asset in the
context of the website. Web Mode displays an asset as it would be displayed on the

website if it were published. To edit the content of an asset in Web Mode, do the

following:

1.

L 25 NevadaReso... x

(K9 » Bava =| =

The tab displays the asset’s Inspect view in Web Mode:
In the asset’s toolbar, click the Edit (| .” ) icon.
The tab displays the asset’s Edit view in Web Mode.

[ ski o

€ avisports

SKING JANUARY 10,2012

All 25 Nevada Resorts Serving Up Great Snhow

No sign of mild weather to slow down the Ski Season
BY GASEY THOMAS

Wit The Crisp Cold Terperatures, You Knav You Are Up North

Today marked the start of the winter season for Nevada's newest ski resort Ice Point. The
opening signifies that every Nevada ski and snowboard resort is open for the season. A fresh
blanket of snow during the past 24 hours acdded three to ten inches to resort snow totals. This
snowfall, in addition to the past weekend's storm cycle, has created wonderful conditions for
skiing and snowbnarding in Nevada

Forecasts call for sunny and sensational ski conditions over the weekend with an additional
chance of snowfall occurring early next week

For a list of fantastic vacation deals available at Nevada resorts and lodging properties visit
http:dfemsner nevadaskivacationdeals com

Those who have missed the recent powder conditions at Nevada's resorts can still indulge with
videos located at http: /ey vide osofnevadaskiiingvacations .com
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If the asset is not already open, find and open the desired asset. For instructions, see
“Find and Open an Asset,” on page 49.

If the asset is displayed in Form Mode, switch to Web Mode. For instructions, see
“Switch Between Form Mode and Web Mode,” on page 52.
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Quick Tour

4. Point to the different areas of the asset to determine which areas are editable. Editable

areas will be highlighted when you point to them.

5. Click in the highlighted areas to determine the type of content each area supports.

- When you click in a slot, a toolbar is displayed with content management options

you can perform on the asset contained within the slot, as shown below.

A 25 Nevada Reso... x

(B3 ®» BaviaE | 5| &

€ avisports

SKING JANUARY 10,2012

No sign of mild weather to slow down the Ski Season
BY CASEY THOMAS

HOME

SURFING

All 25 Nevada Resorts Serving Up Great Snow

Related Stories

| ”

skiing and snowboarding in Nevada

chance of showfall occurring early next week.

You can replace the content of the slot with another asset by dragging and

Today marked the start of the winter seasan for Nevada's newest skiresort Ice Point. The
opening signifies that every Nevada ski and snowboard resortis open for the season. A fresh
blanket of snow during the past 24 hours added three to ten inches to resart show totals. This
snowfall, in addition to the past weekend's storm cycle, has created wonderful conditions for

Forecasts call for sunny and sensational ski conditions over the weekend with an additional

SKICastie aha ]
Wizards Unite to Create Show
5 and snowboarders il fiock to new show
for the latest gear and o walch their favortes
take runs under the most fierce conditions

Alexandra Smith Extends World
Cup Lead

Hexandra Smith s = sking talent Ike no cther.
Her compettion is only herself. She has no cusl
o thes URComInG wirker svert. Thers will ke only
one record to best and that is her own

jr-Er a list of fwaaqzva: g}a.a-lﬁ‘a:/?@‘ry%# resorts and \W\ntF o . . .

Slot toolbar

dropping an asset from the Content Tree, My Work tree, or a search results list
into the desired slot. You can also edit the content of the asset currently contained

within the slot or change how the asset will be displayed on the website by

changing the layout of the slot containing the asset.
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- When you click in a text area, you will either see a simple text field or a
WYSIWY G-enabled text field, as shown below:

A 25 Nevada Reso... x

L3 »  Bmnva | =2 &

—skl 9

“°

€ avisports

SKING JANUARY 10, 2012

Related Stories
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Quick Tour

All 25 Nevada Resorts Serving Up Great Sno -

No sign of mild weather to slow down the Ski Season
BY CASEY THOMAS

With The Crisp Cold Temperatures, Yau Know bu Are Up Morth

sties ¥ @B 5 B Source =)

Today marked the start of the winter seasen for Nevada’s newest skd resert Ice Point. The opening
signifies that every Nevada ski and snowboard resort is pen for the season. A fresh blanket of
snow during the past 24 hours added three to ten inches to resort snow totals. This snowfall, n
addition to the past weekend’s storm cycle, has created wonderful conditions for skitng and
snowhoarding in Nevada

Forecasts call for sunny and sensational sldi conditions over the weelend with an additionl chance
of snovwfall occurring early next week

Ski Castle and Snowboard
Wizards Unite to Create Show

Ski andl snowhoarders wil flack 1o e show
for the Istest gear and to watch their {avorites
take runs under the most fieree conciions.

Alexandra Smith Extends World
Cup Lead

Alexandra Smith is @ sking talent lke no other.
Her competition is only herself. She has no squal
for the upcomming wirter svert. Thers wil ke only
one record o beat and that is her own

Related Links

Simple text
area

WYSIWYG

For alist of fantastic vacation deals available at Nevada reserts and lodging properties visit: <
ity /fwrerwenevadaskivacatiendeals. com.

These who have missed the recent powder conditions at Nevada's reserts can sull indulge with
videos located at: hitp/fwww videosofhevadaskiiingvacations. com

4

« Farewell Win Makes Crowe King of
Snow City

« Cross-Country Ski Clothing

« Canadian Is First Woman to Ski Solo
Across Continent

enabled text
area

For more information about working with slots and text areas, see step 7 on page 94.

6. If you are finished with your changes, click the Save (| |) icon to save your changes.

Preview an Asset

Previewing assets enables you to see how the asset will look when published to the
website. Unlike working with an asset in Web Mode, when you preview an asset, you
cannot make any changes to the asset’s content. You do, however, have the choice to view

the asset with a different layout (template) or wrapper.

1. If the asset is not already open, find and open the desired asset. For instructions, see

“Find and Open an Asset,” on page 49.

2. In the asset’s toolbar, click the Preview (| K ) icon.
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Quick Tour

3. Ifthe asset does not have a template assigned to it, the “Select Preview Template”

dialog box opens. Select the template you wish to use to preview the asset and then
click Apply.

The tab displays the preview of the asset (which is how the asset will appear on the
website once it is published).

ORACLE" WebCenter Sites

25 Nevada Reso... x

Ll 0 M curent Template: articeLayout Site preview on: 4/10{12 3:01 FH1 L
) (5 Placed Pages

® (E Unplaced Pages

< avisports

SKING  JAMUARY 10,2012

All 25 Nevada Resorts Serving Up Great Snow ~ Refated Stories

No sign of mild weather to slow down the Ski Season
BY CASEY THOMAS

SKi Castle and Snowboard
Wizards Unite to Create Show
Ski and snowhoarders will flock to new show
for the Istest gear andto veatch their favorites
take NS Lnder the most fisrce condtions.

VTR

With The Crisp Cold Temperatures, Vou knaw ou Sre Up Morth

Today marked the start of the winter seasaon for Nevada's newest ski resort Ice Paoint. The Alexandra Smith Extends World

apening signifies that every Nevada ski and snowhoard resort is open for the season. Afresh Cup Lead

hlanket of snow during the past 24 hours added three to ten inches ta resort snow tatals. This Aot 0 Snti i sl TR e maislic,
Her competition is only herself. She has no equal

=nawifall, in addition to the past weekend's storm cycle, has created wonderful conditions for

for the upcoming winter evert. There will be only
=kiing and snowhoarding in Nevada One recard to heat and that ks her own,

Farecasts call for sunny and sensational ski conditions over the weekend with an additional
chance of snowfall occurring early next week:

For a list of fantastic vacation deals available at Nevada resorts and lodging properties visit Related Links
hitp:ffenens nevadaskivacationdeals com. .
_ « Farewell Win Makes Crowe King of
Those wha have missed the recent powder conditions at Nevada's resorts can still indulge with ErnwiCly
+ Cross-C ic
videos located at http: iy videosofnevadaskiingvacations.com fove:Country;Sia Clothing
T T = Canadian Is First Woman to Ski Solo
Across Continent
My Work:

a. Inthe preview of the asset, review the content you have edited. Note any changes
to the asset you still want to make.

b. Ifyou would like to make additional changes to the asset, do the following:
1) In the asset’s toolbar, click the Go Back (| ) icon.

The tab re-displays the asset’s Inspect view (in either Form Mode or Web
Mode).

2) In the asset’s toolbar, click the Edit ( .7 ) icon.

3) Make the desired changes and then save the asset.
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Quick Tour

Additional Ways of Accessing Assets

In addition to performing a search, you can also access assets using the Site Tree,
Content Tree, and My Work tree, which are located in the navigation pane.

1.

In the navigation pane, click one of the following

avisports Site

bars: ) [ Placed Pages

- Site Tree — Allows you to browse pages that have S
been or will be published to your website, ming.
according to the hierarchy in which they are Runring
organized on the site. e

- Content Tree — Allows you to visually browse S @ Uroiaced Pages

Foatbal

the flex asset hierarchies present in your site.

- My Work — Contains the Bookmarks and
History nodes.

Running Hotme

For detailed information about the trees, see the :
section “Navigation Pane,” on page 349. For J
information about using the nodes in the My Work :
tree, see “Organizing Assets,” on page 135.

The navigation pane displays the appropriate tree.

Browse the assets in the tree. Right-click an asset to -

open a context menu containing content management
options you can perform on that asset. Do the Content Tree

following: My Work

a. Drill down the hierarchy. Click the plus sign
next to a node to expand the node and display its associated assets. If you are
working with the Content Tree, double-click the desired parent asset to open a
“Browse” tab containing a list of its children.

b. Right-click the desired asset. WebCenter Sites opens a context menu with
content management functions you can perform on the asset. The example below
shows the right-click menu for the “Surfing” page asset in the Site Tree:

avisports Site

= | Placed Pages

= Home

S

Skﬁ[\tﬁ}edit

Fur Delete

T Refrash
Bazeball

=) :_, Unplaced Pages
Foothall

Running Home

Assets in the Content Tree or My Work tree may have different content
management options in their context menus, depending on the type of asset you
select in the tree and your assigned permissions in the site.
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Quick Tour

Switch to a Different Site

When working in WebCenter Sites, you can switch between the sites you have
permissions to work in, without having to log out and back in to WebCenter Sites.

To switch to another site

1. If the applications bar is not already open, open it by clicking the down-arrow icon,
located at the extreme right of the menu bar.

ORACLE WebCenter Sites Content Edit

2. In the Site drop-down list, select the site you wish to switch to.

avisports

g‘l F' i] firstsite

ORACLE" WebCenter Sites

avisports

FirstSitall

Content

Note

The Site drop-down list contains only sites for which you have the appropriate
permissions.

WebCenter Sites logs you in to the site you selected.

Log out of WebCenter Sites

Log out of WebCenter Sites to end your session. Do the following:

1. If the applications bar is not already open, open it by clicking the down-arrow icon,
located at the extreme right of the menu bar.

The applications bar is displayed above the menu bar.

2. In the applications bar, click Logout.

Congratulations!

You are now familiar with asset management tasks that you may be performing every time
you work in the Contributor interface. Log back in and continue to work in the Contributor
interface. The rest of this guide gives you more information about the exercises you
completed in this section. A summary of the Contributor interface and its features is
available in Appendix B, “Navigational Reference.”
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Quick Tour
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Chapter 3

Creating, Sharing, and Editing Assets in
Form Mode

This chapter describes the basic procedures for creating and editing assets in Form Mode,
illustrated with examples from the avisports sample site.

This chapter contains the following sections:
* Creating Assets in Form Mode

* Editing Assets in Form Mode

*  Working with Attribute Editors

Oracle WebCenter Sites User’s Guide
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Creating Assets in Form Mode

Creating Assets in Form Mode

The WebCenter Sites Contributor interface is designed to be used by content providers,
rather than developers. Therefore, the following system-defined asset types can be
displayed (inspected) in the Contributor interface, but they cannot be created (or edited) in
the Contributor interface: Template, CSElement, SiteEntry, DimensionSet, Dimension,
Attribute Editor, Parent Definitions, Attributes, and Flex Definitions. Similarly, the
following system-defined asset types are not accessible from the Contributor interface:
FW_Application, and FW_View. Assets of these types can be created (edited) and
displayed only in the WebCenter Sites Admin interface.

Creating assets is permission based as well. If you have the right permissions, you can
create brand new assets “from scratch,” using the WebCenter Sites Contributor interface.
If the new asset that you want to create is similar to an existing one, you can copy the
existing asset and make changes to the copy, which saves you a few steps. If an asset
currently exists on one site and you need to create the same asset for a different site, you
can share the asset so that you do not have to create it more than once. All of these
methods are described later in this chapter.

If the administrator configured an asset type such that all assets of that type open in Form
Mode, when you create an asset of that type, a content entry form containing predefined
fields into which you can enter information for the asset being created is displayed.

Note

The Contributor interface provides two modes for creating new assets — Form
Mode and Web Mode. This section only provides information about creating
assets in Form Mode. For detailed information about creating assets in Web Mode,
see “Creating Assets in Web Mode,” on page 90.

How Many Ways Can You Create an Asset?

* Create assets from scratch
* Copy existing assets and then work with the copied asset

The assets you can create are determined by how the administrator has personalized the
“New” menu (Content > New) for your role. The purpose of personalizing the contents of
the “New” menu is to make your job easier. For example, you will see only the asset types
for which you can create assets.

Creating a New Asset in Form Mode

If the administrator configured an asset type to be created in Form Mode and listed in your
“New” menu (Content > New), you can create assets of that type by entering information
into the fields of a content entry form.

To create assets in Form Mode

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.
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Creating Assets in Form Mode

2. Select the type of asset you want to create. In the menu bar, select Content > New >
select the type of asset you wish to create. (In this example, we use the “Article” asset
type).

Note

In the avisports sample site, assets of type “Article” are configured to open in
Web Mode. Therefore, when you select to create an “Article” asset, the
“Create Article” dialog box is displayed.

To follow this procedure (and create an “Article” asset in Form Mode):
1. In the “Create Article” dialog box, do the following:

a. Inthe “Select Layout” field, select the layout you wish to assign to the
asset.

b. In the “Name” field, enter a name for the asset. For information about
naming the asset, see step a on page 66. Then click Continue.

The asset’s Create view is displayed in Web Mode.
2. Switch to Form Mode. In the asset’s toolbar, click the Mode switch.
The asset’s Create view is displayed in Form Mode.

3. Continue to step b on page 67.

3. [If the administrator configured the asset type such that all new assets of that type are

placed into workflow upon creation, a tab opens displaying the “Choose Assignees”
form:

Choose Assignees
The workfiow associated with this asset requires you to select assignees. Select at least one user from each role,

workflow Process:  FSII: Approval for Content

Assignees:

*ContentEditor: Conrnie
firstsite

fwa i

Set Assignees

Select at least one user for each required role and click Set Assignees. Any of these

users can complete the next step in the workflow process. For more information, see
Chapter 14, “Workflow.”

Oracle WebCenter Sites User’s Guide

65



Chapter 3 Creating, Sharing, and Editing Assets in Form Mode

Creating Assets in Form Mode

The tab displays the asset’s Create view as a content entry form (“Article” asset in this

example).
P e “x g
Bl » BAwva @
Content Marketing Metadata
Article: Article

*Name:

Template: | chonse display stvie —

Category: B

Headline:

Sub-headline:

Abstract:

Author:

Post Date:

Main Image:

Body:

Related Stories:

Related Links:

4. In the asset’s Create view, do the following:

a. Inthe “Name” field, enter a name for the asset. Note the following conventions
when naming the asset:

- The name must be between 1 and 64 alphanumeric characters.

- The following characters are not allowed: single quote (“), double quote (),
semicolon (), colon (:), question mark (?), percent sign (%), less-than sign
(<), and greater-than sign (>).

- The name can contain spaces, but cannot start with a space.
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Creating Assets in Form Mode

b. Fill in the asset’s content entry form. When populating the form, take note of the
following:

Required fields. You must fill in all required fields (marked with an asterisk)
before you are permitted to save the asset. Fill in all other fields as necessary.

WYSIWYG text fields. You may see one or more text fields that are
WYSIWYG-enabled via a WYSIWYG editor, such as CKEditor. These text
fields allow you to enter and format your content using controls similar to
those of Microsoft Word. For example:

Body:

[E source W G| Ao ok [ @
R |
B I U X x2[[1=E cw|E &2 35
e . - Sl A A @ G
=

To work in a CKEditor-enabled field, you must initiate CKEditor for that field
by clicking in the field. When you click in the field, the CKEditor toolbar
opens. For more information, see “Working with the CKEditor,” on page 78.

Date fields. You may see one or more fields that allow you to select a date.
For example:

PostDate: igt

Clicking the Pick a date (23) icon invokes the Date Picker attribute editor.
For more information, see “Working with the Date Picker,” on page 83.

Image Picker fields. You may see one or more fields that prompt you to
select an image asset (to be associated with the asset you are creating) through
the Image Picker attribute editor. In such cases, you will see a Browse button
under a Drop Zone. For example:

*Image:

Clicking the Browse button invokes the Image Picker, to the right of the tab
displaying the asset, showing either names or thumbnails of the image assets
from which you can select. For more information, see “Working with the
Image Picker,” on page 79.
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Creating Assets in Form Mode

Clarkii Online Image Editor fields. You may see one or more fields that
allow you to edit images directly in the asset form, using Clarkii OIE. For
example:

&

For detailed instructions, see “Working with the Clarkii Online Image Editor,’
on page 81.

Type Ahead fields. You may see one or more fields that display the text
“Type Ahead” within a drop-down menu. For example:

Category: Type Ahead 9

To populate this field with an asset, you can either start typing the name of the
asset you wish to place into the field or use the drop-down menu to select the
desired asset. Your developers determine the type of asset(s) this field
supports.

Upload fields. You may see one or more fields that enable you to upload an
image file from your local machine. For example:

Full size image:

To populate fields such as this, click the Browse button to upload the desired
image file from your local machine.

Asset association fields. You may see one or more fields that display a
Drop Zone. These fields support drag and drop functionality and prompt you
to select an asset, from a tree or search results list, to associate with the asset
you are creating. To populate an association field, do the following:
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Creating Assets in Form Mode

1) In the Content Tree, My Work tree, or a search results list, click the name
of an asset and hold down the button on the mouse while you drag the
asset to the association field.

___________________________________________________________________

Related Stories:

% Asset Types: AvTarticle
Subtypes: Any

How to choose the right snowhboarg :
Multiple: true

When you hover an asset of an accepted type over the field, a green
border is displayed around the field.

2) Release the button on the mouse to drop the asset into the field.

The populated association field will look similar to the following:

Related Stories:

_______________________________________________________________________

WebCenter Sites links the asset you dropped into the association field to
the asset you are working with. The name of the associated asset is
displayed in the association field. More information on associating assets
can be found in Chapter 8, “Associating Assets.”

c. Select the next section in the form section selector and fill in the fields as outlined
in step b on page 67. Continue until you have populated all required fields
(marked with an asterisk). Populate other form sections as necessary.

d. Ifyou plan to create translations of the asset, or if you are required to specify the
language of the content you create, select the asset’s target language in the
“Locale” drop-down list (located in the Metadata section of the form). For more
information, see Chapter 11, “Working with Multilingual Assets.”

5. Save the asset by doing one of the following:
- In the asset’s toolbar, click the Save (| ¥ ) icon.
- In the menu bar, select Content > Save.
WebCenter Sites saves the asset to the database, unless:
- You have left out one or more required fields in one or more sections
- An entry or selection you have made in one or more sections is not permitted

If either of the above is true, WebCenter Sites displays an error message indicating the
offending fields. Correct the errors, then save the asset.

6. Inspect the asset. Do one of the following:
- In the asset’s toolbar, click the Inspect (| ,» ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the asset’s Inspect view in Form Mode. You cannot modify the
asset’s content when the asset is displayed in the Inspect view.

7. Ifthe asset is not preassigned to a workflow and you want to use the workflow feature,
you can assign the asset to a workflow process as described in the section “Assigning
an Asset to a Workflow,” on page 244.
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Creating Assets in Form Mode

Preview the asset:
a. In the asset’s toolbar, click the Preview (| # ) icon.

b. If the asset does not have a template assigned to it, the “Select Layout” dialog
opens. Select the desired layout and click Apply.

The tab displays the preview of the asset. For detailed instructions about
previewing an asset, see Chapter 7, “Previewing Assets.”

c. If you wish to make additional changes to the asset, do the following:
1) In the asset’s toolbar, click the Go Back (| ) icon.
The tab displays the Inspect view of the asset.
2) In the asset’s toolbar, click the Edit (| .” ) icon.

The tab displays the Edit view of the asset. For information about editing
assets in Form Mode, see “Editing Assets in Form Mode,” on page 75.”

When you are finished working with the asset, save the asset and close the tab. In the
menu bar, select Content > Save & Close.

WebCenter Sites saves the asset and closes the tab displaying the asset.

Creating an Asset by Copying an Existing Asset

You can create a new asset by copying an existing asset. You can then work on the copy,
making changes to the content where necessary. You can copy an asset even if it is
checked out by another user. Assets can be copied using either Form Mode or Web Mode.

To create a new asset by copying an existing asset

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find and open the asset you wish to copy. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and then click
the magnifying glass ([gJ) button.

2) In the list of search results, navigate to and click the name of the desired asset.

- Ifyou previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) In the My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane.)

2) In the list of bookmarked assets, double-click the name of the desired asset.

For more information on finding assets, see Chapter 6, “Finding and Organizing
Assets.”

A tab opens displaying the Inspect view of the asset (in either Form Mode or
Web Mode).
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Creating Assets in Form Mode

3. Copy the desired asset. In the menu bar, select Edit > Copy.

Note

If you do not see a Copy option, stop here. You do not have the appropriate
permissions to copy the asset. If you have questions about your permissions,
contact your administrator.

A tab opens displaying the copied asset’s Edit view in either Form Mode or Web
Mode. The copied asset’s name is displayed in the tab as “Copy of Asset
Name_randomly generated number.”

4. If the copy of the asset opens in Web Mode, do one of the following:

- Ifyou wish to work with the copied asset in Web Mode, see “Editing Assets in
Web Mode,” on page 99.

- If you wish to work with the copied asset in Form Mode, switch to Form Mode.
1) In the asset’s toolbar, click the Mode switch.
2) When the tab displays the asset in Form Mode, continue to the next step.

5. In the Edit view of the copied asset, replace the content in the fields with content for
the new asset you are creating. Do the following:

a. Inthe Name field, replace the asset’s system generated name with a name that
uniquely identifies the copied asset. Note the following conventions when naming
the asset:

-  The name must be between 1 and 64 alphanumeric characters.

- The following characters are not allowed: single quote ('), double quote ("),
semicolon (;), colon (:), question mark (?), percent sign (%), less-than sign
(<), and greater-than sign (>).

- The name can contain spaces, but cannot start with a space.
b. (Optional) Set or change the new asset’s locale designation:
1) In the asset’s form section selector, select Metadata.

2) In the “Metadata” section, navigate to the “Locale” drop-down list and select
the desired locale designation for the asset.

If you do not make a selection, one of the following happens:

- Ifthe source asset has a locale designation, the new asset will retain the locale
designation of the source asset.

- Ifthe source asset has no locale designation, the new asset will not have a
locale designation until you manually assign one.

For more information, see Chapter 11, “Working with Multilingual Assets.”

c. Populate the remaining fields with the desired content for the new asset. For
information about the different fields you may see when working with an asset in
Form Mode, see step b on page 67.

6. Save the asset. Do one of the following:
- In the asset’s toolbar, click the Save (| g ) icon.

- In the menu bar, select Content > Save.
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9.

Sharing Assets with Other Sites

WebCenter Sites saves the asset to the database, unless:
- You have left out one or more required fields
- An entry or selection you have made in one or more fields is not permitted

If either of the above is true, WebCenter Sites displays an error message indicating the
offending fields. Correct the errors, then save the asset.

Inspect the asset by doing one of the following:
- In the asset’s toolbar, click the Inspect (| & |) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the asset’s Inspect view in Form Mode. You cannot edit the asset’s
content when the asset is displayed in the Inspect view.

(Optional) If the asset is not preassigned to a workflow and you want to use the
workflow feature, you can assign the asset to a workflow process as described in the
section “Assigning an Asset to a Workflow,” on page 244.

Preview the asset:
a. In the asset’s toolbar, click the Preview (| M ) icon.

b. If the asset does not have a template assigned to it, the “Select preview template”
dialog box opens. Select the desired layout and click Apply.

The tab displays the preview of the asset. For detailed instructions about
previewing an asset, see Chapter 7, “Previewing Assets.”

Sharing Assets with Other Sites

If you are working with an asset that you want to use in more than one site, you can share
it so that you do not have to create it more than once and maintain it across multiple sites.

Note

To share an asset with another site, make sure that the asset’s type is enabled on the
site with which you wish to share it.

Which Assets Can You Share?

Before you share an asset, keep in mind the following:

You must have the permissions to share an asset.

You can share an asset only to sites that you have access to. If you have access to only
one site, the Share option in the Content menu (Content > Share) is not available to
you.

You cannot share “Page” assets.

Share an asset only if the content it contains does not have to be unique to the target
site. For example, you can share an asset containing your company’s logo, because the
same image can probably be used on all of the company’s sites.
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If the nature of the content requires a separate, unique version for each site, do not
share the asset — instead, create a new asset for each site that requires a unique version
of the content.

Because of the nature of asset sharing, if a shared asset is deleted, it is automatically
removed from all of the sites it was shared to.

If the asset is in a workflow, you and others can change its workflow status only when
you are working in the asset’s native site.

It is good practice to share the asset only when you are ready to publish it; that is, wait
to share the asset until it has been approved.

If you want to share a localized asset to another site, the asset’s locale must be enabled
on the target site.

If you share an asset that has dependencies, (for example, the shared asset is
associated with an “Article” asset), you will have to share all of the asset’s dependent
assets to the target site in order for the primary shared asset to be successfully
approved for publishing on the site to which you shared it.

If you wish to share an asset with another site, but you do not have the appropriate
permissions, contact your WebCenter Sites administrator.

How Do You Share Assets with Other Sites?

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find and open the asset you want to share to another site. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and then click
the magnifying glass ({§gJ ) button.

2) In the list of search results, navigate to and click the name of the asset you
wish to share.

Tip
If you wish to share the asset without first inspecting it, in the search

results list, right-click the desired asset and select Share from the
context menu. Continue to step 4.

- If you previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) In the My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane.)

2) In the list of bookmarked assets, double-click the name of the desired asset.

For more information on finding assets, see Chapter 6, “Finding and Organizing
Assets.”

A tab opens displaying the Inspect view of the asset (in either Form Mode or Web
Mode).

Oracle WebCenter Sites User’s Guide

73



Chapter 3 Creating, Sharing, and Editing Assets in Form Mode

Sharing Assets with Other Sites

3. In the menu bar, select Content > Share.

The “Share Content” dialog box opens.

Share Content

Share this Contel

Available Selected

FirstSitell

W chare this content with all current and futur

4. In the “Share Content” dialog box, do the following:

a. Inthe “Available” list box, select the site(s) to which you wish to share the asset
and move the site(s) to the “Selected” list box.

b. If you wish to share this asset with all current and future sites, select the Share
this content with all current and future sites checkbox.

c. Click Save.

The asset is now accessible in the site(s) to which you shared it.
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Editing Assets in Form Mode

Editing assets is permission based. Your site administrator determines which users can
work with which assets. If you have the right permissions, you can edit assets in the
WebCenter Sites Contributor interface. For more information about the permissions
needed to edit assets, see your administrator.

If the asset type is configured such that all assets of that type open in Form Mode, a tab
opens displaying the content entry form of the asset. In Form Mode, you can edit an asset’s
content by modifying or replacing the information displayed in the fields of the asset’s
content entry form.

Note

If you need to edit a shared asset, you will have to edit the asset in its native site
(the site on which the asset was originally created).

To edit an asset in Form Mode

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and then click
the magnifying glass ({§gJ) button.

2) In the list of search results, navigate to and click the name of the desired asset.

- Ifyou previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) In the My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane.)

2) In the list of bookmarked assets, double-click the name of the desired asset.

Tip
If you wish to edit the asset without first inspecting it, in the list of assets, right-
click the desired asset and select Edit from the context menu. Continue to step 4.

If the asset’s Edit view is displayed in Web Mode, switch to Form Mode by
clicking the Mode switch in the asset’s toolbar.

For more information on finding assets, see “Finding and Organizing Assets,” on
page 125.

A tab opens displaying the Inspect view of the asset (in either Form Mode or
Web Mode).

3. Access the asset’s Edit view in Form Mode:

a. Ifthe asset is displayed in Web Mode, switch to Form Mode. In the asset’s toolbar,
click the Mode switch.

b. In the asset’s toolbar, click the Edit (| .* ) icon.
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The tab displays the Edit view of the asset in Form Mode.
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4. Make the desired changes to the asset’s content. See step 4 on page 66 for details on
filling in the fields you may see when working with an asset in Form Mode.

5. Save the asset by doing one of the following:
- In the asset’s toolbar, click the Save (| g ) icon.
- In the menu bar, select Content > Save.
WebCenter Sites saves the asset to the database, unless:

- You have left out one or more required fields in one or more sections
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- An entry or selection you have made in one or more sections is not permitted

If either of the above is true, WebCenter Sites displays an error message indicating the
offending fields. Correct the errors, then save the asset.

Inspect the asset by doing one of the following:
- In the asset’s toolbar, click the Inspect ( & ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the Inspect view of the asset in Form Mode. You cannot edit the
asset’s content when the asset is displayed in the Inspect view.

If the asset is not preassigned to a workflow and you want to use the workflow feature,
you can assign the asset to a workflow process as described in the section “Assigning
an Asset to a Workflow,” on page 244.

Preview the asset:
a. In the asset’s toolbar, click the Preview (| M ) icon.

b. Ifthe asset is not assigned a template, the “Select Layout” dialog opens. Select the
desired layout and click Apply.

The tab displays the preview of the asset. For detailed instructions about
previewing an asset, see Chapter 7, “Previewing Assets.”

Working with Attribute Editors

This section contains information about the attribute editor enabled fields you may see
when creating or editing an asset. This section contains the following:

Working with the CKEditor

Working with the Image Picker

Working with the Clarkii Online Image Editor
Working with the Date Picker
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Working with the CKEditor

CKEditor is a popular third-party WYSIWYG editor that is used as the default editor for
WYSIWYG-enabled text fields. CKEditor allows you to apply a wide range of MS Word-
style formatting to your content.

Figure 9: CKEditor

To work more comfortably, click Maximize to expand CKEditor to fill your workspace

To restore CKEditor to normal
size, click Maximize again.
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It's a fact: Many content management projects are expensive to implement, disruptive to the
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450 customers for a wide range of solutions: corporate Wehb sites, product marketing sites, partner
extranets, and employee intranets 10 name a few. To help immunize customers from potential
problems, Fatiire offers FirstSite, which leverages the experience and best practices of our many
successful customers, FirstSite is a quick-start program thatincludes a collection of standard
ternplates and site components that are common to most sites, combined with documentation,
training, a rich developer community, and a best practices methodology. FirstSite helps ensure that
your site is implemented the right way, right away.
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CKEditor also provides advanced features, such as access to your content’s underlying
HTML code, and the ability to accept pre-formatted content from MS Word documents.

Most features made available to you in the toolbar are native to CKEditor. To learn more
about CKEditor and its capabilities, consult the editor’s documentation, available at
http://docs.cksource.com.

Several features on the CKEditor toolbar are specific to WebCenter Sites. The features are
shown and explained below:

Figure 10: WebCenter Sites Specific Features in CKEditor

E] source 5 & =
B I U =X x? =
=10 nNormal =) Font Il sz ™ A A &

o *
AA A
I{'s alfact Many content management projects are expensive to implement, disruptive to the
rganization, and prane to failure. Yet Fatwire Content Server has been deployed successiully at aver
40 fustdmers for a wide range of solutions: corporate Weh sites, product marketing sites, partner

tranets|and employee intranets to name a few. To help immunize customers from potential
roblems, Fatvvire offers FirstSite, which leverages the experience and best practices of our many
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— Pick an image to include

—— Include asset
L Add asset link

* Add asset link — Enables you to create a hypertext link from one asset to another
asset. For more information, see “Linking Two Assets Directly,” on page 177.
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* Include asset — Enables you to render an asset’s previewable content in another asset.

For more information, see “To Link Two Assets by Inclusion,” on page 182.

Note

If the included asset is an image, then you can link the image to another asset. For
more information, see “Linking Two Assets via an Image Asset,” on page 185.

* Pick an image to include — Enables you to include an image from the “Image

Picker,” into the referring asset’s CKEditor enabled field(s).

Once the image is included in the field, you have the option to link the image to

another asset. For more information, see “Linking via an Image from the Image
Picker,” on page 191.

Working with the Image Picker

When working with assets that can be associated with one or more image assets, you may
see fields that support the Image Picker attribute editor. The Image Picker enables you to
visually choose an image asset to associate with the asset you are creating or editing.

Note

When configuring the asset type of the parent asset, your developers decide the
following:

The fields for which Image Picker is enabled

The type of image assets displayed by Image Picker

To associate an image asset with another asset using the Image Picker
1. In the Create or Edit view of an asset displayed in Form Mode, navigate to the field
associated with the Image Picker and click Browse.

Image Asset:
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Image Picker opens in the search results list (to the right of the asset’s form).

New Media %
[ - -
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e =
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Media Parent: * Image Category MAGE
NOT 3 H H
FeI artide Inages i x At S Thumbnail of image asset
“Image Fle: m FSil image_Not_ File Name

N .

Image Asset:

FSIl IES_HiFi-UHS. FSil IES_HDTWjpg

FSIl FSE_TriplePl.. FSll FSE_DVD-VC.

1-12 0f 14 tems “ ad br o

For each image asset, Image Picker shows either a thumbnail of the image as well as
its file name or only the asset’s file name (depending on the configurations made by
your developers).

2. Navigate to the desired image asset and drag and drop
the image into the field. Image:

The image asset you selected is associated with the
asset you are working with. If the field was already
populated with an image asset, the newly selected
asset replaces the previous one. A thumbnail of the
corresponding image appears in the field.

3. Click the Save (|4 | ) icon to save your changes to the
asset.
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Working with the Clarkii Online Image Editor

The Clarkii Online Image Editor (Clarkii OIE) allows you to edit an image directly in an
asset’s New or Edit view in Form Mode. For example, you can use Clarkii OIE to crop and
rotate an image. You can also use Clarkii OIE to enhance an image by adding graphics
and/or text to it.

Note

When working with Clarkii OIE, keep in mind the following:

Clarkii OIE is supported only in Form Mode.

Your site developers enable Clarkii OIE on a per-field basis when
configuring asset types. For more information, see the Oracle WebCenter
Sites Developer’s Guide.

Figure 11 shows an example of an image that was edited in an asset field using
Clarkii OIE.

Figure 11: Clarkii Online Image Editor rendered in an asset’s field

Clarkii OIE menu options —— mage asset:,

enabled by default

Clarkii OIE canvas

Clarkii OIE requires you to have Flash installed. If you do not have Flash installed,
instead of Clarkii OIE you will see a link to download Flash. Click the link to
download Flash. Once Flash is installed, Clarkii OIE loads in the appropriate field (as
shown in the figure above).

When you work with an asset field using Clarkii OIE, you can do some or all of the
following depending on how your developers configured Clarkii OIE:

Select an image to place on the Clarkii OIE canvas, or select an image that will replace
the image currently on the canvas. Your developers determine which images will be
available to you.

Use the toolbar and menu options available in the Clarkii OIE window to make other
edits to the image on the canvas as necessary.
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Your developers have the ability to customize the functions available to you in the
Clarkii OIE toolbar and menu. These functions are strictly Clarkii OIE related and as
such are not documented in this guide. For instructions about using the toolbar and
menu options provided by Clarkii OIE, visit the following URL:

http://www.online-image-editor-clarkii.com/

To edit images with the Clarkii Online Image Editor

Note

* Before using this feature, make sure that you know which asset forms
contain an attribute field associated with Clarkii OIE.

* The instructions in step 2 are guidelines that provide you with examples of
what you can do when using Clarkii OIE. The functions you can perform
in this step are determined by how your developers configured the
Clarkii OIE properties.

If you have any questions, contact your developers.

1. Access Clarkii OIE in the desired asset’s Create or Edit view.

Clarkii OIE is displayed in the field and looks similar to the following:

Image Asset: Modify

2. The following instructions are only for the menu options available by default in the
Clarkii OIE feature out-of-the-box when WebCenter Sites is installed. For example,
inserting images and making other modifications (such as resizing an image on the
canvas) as necessary:

- If you wish to insert an image on the Clarkii OIE canvas, replacing any images
currently existing on the canvas, do the following:

a) In the Clarkii OIE menu, select File > Open.
The “Select file to open” dialog box opens.

b) Select the image file you wish to insert on the Clarkii OIE canvas and click
Open.
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The image is placed on the canvas, and replaces any images that are currently
existing on the canvas.

c) (Optional) If you wish to replace the image you chose with another one, select
the desired image by repeating steps a and b.

- If you want to modify the image displayed on the Clarkii OIE canvas (such as
resizing the image and so on), click the Modify option in the Clarkii OIE menu.
The following options are available in the Modify menu:

- Rotate
-  Crop
- Resample

For instructions on using these and other functions, visit the following URL:
http://www.online-image-editor-clarkii.com/

3. Inthe asset’s toolbar, click the Save (| g |) icon to save the changes you made in the
asset’s Clarkii OIE enabled field.

Working with the Date Picker

When working with assets whose forms include a date field (such as a post date, release
date, start/end date, and so on), you may visually select a date using the Date Picker
attribute editor, in addition to the standard text box.

The Date Picker is a calendar-like interface similar to date selectors found in many
personal information management applications (for example, Microsoft Outlook).

To enter a date using the Date Picker

1. In the asset’s Create or Edit view, scroll to the Date Picker enabled field and click the
Pick a date (%)) icon.

Post Date:

WebCenter Sites opens the Date Picker pop-up window:

1. Select the month using the
left and right single arrows
(<, >) or the drop-down _
lists accessed by clicking 3 M T
the name of the month.

€ NOVEMBER

4. Click the desired day.
(Date Picker closes.)

12 13 14 135
19 20 21 22

26 27 28 29

3. To increase/decrease the
time, click the up and down 2. Select the year. The
arrows next to the hour, year that is displayed
minute, and second selection 2011 2012 2013 in the middle is the
menus to increase/decrease selected year.

the units by 1. HH mg mm [ E 55 EE
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2. Inthe Date Picker pop-up window, select the desired month, year, day, and time. Make
sure you select the day last. When you click the desired day, the Date Picker pop-up
window automatically closes and the date you selected is reflected in the
corresponding field.

3. In the asset’s toolbar, click the Save (| ® | ) icon to save your changes to the asset.
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Creating, Sharing, and Editing Assets in Web
Mode

This chapter describes the basic procedures for creating and editing assets in Web Mode,
illustrated with examples from the avisports sample site.

This chapter contains the following:
*  Overview

* Creating Assets in Web Mode

* Editing Assets in Web Mode
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Overview

The WebCenter Sites Contributor interface is designed to be used by content providers,
rather than developers. Therefore, the following system-defined asset types can be
displayed (inspected) in the Contributor interface, but they cannot be created (or edited) in
the Contributor interface: Template, CSElement, SiteEntry, DimensionSet, Dimension,
Attribute Editor, Parent Definitions, Attributes, and Flex Definitions. Similarly, the
following system-defined asset types are not accessible from the Contributor interface:
FW_Application, and FW_View. Assets of these types can be created (edited) and
displayed only in the WebCenter Sites Admin interface.

Working with assets is permissions based as well. If you have the right permissions, you
can create and edit assets using the WebCenter Sites Contributor interface. If an asset type
is configured such that all assets of that type open in Web Mode, when you create or edit
an asset of that type, the asset’s web page view will be displayed to you (as shown in
Figure 12).

Note

The Contributor interface provides two modes for creating new assets — Form
Mode and Web Mode. This section only provides information about creating
assets in Web Mode. For information about creating assets in Form Mode, see
“Creating Assets in Form Mode,” on page 64.

Depending on the configurations your developers made to your WebCenter Sites
system, Web Mode might be disabled. In this section, we assume that Web Mode
is enabled. For more information about whether Web Mode is enabled for your
installation, see your developers.

Figure 12: ‘Surfing’ Page asset’s Inspect view displayed in Web Mode
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Web Mode offers in-context editing, which means you can work with assets directly in
their published form (web page view). Instead of fields in a content entry form, it is the
web page layout (template) assigned to the asset that determines the editable areas of an
asset rendered in Web Mode. Editable areas can include simple text areas, WYSIWYG
editor enabled text areas, and slots. Below shows an example Edit view of the Surfing
page asset rendered in Web Mode displaying empty and occupied slots.

Figure 13: ‘Surfing’ Page asset’s Edit view displayed in Web Mode
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This slot is empty.

What is a Slot?

If the web page layout (template) assigned to the asset is configured to support slots, the
asset’s Create and Edit views will display empty and/or occupied slots (as shown in
Figure 13 and Figure 14). Each slot accepts one piece of content — an asset (unless the slot
is multi-valued, in which case the slot will accept more than one asset). If the slot supports
drag and drop functionality, you can drag an asset from a tree or search results list and
drop the asset into the desired slot. If the slot does not support drag and drop functionality,
it will usually contain a predefined asset (such as a recommendation asset) which your
developers or administrators have configured in the web page layout (template) assigned

to the asset.
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Figure 14: Empty and Occupied Slots (‘Surfing’ Page asset)
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By adding an asset to a slot, you are creating an association between the asset with which
you are working and the asset you placed in the slot. The type of asset each slot supports is
determined by the configurations your developers made to the web page layout (template)
assigned to the asset.

When you click in a slot, a toolbar with content management options you can perform on
the slot is displayed (as shown in Figure 13). Using the toolbar you can edit the content of
the asset contained within the slot, change the content layout of the slot (which changes
the appearance of the asset in the slot), view the slot’s properties, and/or remove the asset
from the slot. If you are working with a multi-valued slot (which accepts multiple assets),
you will see a Manage option that allows you to reposition the order in which the assets
contained within that slot are displayed on the web page. The options available in a slot’s
toolbar are determined by the configurations your developers made to the web page layout
(template) assigned to the asset with which you are working.

What is the Difference Between Web Page Layout and Content
Layout?

Web page layout is the layout (template) assigned to the asset with which you are working.
When working with an asset in Web Mode, the web page layout assigned to the asset
determines the arrangement of the slots in the asset’s web page view (as shown in
Figures 13 and 14). Content layout is the layout (template) assigned to an individual slot.
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The content layout assigned to a slot determines the appearance of the asset contained

within that slot.

A slot enables you to select a different content layout with which to render the content
contained within it. When you change the content layout of a slot, the asset contained
within the slot is rendered using the layout you selected. Figure 15 provides a diagram
showing the difference between web page layout and content layout.

Figure 15: Web Page Layout vs. Content Layout
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The web page layout (template) you select determines the position of the slots displayed on the asset’s web
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page layout (template) code is written.

The way the content of a
slot is rendered is
determined by the
content layout (template)
assigned to the slot.

If you select a different
content layout (template)
for a slot, the asset
contained within the slot
is rendered by the layout
(template) you select.

Content Layout

Content
Layout

Content

Content Layout 1
Content
Layout
Content Layout
Content
Layout

Content Layout

Oracle WebCenter Sites User’s Guide

Layout 2

Content Layout

Content
Layout




Chapter 4 Creating, Sharing, and Editing Assets in Web Mode

Creating Assets in Web Mode

Creating Assets in Web Mode

The types of assets you can create are determined by the asset types that are available in
the Contributor interface and your assigned permissions. If you have the right permissions,
you can create brand new assets “from scratch,” using the WebCenter Sites Contributor
interface. If the new asset that you want to create is similar to an existing one, you can
copy the existing asset and make changes to the copy, which saves you a few steps. If an
asset currently exists on one site and you need to create the same asset for a different site,
you can share the asset so that you do not have to create it more than once.

How Many Ways Can You Create Assets?

For information about the different ways you can create assets in the Contributor interface,
see “How Many Ways Can You Create an Asset?,” on page 64.

If You Use Web Mode, Will You Need to Switch to Form Mode?

When you are working with an asset in Web Mode, the editable areas you see are
determined by the configurations your developers made to the web page layout (template)
assigned to the asset. The fields you see in an asset’s content entry form (when working
with the asset in Form Mode) are not necessarily the same fields that will be available to
you when working with the asset in Web Mode. Therefore, certain fields such as date and
Locale fields may not be available in Web Mode. In addition, certain attribute editors are
only supported in Form Mode (for example, Clarkii Online Image Editor). In such cases,
you will have to switch to Form Mode to fill in those fields. For instructions about
switching to Form Mode, see step 8 on page 98 in the section “Creating a New Asset in
Web Mode.”

Creating a New Asset in Web Mode

If the administrator configured an asset type to be created in Web Mode and listed in your
“New” menu (Content > New), you can create assets of that type by entering information
into the web page view of the asset.

To create a new asset in Web Mode

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Select the type of asset you wish to create. In the menu bar, click Content > New >
select the type of asset you wish to create. (To follow this example, select the Article
asset type.)

The “Create 4sset” dialog box is displayed.

%]

Create Article
Select Layout

ey BF
B,

ArticleLayout ArticleLayout2
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3. In the “Create Asset” dialog box, do the following:
a. In the “Select Layout” field, select the layout you want to assign to the asset.

The layout you select determines how the asset’s Create view is displayed in Web
Mode.

b. In the “Name” field, enter a name for the asset. Keep in mind the following:
- The name must be between 1 and 64 alphanumeric characters.

- The following characters are not allowed: single quote (;), double quote (),
semicolon (), colon (:), question mark (?), percent sign (%), less-than sign
(<), and greater-than sign (>).

- The name can contain spaces, but cannot start with a space.
c. Click Continue.

4. If the administrator configured the asset type such that all new assets of that type are
placed into workflow upon creation, you will see the “Choose Assignees” dialog box:

O

“*ContentEditor: firstsite
fuwadrmin

Select at least one user for each required role and click Set Assignees. Any of these
users can complete the next step in the workflow process. For more information, see
Chapter 14, “Workflow.”
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A new tab opens displaying the asset’s Create view in Web Mode. (“Article” asset in
this example.)

New Article x

(B3 »  BavE | 5 = )

< avisports HOME  SURFNG sae ARG TENNIS BasERALL

“ENTER POST DATE]

Related Stories

[ enter headline ]
[ enter subheadline ]

BY [ enter author |

Erter hody

Related Links

The layout you assigned to the asset determines the editable areas you will see in the
asset’s Create view.
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5. Point to the different areas of the asset’s Create view to determine which areas accept
content. Areas that support drag and drop functionality and other content management
actions will be highlighted when you point to them (as shown below):

< avisports HOME

SURFING SKING RUNNING: TENNIS

- “ENTER POST DATE |
SRR oY Related Stories

[ entertheadline < Text Area
[ enter subheadline ]
B [ enter author |

<

Single-valued slot

rtor oy | <« Text Area
Multi-valued slots —

Related Links bttt
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6. Click in the highlighted areas to determine the type of content each area supports. The
types of editable areas you will see and how those areas are displayed in the asset’s
web page view are determined by how your developers have coded the asset’s web
page layout (template). Below is an example of the areas you may see when working
with an asset in Web Mode:
€ avisports
Related storie J ) "
I I < Simple text area
[ enter subheadline ]

N < <« Single-valued slot
coded to indicate
that it accepts an

Sty w [ s = B image'
Multi-valued slots.
Click the Edit option to
work with the individual < WYSIWYG editor
slots within the multi- enabled text area
valued slot.

T ?

7. Populate the asset’s Create view. Click in an editable area to determine the type of
content the area accepts. The differences between the editable areas you may see when
populating the asset are as follows:

- Text Areas. You may see one or more areas that allow you to enter text. These
areas may display predefined sample text describing the type of content that
should be entered. When you point to a text area, it becomes highlighted in grey
and your cursor appears as a text-selecting I-beam. For example:

Enter HeadlineHere
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Click in the text area to enter the desired text. When you click in the text area, you
will see one of the following:

- Simple Text field. You can enter text into a simple text field, but you cannot
format the appearance of that text.

- WYSIWYG text field. If the text area supports an embedded WYSYWYG
editor (such as CKEditor), the WYSYWYG editor is displayed. These text
fields allow you to enter and format your content using controls similar to
Microsoft Word.

o # =, [ Source |

4

- Date area. You may see one or more areas that allow you to select a date. For
example:

Clicking in a date area
opens the Date Picker
attribute editor.

[ENTER F'OS'IIDATE ]

2011 2012 2013

Clicking in one of these areas invokes the Date Picker attribute editor. For more
information, see “Working with the Date Picker,” on page 83.
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- Slots. You may see one or more areas that display either predefined content or an
empty slot. These areas are highlighted with a blue overlay when you point to

them.
Slot displaying predefined content Empty slot
“ P
= /) |
s'mf‘ ik s
‘\5

| -

To work with a slot, do the following:

1) Click in the desired slot to display its toolbar. Depending on how the slot is
coded in the web page layout (template) assigned to the asset, you may see
one or more of the following content management options:

From left to right in the toolbar (displayed above), the options are the
following:

- Edit— Allows you to edit the content of the asset contained within the slot
directly in the web page view of the asset you are creating. For more
information, see “Editing the Content of an Associated Asset,” on
page 110.

- Open in New Tab — Opens a tab displaying the Inspect view of the asset
contained within the slot. For more information, see “Editing the Content
of an Associated Asset,” on page 110.

- Change content layout — Allows you to select a content layout (template)
with which to render the slot’s content. For more information, see
“Changing Content Layout,” on page 104.

- Slot properties — Provides you with a list of asset types the slot supports.
For more information, see step 3 on page 97.

Clear slot — Removes the content from the slot. For more information, see
“Removing Associations,” on page 113.

The following option is only available in a multi-valued slot’s toolbar:

- Manage — Allows you to manage the position of the assets contained
within a multi-valued slot. For more information about multi-valued slots,
see “Changing the Position of Content Displayed in a Multi-Valued Slot,”
on page 115.
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2) If the slot is multi-valued, when you click in the slot, its toolbar displays the
Edit and Manage options. Click Edit to access the individual slots within the
multi-valued slot, as shown below:
. oo Tttt TTTTTT T T
Related Storie | Related Stories
Click the Edit option to :
-—— access the individual slots : A
within the multi-valued i
slot. .
1
1
1
1
e e e
3) Determine the type of content a slot supports. Click in the slot and then click
the Slot properties option in the slot’s toolbar.
Slot properties
General
Slot Content
Slot Layout Surarnary Highlight
Permitted Content  article This slot accepts assets of

only type Article

4) Determine if the slot supports drag and drop functionality by dragging an
asset from the Content Tree, My Work tree, or a search results list to the
desired slot.

- If'the slot’s border turns green, then the slot accepts that type of asset. In
this case, drop the asset into the slot.

- If'the slot’s border turns red, the slot either does not accept this type of
asset or does not support drag and drop functionality.

For more information about adding content to a slot, see “Adding or
Replacing an Association,” on page 107.
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Creating Assets in Web Mode

If the web page layout (template) assigned to the asset you are creating is not coded to
display certain fields in Web Mode, (for example, date and Locale fields), then those
fields will only be available in Form Mode. To populate these fields, you will have to
switch to Form Mode:

a. In the asset’s toolbar, click the Mode switch.
The tab re-displays the asset in Form Mode.

b. Fill in the required fields. For instructions, see step b on page 67.

c. Switch back to Web Mode. In the asset’s toolbar, click the Mode switch.
The tab re-displays the asset in Web Mode.

Save the asset. Do one of the following:

- In the asset’s toolbar, click the Save (| g ) icon.

- In the menu bar, select Content > Save.

WebCenter Sites saves the asset to the database, unless:

- You have left out one or more required fields.

- An entry or selection you have made in one or more of the fields is not permitted.

If either of the above is true, WebCenter Sites displays an error message indicating the
offending fields. Correct the errors and save the asset.

Inspect the asset. Do one of the following:
- In the asset’s toolbar, click the Inspect ( & ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the asset’s Inspect view in Web Mode. You cannot modify the asset’s
content when the asset is displayed in the Inspect view.

(Optional) If the asset is not preassigned to a workflow and you want to use the
workflow feature, you can assign the asset to a workflow process as described in the
section “Assigning an Asset to a Workflow,” on page 244.

Preview the asset:
a. In the asset’s toolbar, click the Preview (| # ) icon.

The tab displays the preview of the asset. For detailed instructions about
previewing an asset, see Chapter 7, “Previewing Assets.”

b. If you wish to make additional changes to the asset, do the following:
1) In the asset’s toolbar, click the Go Back (& ) icon.
The tab displays the Inspect view of the asset.
2) In the asset’s toolbar, click the Edit (| .7 ) icon.

The tab displays the Edit view of the asset. For more information about
editing assets in Web Mode, see “Editing Assets in Web Mode,” on page 99.

When you are finished working with the asset, save and close it. In the menu bar,
select Content > Save & Close.

WebCenter Sites saves the asset and closes the tab displaying the asset.
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Creating a New Asset by Copying an Existing Asset

The procedure for copying assets is the same for both Form Mode and Web Mode. For
instructions about creating a new asset by copying an existing asset, see “Creating an
Asset by Copying an Existing Asset,” on page 70.

Sharing Assets With Other Sites

The procedure for sharing an asset with different sites is the same for both Form Mode and
Web Mode. For instructions about sharing an asset with another site, see “Sharing Assets
with Other Sites,” on page 72.

Editing Assets in Web Mode

This section provides instructions on editing assets in Web Mode and contains the
following:

* Editing the Content of an Asset in Web Mode
* Changing Web Page Layout
* Changing Content Layout

* Editing Associations

Editing the Content of an Asset in Web Mode

Web Mode offers in-context editing, which means you can edit the content of an asset
directly in its web page view. How the asset’s web page layout (template) code is written
determines the areas you will be able to edit in Web Mode. Certain fields (such as date and
‘Locale’ fields) may only be accessible when working with an asset in Form Mode.
Therefore, to edit the content of these fields you will have to switch to Form Mode.

To edit the content of an asset in Web Mode

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and then click
the magnifying glass ({{g) button.

2) In the search results list, click the name of the asset.

- Ifyou previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) Inthe My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane.)
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2) In the list of bookmarked assets, double-click the name of the desired asset.

Tip
If you want to edit the asset without first inspecting it, in the list of assets, right-
click the desired asset and select Edit from the context menu. Continue to step b

on page 101. If the asset’s Edit view is displayed in Form Mode, switch to Web
Mode by clicking the Mode switch in the asset’s toolbar.

For more information about finding assets, see Chapter 6, “Finding and Organizing
Assets.”

A tab opens displaying the Inspect view of the asset in either Form Mode or
Web Mode. (In this example, we use the 25 Nevada Resorts Serving Snow “Article”
asset.)

3. Ifthe asset is displayed in Form Mode, switch to Web Mode.
a. In the asset’s toolbar, click the Mode switch.

b. If the asset is not assigned to a template (web page layout), the “Select Layout”
dialog box is displayed. Select the desired layout and then click Apply.

The tab re-displays the asset’s Inspect view in Web Mode.
4. Edit the asset:
a. In the asset’s toolbar, click the Edit (| -* ) icon.
The tab displays the Edit view of the asset in Web Mode.

€ avisports

sane SN 10,2012
All 25 Nevada Resorts Serving Up Great Snow

No sign of mild weather to slow down the Ski Season
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b. Make your changes to the asset. See steps 5 — 8 on page 93 for details on the
editable areas you may see when working with an asset in Web Mode.

5. Save the asset by doing one of the following:
- In the asset’s toolbar, click the Save (| g |) icon.
- In the menu bar, select Content > Save.
WebCenter Sites saves the asset to the database, unless:
- You have left out one or more required field(s).
- An entry or selection you have made in one or more field(s) is not permitted.

If either of the above is true, WebCenter Sites displays an error message indicating the
offending fields. Correct the errors, then save the asset.

6. Inspect the asset by doing one of the following:
- In the asset’s toolbar, click the Inspect (| & ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the Inspect view of the asset in Web Mode. When you inspect an
asset, you cannot modify its content.

7. Ifthe asset is not preassigned to a workflow and you want to use the workflow feature,
you can assign the asset to a workflow process as described in the section “Assigning
an Asset to a Workflow,” on page 244.

8. Preview the asset:
a. In the asset’s toolbar, click the Preview (| M ) icon.

The tab displays the preview of the asset. For detailed instructions about
previewing an asset, see Chapter 7, “Previewing Assets.”

b. When you are done previewing the asset, click the Go Back (&) icon.
The tab re-displays the asset in Web Mode.

Changing Web Page Layout

The web page layout (template) assigned to an asset determines the position of the slots
displayed on the web page view of the asset. If you select a different layout (template) for
the asset, the slots and other editable areas will be rendered in different positions,
depending on how the web page layout (template) code is written. This section provides
instruction on selecting a different web page layout (template) for an asset when working
in Web Mode.

To change the web page layout of an asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and then click
the magnifying glass (ﬂ) button.

2) In the search results list, click the name of the asset.
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- If you previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) In the My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane.)

2) In the list of bookmarked assets, double-click the name of the desired asset.

For more information about finding assets, see Chapter 6, “Finding and Organizing
Assets.”

A tab opens displaying the Inspect view of the asset in either Form Mode or Web
Mode. (In this example, we use the Home Page asset.)

If the asset is displayed in Form Mode, switch to Web Mode.
a. In the asset’s toolbar, click the Mode switch.

b. Ifthe asset is not assigned to a template (web page layout), the “Select Layout”
dialog box is displayed. Select the desired layout and then click Apply.

The tab re-displays the asset’s Inspect view in Web Mode.
In the asset’s toolbar, click the Edit ( .7 ) icon.
The tab displays the Edit view of the asset in Web Mode.

Home x

LS » Bnvia = £

< avisports

The Slopes Are Ready and
Waiting!
There's no sign of mild weather to slow down the new ski

season. With crisp cold temperatures and snow in the
farecast - don't miss out on the fun!

et your roasted

ksl

gz
peanuts ready.

renewed inferest
spreading fast!

Teriis is guickly becoming the top The world's tap beaches and resorts are Howr well are you prepared to pound the A5 the new season spproaches, we're
recrestional sport among the baby boomer  oifering ample opportunity for youto learn pavement? We'll give vou tips on how to keeping you up-to-date on who's being
set. New tothe sport? Well look no further — how o surf or windsail. Learnthe basics  train for a big race, what to wear onyour  traded, and who's sitting out. Learn

for information on how 1o plsy snd who and mest the pros thal reign from cosst- feet and who to watch st this year's technigues on how to improve your swing
thetoptenris stars are to walch to-coast summer Clympics: or master the art of the knuckpall ptch

Oracle WebCenter Sites User’s Guide

102



Chapter 4 Creating, Sharing, and Editing Assets in Web Mode

103
Editing Assets in Web Mode

5. Change the web page layout (template) of the asset:
a. Do one of the following:
- In the asset’s toolbar, click the Change Page Layout (| =| ) icon.
- In the menu bar, select Edit > Change Page Layout.
The “Change Page Layout” dialog opens.

Change Page Layout

Page 1 of 1

HomeLayout HomeLayout1

b. Select the web page layout (template) you wish to assign to the asset, then click
Apply.
WebCenter Sites updates the asset’s web page layout to the layout you selected.

The web page layout (template) you select determines the position of the slots and
other editable areas of the asset.

6. Save the asset by doing one of the following:
- In the asset’s toolbar, click the Save (| ) icon.
- In the menu bar, select Content > Save.
WebCenter Sites saves the asset to the database, unless:
- You have left out one or more required field(s).
- An entry or selection you have made in one or more fields is not permitted.

If either of the above is true, WebCenter Sites displays an error message indicating the
offending fields. Correct the errors, then save the asset.

7. Inspect the asset by doing one of the following:
- In the asset’s toolbar, click the Inspect (| # ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the Inspect view of the asset in Web Mode. When you inspect an
asset, you cannot modify its content.

8. Preview the asset:
a. In the asset’s toolbar, click the Preview (| M ) icon.

The tab displays the preview of the asset. For detailed instructions about
previewing an asset, see Chapter 7, “Previewing Assets.”

b. When you are done previewing the asset, click the Go Back (/&) icon.
The tab re-displays the asset in Web Mode.
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Changing Content Layout

Each slot is assigned a content layout (template). The content layout of a slot determines
how the asset contained within the slot is displayed. When you change the content layout
of a slot, a “Slot” asset is created and stored in the WebCenter Sites database. When you
approve the asset, you must also approve the “Slot” assets associated with that asset. This
section provides instructions for changing the content layout (template) of a slot.

To change the content layout of a slot

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass ([&J ) button.

2) In the search results list, click the name of the asset.

- Ifyou previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) Inthe My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane.)

2) In the list of bookmarked assets, double-click the name of the desired asset.

For more information about finding assets, see Chapter 6, “Finding and Organizing
Assets.”

A tab opens displaying the Inspect view of the asset in either Form Mode or Web
Mode. (In this example, we use the Tennis Page asset.)

3. Ifthe asset is displayed in Form Mode, switch to Web Mode.
a. In the asset’s toolbar, click the Mode switch.

b. If the asset is not assigned to a template (web page layout), the “Select Layout”
dialog box is displayed. Select the desired layout and then click Apply.

The tab re-displays the asset’s Inspect view in Web Mode.
4. In the asset’s toolbar, click the Edit (| .7 ) icon.
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The tab displays the Edit view of the asset in Web Mode.

» [ x (R )
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Top Stories In Tennis

Tina Murray to Miss Mitchell
Cup Match

Lingering injuries will keep top female tennis star
from competing inthe upcaming Mitchell Cup.
Unable: to heal an injured elbow and shoulder

strain, ater ek of rehabiltation efforts. The
chance o detend previous year's win will not happen

Evans Beats Williams to Win
US Open Tournament

Ticket holders and tennis fans got what they
paid for and then some, & an excting YWomen's
Championship Final Match unfolded.

Richard Francis Wins in Straight Sets

Francis akes match without & hitch beating companent in straight sets to ensure.
an all French final. Tennis fans across France are awalting the historical mateh
up. 's been over 20 years since two fellow country men competed for the
coveted first prize and bragging riakts on who is the best player in France. "

o g pla Simple Ways to Introduce A
New Generation to Tennis
Getting your kids to like ternis is easy. Learn
fun tips to get the whole family involved in =
sport thet trancends generations.

The Magic to Mike Miller's
Powerful Serve

Untlerstanding the mecharic's of a professional
serve is an exciling analysis of the eombingtion
of power and form

How to Play in 120 Degrees
Direct suniight on & hard tennis court create the
perfect storm that is unavoidable. As the
summer approaches and the tennis season
begins, here are some tips on the how the pros
handle the heat and stay in play.

5. Change the content layout (template) of a slot containing an asset:

a. Click in the slot whose content layout (template) you wish to change. For
example:

Si
§] Secrnr=nsine= o
LR B H .J

i P, . T P Py v

nsier - armeia (13

Slot toolbar

Getting e
fun tips to get the whale family involved in &
sport that trancends generations.

If the slot is multi-valued, when you click it, two or more slots will be highlighted
along with the slot whose content layout you wish to change. In this case, the
toolbar will display only the Edit and Manage options (shown below). Click the
Edit option.

Oracle WebCenter Sites User’s Guide

105



Chapter 4 Creating, Sharing, and Editing Assets in Web Mode

b.

C.

Editing Assets in Web Mode

Now you can click the individual slots within the multi-valued slot. Click the
desired slot to display its toolbar.

In the slot toolbar, click the Change content layout option.

Note

If you do not see the Change content layout option in the toolbar, stop
here. The slot does not support this type of editing.

The “Change Content Layout” dialog opens.

Change content layout

Summary Summary/Feature SummaryMighili...

Select the desired layout and then click Apply.

The content contained within the slot is rendered with the selected layout. For
example:

Simple Ways to Introduce A New Generation
to Tennis

Gedting your kids to like tennis iz easy. Learn fun tips to get the whaole family
involved in & sport that trancends generations.

6. Save the asset by doing one of the following:

In the asset’s toolbar, click the Save (| |) icon.

In the menu bar, select Content > Save.

WebCenter Sites saves the asset to the database, unless:

You have left out one or more required field(s).

An entry or selection you have made in one or more field(s) is not permitted.
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If either of the above is true, WebCenter Sites displays an error message indicating the
offending fields. Correct the errors, then save the asset.

7. Inspect the asset by doing one of the following:
- In the asset’s toolbar, click the Inspect (| # ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the Inspect view of the asset in Web Mode. When you inspect an
asset, you cannot modify its content.

8. Preview the asset:
a. In the asset’s toolbar, click the Preview (| # ) icon.

The tab displays the preview of the asset. For detailed instructions about
previewing an asset, see Chapter 7, “Previewing Assets.”

b. When you are done previewing the asset, click the Go Back (/&) icon.
The tab re-displays the asset in Web Mode.

Editing Associations

When working with an asset in Web Mode, you can edit its associations by adding an asset
to an empty slot, replacing an asset currently displayed in a slot with a different asset,
repositioning the assets displayed in a multi-valued slot, and removing an asset from a
slot.

This section contains instructions on the following:
* Adding or Replacing an Association

* Editing the Content of an Associated Asset

* Removing Associations

* Changing the Position of Content Displayed in a Multi-Valued Slot

Adding or Replacing an Association

This section shows you how to create or replace an association between two assets by
dragging and dropping the asset you wish to associate into the desired slot space of the
asset you are working with in Web Mode.

To add or replace an association

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass (&) button.

2) In the search results list, click the name of the asset.

- If you previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) Inthe My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane.)
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2) In the list of bookmarked assets, double-click the name of the desired asset.

For more information about finding assets, see Chapter 6, “Finding and Organizing
Assets.”

A tab opens displaying the Inspect view of the asset in either Form Mode or
Web Mode. (In this example, we use the 25 Nevada Resorts Serving Snow “Article”
asset.)

3. Ifthe asset is displayed in Form Mode, switch to Web Mode.
a. In the asset’s toolbar, click the Mode switch.

b. If the asset is not assigned to a template (web page layout), the “Select Layout”
dialog box is displayed. Select the desired layout and then click Apply.

The tab re-displays the asset’s Inspect view in Web Mode.
4. In the asset’s toolbar, click the Edit (| .* ) icon.
The tab displays the Edit view of the asset in Web Mode.

5. Determine the slot into which you wish to place the asset. If the slots are already
populated, determine which slot’s content you wish to replace.

6. Associate an asset to the asset you are working with:
a. Find the asset you want to place in the slot. Do one of the following:

- In the Search field, enter search criteria identifying the asset and click the
magnifying glass (a) button.
The search results list is displayed to the right of the asset you are working
with.

- If you previously bookmarked the asset, expand the Bookmarks node in the
My Work tree. (If the My Work tree is collapsed, expand it by clicking the
My Work bar in the navigation pane.)

For more information about finding assets, see Chapter 6, “Finding and
Organizing Assets.”
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In the list of assets, click the name of the asset you want to add to the slot, hold
down the button on the mouse and drag the asset to the desired slot.
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As you drag the asset to the desired slot, the asset’s name is displayed as a floating
object. The slot into which you can drop the asset can either be empty or occupied.
In this example, the asset is being dragged over an empty slot.
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2. Drag the asset’s name
over the slot.

3. When the slot is
surrounded by a green
border, drop the asset
into the slot.

When you hover the asset over the slot, if the slot supports that type of asset, a
green-dotted border is displayed around it (as shown above). If the slot does not

support that type of asset, a red-dotted border is displayed around it.

c. Drop the asset into the slot.
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The asset you dropped into the slot is now associated with the asset you are
working with. If the slot into which you drop the asset is already populated, the
asset that was replaced is removed from the slot and as an association of the asset
with which you are working.

7. Save your changes by doing one of the following:
- In the asset’s toolbar, click the Save (| H ) icon.
- In the menu bar, select Content > Save.
WebCenter Sites saves the asset to the database, unless:
- You have left out one or more required field(s).
- An entry or selection you have made in one or more field(s) is not permitted.

If either of the above is true, WebCenter Sites displays an error message indicating the
offending fields. Correct the errors, then save the asset.

8. [Inspect the asset by doing one of the following:
- In the asset’s toolbar, click the Inspect (| # ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the Inspect view of the asset in Web Mode. When you inspect an
asset, you cannot modify its content.

9. Preview the asset:
a. In the asset’s toolbar, click the Preview (| # ) icon.

The tab displays the preview of the asset. For detailed instructions about
previewing an asset, see Chapter 7, “Previewing Assets.”

b. When you are done previewing the asset, click the Go Back (|« ) icon to display
the asset in Web Mode.

Editing the Content of an Associated Asset

When working with an asset in Web Mode, you can edit the content of its associated
asset(s) either directly in the slot which displays the associated asset or in a new tab. If you
edit the content of an associated asset in a new tab, when you save that asset, the changes
you made are reflected in the slot that displays the asset.

To edit the content of an associated asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass ([&J) button.

2) In the search results list, click the name of the asset.

- Ifyou previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) Inthe My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane.)
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2) In the list of bookmarked assets, double-click the name of the desired asset.

For more information about finding assets, see Chapter 6, “Finding and Organizing
Assets.”

A tab opens displaying the Inspect view of the asset in either Form Mode or
Web Mode. (In this example, we use the 25 Nevada Resorts Serving Snow “Article”
asset.)

3. Ifthe asset is displayed in Form Mode, switch to Web Mode.
In the asset’s toolbar, click the Mode switch.

a.
b.

If the asset is not assigned to a template (web page layout), the “Select Layout”
dialog box is displayed. Select the desired layout and then click Apply.

The tab re-displays the asset’s Inspect view in Web Mode.
4. In the asset’s toolbar, click the Edit (| .* ) icon.
The tab displays the Edit view of the asset in Web Mode.
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Today marked the start of the winter season for Nevada's newest ski resort Ice Paint. The
opening signifies that every Nevada ski and snowboard resort is open for the season. A fresh
blanket of snow during the past 24 hours added three to ten inches to resort snow totals. This
snowfall, in addtion to the past weekend's storm cycle, has created wonderful conditions for
sking and snowhoarding in Nevada

Forecasts callfor sunny and sensational ski conditions over the weekend with an adcitional
chance of snowfall occurring early next week
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5. Click the slot containing the associated asset you wish to edit.

The slot toolbar is displayed. If the slot is configured to allow you to edit its content,
you will see either the Edit option, the Open in new tab option, or both.

GiOccEs

Open in new tab
Edit (directly in the slot)

If the slot is multi-valued, when you click it, you will see only the Edit and Manage
options. Click the Edit option to access the individual slots within the multi-valued
slot. Click an individual slot to display its toolbar (shown above).

6. Edit the associated asset displayed in the slot. Do one of the following:
- If you wish to edit the associated asset directly in the slot:
1) In the slot’s toolbar, click the Edit option.
2) Point to the areas of the asset. Any area that becomes highlighted is editable.
3) Make your changes to the associated asset.
- If you wish to edit the associated asset in a new tab:
1) In the slot’s toolbar, click the Open in new tab option.

A new tab opens displaying the Inspect view of the associated asset in either
Form Mode or Web Mode.

2) In the associated asset’s toolbar, click the Edit ( .7 ) icon.
3) Make your changes to the associated asset.

- Ifthe asset is displayed in Web Mode, see steps 5 — 8 on page 93 for
details on the fields you may see.

- Ifthe asset is displayed in Form Mode, see step 4 on page 66 for details on
the fields you may see.

4) Save and close the asset. In the menu bar, select Content > Save & Close.

5) Switch back to the tab displaying the asset you are working with (which you
opened in step 2 on page 110).

6) Refresh the asset whose slot displays the associated asset you edited. In the
asset’s toolbar, click the Refresh (| ¢ ) icon.

The slot containing the associated asset you edited displays the asset with the
changes you made.

7. Save your changes by doing one of the following:
- In the asset’s toolbar, click the Save (| g ) icon.
- In the menu bar, select Content > Save.
WebCenter Sites saves the asset to the database, unless:
- You have left out one or more required field(s).
- An entry or selection you have made in one or more fields is not permitted.

If either of the above is true, WebCenter Sites displays an error message indicating the
offending fields. Correct the errors, then save the asset.
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Inspect the asset by doing one of the following:
- In the asset’s toolbar, click the Inspect (| # ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the Inspect view of the asset in Web Mode. When you inspect an
asset, you cannot modify its content.

Preview the asset:
a. In the asset’s toolbar, click the Preview (| # ) icon.

The tab displays the preview of the asset. For detailed instructions about
previewing an asset, see Chapter 7, “Previewing Assets.”

b. When you are done previewing the asset, click the Go Back (| & ) icon to display
the asset in Web Mode.

Removing Associations

When you are working with an asset in Web Mode and you remove an asset from a slot,
you are also removing the association between the asset you are working with and the
asset you removed from the slot.

To remove an associated asset

1.

4,

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find and open the asset. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass ([&J) button.

2) In the search results list, click the name of the asset.

- If you previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) Inthe My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane.)

2) In the list of bookmarked assets, double-click the name of the desired asset.

For more information about finding assets, see Chapter 6, “Finding and Organizing
Assets.”

A tab opens displaying the Inspect view of the asset in either Form Mode or
Web Mode. (In this example, we use the 25 Nevada Resorts Serving Snow “Article”
asset.)

If the asset is displayed in Form Mode, switch to Web Mode.
a. In the asset’s toolbar, click the Mode switch.

b. If the asset is not assigned to a template (web page layout), the “Select Layout”
dialog box is displayed. Select the desired layout and then click Apply.

The tab re-displays the asset’s Inspect view in Web Mode.
In the asset’s toolbar, click the Edit (| .* ) icon.
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The tab displays the Edit view of the asset in Web Mode.
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5. Click the slot containing the asset you wish to remove.

The slot’s toolbar is displayed.

6. Click the Clear Slot () option to remove the asset from the slot.

The asset is removed from the slot. The asset you removed is no longer associated
with the asset you are working with.

7. Save your changes by doing one of the following:
- In the asset’s toolbar, click the Save (| ¥ ) icon.
- In the menu bar, select Content > Save.
WebCenter Sites saves the asset to the database, unless:
- You have left out one or more required field(s).
- An entry or selection you have made in one or more fields is not permitted.

If either of the above is true, WebCenter Sites displays an error message indicating the
offending fields. Correct the errors, then save the asset.
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8. Inspect the asset by doing one of the following:
- In the asset’s toolbar, click the Inspect (| # ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the Inspect view of the asset in Web Mode. When you inspect an
asset, you cannot modify its content.

9. Preview the asset:
a. In the asset’s toolbar, click the Preview (| # ) icon.

The tab displays the preview of the asset. For detailed instructions about
previewing an asset, see Chapter 7, “Previewing Assets.”

b. When you are done previewing the asset, click the Go Back (| & ) icon to display
the asset in Web Mode.

Changing the Position of Content Displayed in a Multi-
Valued Slot

If the asset you are working with in Web Mode has a multi-valued slot, you can reposition
the order in which its associated assets are displayed on the web page by moving an asset
from one slot to another.

To change the order in which content is displayed in a multi-valued slot

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass (a) button.

2) In the search results list, click the name of the asset.

- If you previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) In the My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane.)

2) In the list of bookmarked assets, double-click the name of the desired asset.

For more information about finding assets, see Chapter 6, “Finding and Organizing
Assets.”

A tab opens displaying the Inspect view of the asset in either Form Mode or
Web Mode. (In this example, we use the 25 Nevada Resorts Serving Snow “Article”
asset.)

3. Ifthe asset is displayed in Form Mode, switch to Web Mode.
a. In the asset’s toolbar, click the Mode switch.

b. If the asset is not assigned to a template (web page layout), the “Select Layout”
dialog box is displayed. Select the desired layout and then click Apply.

The tab re-displays the asset’s Inspect view in Web Mode.
4. In the asset’s toolbar, click the Edit (| .» ) icon.
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The tab displays the Edit view of the asset in Web Mode.
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5. Determine which slot is multi-valued. The configurations your developers made to the
web page layout (template) assigned to the asset determines how multi-valued slots
are displayed in an asset’s Edit view. For information about which slots are multi-
valued on your site, see your developers.
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In our example (working with the 25 Nevada Resorts Serving Snow “Article” asset),
when you point to a multi-valued slot, two or more slots associated with the multi-
valued slot are highlighted with a blue overlay, as shown below:
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6. Click in the desired multi-valued slot. A multi-valued slot’s toolbar displays the Edit
and Manage options. For example:

Manage
Edit
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7. In the multi-valued slot’s toolbar, click the Manage option.

The following dialog box opens:

e and ds Unite

Alexandra Smith Ext Cup Lead

8. In the Manage dialog box, reposition the assets displayed in the multi-valued slot.
Click the name of the desired asset and then drag and drop it into the desired position.

©

il S B Aleandra Srith Extends World Cup Lead

9. Inthe Manage dialog box, click Save.
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The assets are displayed in the desired order in the multi-valued slot.

st

10. Save your changes by doing one of the following:
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In the asset’s toolbar, click the Save (| & ) icon.

In the menu bar, select Content > Save.

WebCenter Sites saves the asset to the database, unless:

You have left out one or more required field(s).

Multi-valued slot
displaying the
associated assets
in the position you
specified.

An entry or selection you have made in one or more fields is not permitted.

If either of the above is true, WebCenter Sites displays an error message indicating the
offending fields. Correct the errors, then save the asset.

11. Inspect the asset by doing one of the following:

In the asset’s toolbar, click the Inspect (| & ) icon.

In the menu bar, select Edit > Inspect.

The tab displays the Inspect view of the asset in Web Mode. When you inspect an
asset, you cannot modify its content.

12. Preview the asset:

a.

In the asset’s toolbar, click the Preview (| # ) icon.

The tab displays the preview of the asset. For detailed instructions about
previewing an asset, see Chapter 7, “Previewing Assets.”

When you are done previewing the asset, click the Go Back (|« ) icon to display

the asset in Web Mode.
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Chapter 5
Deleting Assets

This chapter contains instructions for deleting assets from the WebCenter Sites database.
This chapter contains the following sections:

e Overview
¢ Asset Deletion Rules

e How Do I Delete Assets?
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Overview

Overview

Use the WebCenter Sites delete function to delete assets from the WebCenter Sites
database. This function allows the deletion of multiple assets at one time, if desired.

When you use the Delete function, the asset is not entirely removed from the database.
The contents of the asset are emptied; however, the ID remains in the database as a record
of the asset’s existence. This simple record is called a “voided asset.”

When a previously published asset is voided in the content management system, the
voided asset is automatically approved for publishing to any destination the asset has ever
been published to. The voided asset is placed in the publish queue, and published during
the next publishing session. The voided asset then overwrites the previously published
asset.

Voided assets are not returned in search results.

Asset Deletion Rules

The following restrictions are enforced when you delete assets:
* You can delete an asset only if you have the permissions to do so.

e Ifan asset is in a workflow and is assigned to someone other than you, you cannot
delete that asset even if you have the permissions to delete assets.

* You cannot delete a placed “Page” asset.

* You cannot delete an asset if it is associated with another asset. If you attempt to do so,
WebCenter Sites displays a list of the references preventing deletion. You can then
remove the references and continue with the deletion.
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How Do | Delete Assets?

Caution

Be careful when you delete assets. You cannot “undo” a deletion.

To delete assets

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find the asset(s) to delete. In the Search field, enter search criteria identifying the
asset and click the magnifying glass ({fg}) button.

A “Search” tab opens displaying a list of assets matching your search criteria.

For more information on finding assets, see “Finding and Organizing Assets,” on
page 125.

Select the asset(s) you wish to delete. Do one of the following:
- If you want to inspect an asset before you delete it:
1) In the list of search results, click the name of the asset you wish to delete.

A tab opens displaying the asset’s Inspect view (in either Form Mode or Web
Mode).

2) In the asset’s toolbar click the Delete (| ; ) icon.

- If you want to delete multiple assets:
1) In the list of search results, select (Ctrl + click) the assets you wish to delete.
2) In the “Search” tab’s toolbar, click the Delete (| 5 |) icon.

The “Delete Asset(s)” screen displays a table with deletion details for the asset(s) you
wish to delete:

- [ x mmm——
(€] A4
Delete Asset(s)

Select Al How Does It wrork” g

lame Type Detail Action

Delete the asset(s). In the “Delete Asset(s)” screen, click Select All and then click
Delete.

One of the following happens:

- Ifthe assets you are deleting do not reference any other assets, the “Detail”
column of the table displays the message “Asset Deleted” in the row associated
with each deleted asset.

- If any of the assets you selected to delete have dependencies preventing the
deletion, the “Detail” column of the table displays the message “Asset cannot be
deleted due to n reference(s).” In this case, click View References in the “Action”
column of the asset.
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How Do | Delete Assets?

The assets blocking the deletion are displayed, below the table containing the
assets you wish to delete, in the “Assets that reference Name of Asset” section. If
you do not remove the references to an asset, the asset cannot be deleted.

- e x (CETTTR.
& 1 asset(s) have references, cannct be deleted.
Delete Asset(s)
Sellect All How Does It work? (@)
Hame Twe Detail Action
Delsts Mz Auticle Asset Delstert
Assets that reference Delete Me Too
Select All How Does It work? (@)

Hame Type Detail Action

Hove to Choose = Batting Helmet Haticle Remove reference(s)

1) Remove the references to the asset you wish to delete:

- To remove references individually, click Remove reference(s) in the
“Action” column of each referenced asset’s row.

- To remove all referenced assets at once, click Select All and then click
Remove reference(s).

- If you do not wish to remove any of the references at this time, you have
the option of cancelling out of the deletion by clicking the Go Back (|} )
icon.

When you remove the reference(s) to the asset you wish to delete, the
“Action” column of that asset displays the link “Delete Now.”

@

(€] °

Delete Asset(s)

Sellect All How Does It work? (@)

Hame Type Detail Action

Delete Me Article mzset Deleter

Assets that reference Delete Me Too

Sellect All How Does It work? (@)

Hame Type Detail Action

2) Delete the asset(s). In the “Delete Asset(s)” section, select the asset(s) you
wish to delete and then click Delete. You can also delete assets individually
by clicking the Delete Now link in each desired asset’s “Action” column.

The database status of the deleted asset(s) changes to “void.”
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Chapter 6
Finding and Organizing Assets

WebCenter Sites provides an easy and effective way to find assets you want to work on.
Once you find them, you can both save the search criteria you used to find the assets and
organize the assets into a personalized list for easy future access.

This chapter describes the basic procedures for finding and organizing assets, illustrated
with examples from the avisports sample site.

This chapter contains the following sections:
* Finding Assets
* Conducting an Advanced Search

* Organizing Assets
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Finding Assets

WebCenter Sites allows you to easily find assets matching the criteria you specify. Note
that search results will include only assets that you have permissions to work with.
(Permissions are set by your administrator.)

Search Behavior in the WebCenter Sites Contributor Interface

The WebCenter Sites Contributor interface is integrated with the Lucene search engine.
Because of this integration, the search behavior in the Contributor interface is as follows:

Before you can perform searches in the Contributor interface, the administrator must
enable search indexing on your system (through the WebCenter Sites Admin
interface).

The Contributor interface allows you to search across all asset types in a given site.
You do not have to know the asset type of the asset(s) you want to find in order to
begin a search. You do, however, have the option to limit your search to a specific
asset type.

The Contributor interface searches through the names and values of all fields within
all assets. For example, you can search for all assets that contain the word flowers
without having to select specific attribute names to search through.

The Contributor interface allows you to customize your searches by formulating your
search queries, as described in “Search Guidelines.”

Search Guidelines

When performing searches in the Contributor interface, use the guidelines in Table 2 to
formulate your search queries. Customizing your search queries allows you to perform
more precise searches.

Note that searching in the Contributor interface is not case-sensitive. For example,
searching for Jack will return assets that contain Jack and assets that contain jack.

Table 2: Lucene search query guidelines

Assets that contain a Enclose the phrase in To find assets that contain the
phrase. quotes. phrase blue flowers, enter
“blue flowers” as your search
query.
Assets that contain Use the ? (question mark) | To find assets that contain test
variations of a term. (The| symbol to indicate a single-| or text, enter te?t as your
variations must match the| character wildcard. A search query. To find assets that
character length of the search term cannot begin | contain either book or back,
term.) with a wildcard. enter b??K as your search
query.
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Table 2: Lucene search query guidelines (continued)

Assets that contain
variations of a term. (The
variations may or may
not match the character
length of the term.)

Use the * symbol to
indicate a multi-character
wildcard.

A search term cannot begin

with a wildcard.

To find assets that contain test,
tester, or testing, enter test* as
your search query. To find
assets that contain jeanne or
jeanine, enter jea*e as your
search query.

Assets that contain all of
the specified terms.

Join the terms with the
AND operator.

To find assets that contain both
jack and jill, enter jack AND
jill as your search query.

Assets that contain a
specific term but do not
contain another term you

specify.

Exclude the unwanted
terms using the NOT
operator.

To find assets that contain jack
but do not contain jill, enter
jack NOT jill as your search

query.

Assets that must contain a
specific term and may
contain another term you

specify.

Precede a term with the +
(required) operator to
indicate it is a required
term.

To find assets that must contain
jack and may contain jill, enter
+jack jill as your search query.

Assets that contain a
specific term, excluding
assets that also contain
another term you specify.

Precede a term with the -
(prohibited) operator to
indicate the exclusion.

To find assets that contain jack
but exclude those that also
contain jill, enter jack -jill as
your search query.

Assets that contain terms
similar in spelling to the
term you specify.

Append the ~ (tilde)
operator to a term to
perform a fuzzy search on
that term.

To find assets that contain jack,
including occurrences that are
misspelled, enter jack~ as your
search query.
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Searching for Assets

Note

The asset types for which you can search are determined by your permissions and
the asset types available from the Contributor interface.

To search for an asset

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Specify your search criteria as follows:

a.

In the Search field, enter the desired search criteria. Refer to “Search Guidelines,”
on page 126 to find out how to formulate your search query to narrow the scope of
your search.

(Optional) In the Search field, click the down-arrow to render the “Search Type”
drop-down box. Select the asset type to which you want to limit your search. If
you do not make a selection, WebCenter Sites will search across all asset types in
the current site.

Click the magnifying glass ([gJ) button.

Note

In the Contributor interface, your search results are based on information drawn
from a database index which is updated at regular intervals. After creating or
editing an asset, there might be a short delay before those changes are reflected
in the search results. If you have questions, consult your WebCenter Sites
administrator.

If you are not currently working with any assets, WebCenter Sites displays the
search results list in a “Search” tab.

A £ search x ski ol
£ 7 O @
Dock | Showing results for keyword: ski (Crete SmartList) i= ?
Hame. Type Modified
Grip Waxing Your Cross-Courtry Skis Aticle. 308/2012 02:58 PM EST
Crass-Country Ski Clathing Aticle: D306/2012 02:59 PM EST
How 1o Choose Sk and Snowboard Goggles agticle OS0E2012 02:53 PMEST
How to Choose Dowrhil Ski Bindings Aticle: 03082012 02:51 PM EST
Hel-Sking Aticle. 308/2012 02:51 PMEST
Kids and Snovboardng Aticle: D306/2012 02:50 PM EST
K Out of an Avalanche agticle OS0E2012 02:48 PMEST
Boost our Cardio for Downhil Sking Aticle: 0308/2012 02:47 PM EST
Ski Castle and Snowhoard Wizards Urite Aticle. 030472012 02:15 PMEST
S mountainesrs ssek sense of adverturs n races Aticle: 03022012 01:29 PM EST
Snow Horse Adds New Besinner Terrain &nd Family Fun agticle O3022012 01:27 PMEST
Rookie Skier Makes Her Mark Aticle: 01220/2012 0308 PM EST
1S, Clympic Skiers Prep for Games Aticle. 112:20/2012 03:05 PM EST
26 Nevada ResoHs Serving Snow Aticle: 112020/2012 03:02 PM EST
Cold Snap Back onthe Seene agticle 02/16/2012 05:20 PM EST
For ‘toung American, Victory Amid Allegations of Cheating Aticle: 01241 6/20112 0507 PM EST
Caradian I First Woman to Ski Solo Across Cortinert Acticle. 2A16/2012 05:05 PM EST
1 -17 o 17 ttems A0 | 25 | S0 | 400 | Al SRR B
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- If you are working with an asset, the search results list is automatically docked to
the right of the workspace.

L 25 Nevada Reso... x | sk
Bl » Bnvai
Content Marketing Metadata Undock | Sert = ? 4 X

Hame
Article: 25 Nevada Resorts Serving Snow 25 Nevada Resorts Serving Snowr
Is Hel Sking Extreme:

Heil-Sking

*Name: 25 Newvada Resorts Serving Snow Veteran Skier Says Goodbye

Rookie Skier Makes Her Mark

Template: ArticleLayout Alexandta Smith Extends World Cup Lead
How to Dress in Layers
Grip Yaxing Your Cross-Country Skis
Category: Sking articles n
How to choose the right snowhoard

Cross-Country Sk Clothing

Headline: 41 25 Nevada Resorts Serving Up Great Snow How o Cheose Sk and Snowbeard Goggles
Howy to Choose Downhill Ski Bindings:
sub-headline: No sign of mild weather to dow dovn the Ski Seasan fics andt Snowhoarding
Ski Out ot &an Avalanche
Boost Your Cardio for Downhill Skiing
Abstract:

Wit the crisp coidl temperatures, you know you are U narth and r -
Ski Castle and Snowboard Veizards Unite

Veteran European Team Finishes Second in Sprint

Author: CASEY THOMAS SHi mountainErs Seek sense of adventure in races

Snow Horse Adds New Beginner Terrain And Fa...

Post Date: Jan 10, 2012 2:25:08 PM U Olympic Skiers Frep for Games
Cold Snap Back on the Scene

For Youna American, Victory dirid Allegations of

Main Image: Canaian s First YYoman to Ski Soi2 Aeross Conti.
Lodge

Paul Norih wins Cross Courtry Race
Body: )

Todday marked the start of the winter season for Nevada’s newest ski resort Ire Pont,

The opening signifies that every Nevada ski and snowboard resort is open for the

season, A fresh blanket of snow during the past 24 haurs added three to ten inches to

resort snow totals, This snawfall, in addition to the past weekend's storm cycle, has

created wonderful concitions for sking and snowboarding in Mevada,

Forecasts call for sunny and sensational ski conditions over the weekend with an

additional chance of snowfall occuring early next week,

For a list of fantastic vacation deals avalable at Mevada resorts and lodging properties

wisit: hittp:fwovww.nevadaskivacationdeals.com,

Those who have missed the recent powder conditions at Nevada’s resorts can stil

Related Stories:
Alexandra Smith Extends World Cup Lead

ki Castle and Snowboard Wizards Unite

Related Links:
Weteran Skier Says Goodbye

Cross-Country Ski Clothing
Canadian Is First Woman to Ski Salo Across Cantinent

1-24 01 24 tems et

4. Dock or undock the search results list. Click Dock to display the search results list to
the right of the workspace. Click Undock to view the search results list in the
“Search” tab.

5. Select whether you want to view your search results in List View or Thumbnail View.

Undock | Sort = ?7 ¥ X
A

A
LThumbnaiI View
List View

- To display your search results as a list, click the List View option at the top of the
search results list.

- To display each asset in your search results as a thumbnail image, click the
Thumbnail View option at the top of the search results list.
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6. Sort your search results:

- If your search results are displayed in the “Search” tab (undocked) in List View,
sort your search results by clicking one of the columns:

Name

Type
Locale
Modified

Tip

Once your results are sorted, click the same column again to reverse the sort
order.

- If the search results list is displayed to the right of the workspace (docked) or if
the search results are displayed in the Thumbnail View, click the Sort option at
the top of the search results list and select one of the following options (depending
on how you want to sort the results):

Name (A -7Z)
Name (Z — A)
Asset Type
Locale

Modified (Newest First)
Modified (Oldest First)

Your search results are listed in the order you specify.

Navigating Through Your Search Results

The search results list displays 100 assets per page of results. To easily navigate through
the results of your search, you can:

* Limit the number of search results that are displayed in the list. At the bottom of the
search results list, click All to display all search results in the list at the same time.

A0 | 25 | 50 | 100 | Al

* Go to the next page of search results by clicking the Next Page icon at the bottom of
the search results list.

1 2 3 4 S( k)

* Go back to the previous page of search results by clicking the Previous Page icon at
the bottom of the search results list.

1 2 3 4 5 pr »
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Skip to the last page of search results by clicking the Last Page icon at the bottom of
the search results list.

I**N'I2345»@

Skip to the first page of search results by clicking the First Page icon at the bottom of
the search results list.

@.112345».»1

Go to a specific page of results by selecting the desired page number, located at the
bottom of the search results list.

b a4 2 3 4 5Ore M

Saving Your Search Criteria (Creating SmartLists)

WebCenter Sites provides the SmartList feature which allows you to save the search
criteria you used to conduct a given search. All SmartLists you create are accessible from
the “SmartLists” section of your dashboard (Home tab). A SmartList can either be made
public (shared with users assigned certain roles) or kept private (accessible only to the user
who created it) depending on how the SmartList is saved.

To create a SmartList

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

In the Search field, enter the criteria you wish to search for. To conduct an advanced
search, see “Conducting an Advanced Search,” on page 133

Click the magnifying glass (a) button. If you are conducting an advanced search,
click Run Advanced Search.

The search results list is displayed either in a tab named “Search” or docked to the
right of your workspace.

Make sure the search results list is displayed in the “Search” tab. If the search results
list is docked, click Undock.

Click (Create SmartList).
The following dialog is displayed:

Create SmartList

EI €D

o Save = Cancel

a. Inthe “Enter Name” field, enter a name to uniquely identify the SmartList you are
creating.

b. If you want to share this SmartList with other WebCenter Sites users:
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1) Click Share.

Create SmartList
Sking Articles

Share with these roles {18) Selected

AdvancedUser

Analytics

Approver
Artworkauthor
ArtworkEditor

ContentAuthor

CantentEditor

2) In the “Available” list box, select the roles with which you wish to share this
SmartList and move them to the “Selected” list box.

c. Click Save.

The SmartList is displayed in the “Smart Lists” section of your dashboard (Home
tab). If you shared the SmartList, any users with the roles you specified will also
see the SmartList in their dashboards.

w

4 Bookmarks (0) #+ 0 ] Assignments (0)

J=| smartists (2) 4 @ | 2 chedouts (o)

lame “ Share Status.
Sking Aricles public
Sking Images private

[ e petete smarie

6. If you want to conduct a search using the same search criteria you specified when you
created the SmartList:

a. Access the dashboard by clicking the Home (JEH) tab.

b. In the “SmartLists” section of the dashboard, select the SmartList containing the
criteria for which you wish to search.

The “Search” tab opens displaying up-to-date results matching the saved search
criteria.
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Conducting an Advanced Search

Advanced searches enable you to search for assets by creation date, start and end date,
locale, unique identifier, name, description, author, and type — or any combination of these
items.

To perform an advanced search for an asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. In the Search field, select the down-arrow and then click Advanced Search.
The “Search” tab displays the “Advanced Search” screen.

+

Advanced Search

Find content that contains

Any of these words n

And meets the following conditions
Name
Description
d
Locale Ay
Author Any
Maodified Ay

Asset Type Any

3. Inthe “Advanced Search” screen, specify criteria in as many of the fields that follow
as you need to narrow your search:

a. Inthe “Find content that contains” section, specify how to match search
conditions:

1) In the text box, enter words or phrases for which to search. The same options
described in “Search Guidelines,” on page 126, may be used in this field.

2) Specify conditions that the results of the search must match:

- To have your search results match all the search criteria you specify, select
All of these words from the drop-down list.

- To have your search results match any one of the search criteria you
specify, select Any of these words from the drop-down list.

b. In the “And meets the following conditions” section, specify any other criteria
that the results of the search must meet:

- Search for assets whose names contain criteria specified in the Name field.
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- Search for assets whose descriptions contain criteria specified in the
Description field.

- Search for assets whose unique identifiers contain criteria specified in the Id
field.

- Ifyour company tracks multilingual content using Locales, you can limit your
search to assets in a selected location by choosing an option from the Locale
drop-down list. For more information about managing multilingual content
and about the Locale field, see “Working with Multilingual Assets,” on
page 201.

- Search for assets created by a specific user by selecting the name of the
desired content provider from the Author drop-down list.

- Search for a range of time in which assets were created by selecting a time
from the Modified field. If you select Custom Range, enter the date you
want to search from and to in the “From” and “To” fields.

- Search only assets of a particular type by selecting an item from the
Asset Type drop down list. You may see one or both of the following fields
depending on the configurations made to the Lucene search engine by your
site administrator:

- Ifthe asset type you chose has multiple subtypes associated with it, narrow
your asset type search to a specific subtype, by specifying a subtype in the
Asset Subtype field.

- Ifthe site administrator configured the Asset Type Search and Attributes
for Asset Type Index search in the WebCenter Sites Admin interface,
you will see the “Enter search keyword for asset attributes” section. Limit
a search to specific attributes of an asset type by selecting the attribute
from the drop-down menu and clicking Add.

Note

For information about configuring search features in the
WebCenter Sites Admin interface, see the Oracle WebCenter Sites
Administrator s Guide.

4. Click Run Advanced Search to conduct a search using the criteria you specified. To
reset the fields in the “Advanced Search” screen, click Reset.
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Organizing Assets

WebCenter Sites allows you to keep track of your workload with the My Work tree
(located in the navigation pane). The My Work tree contains the Bookmarks and History
nodes, as follows:

= | Boockmarks
2= Howv to Dress in Layers
21 Grip Waxing Your Cross-Country Skis
8 ki Boots
5| Sun and Ski
™ Red Ski Lodge
2| Family Ski vacation
| Ski Gloves and Goggles
Skiing
21 Alexandra Smith Extends World Cup L
»2a Skiing articles
221 25 Nevada Resorts Serving Snow
=) |l History
Home
221 Snow Horze Adds MNevy Beginner Tert
7| Ski Boats
221 28 Nevada Rezorts Serving Snow

£ >
Site Tree

Content Tree

* Bookmarks — returns a list of assets that you have bookmarked. Bookmarked assets
are also listed in the “Bookmarks” section of the dashboard (located in the Home tab).
For instructions about bookmarking assets, see “Bookmarking Assets,” on page 136.

e History — returns a list of assets you have worked on during the current session in the
current site. This list is cleared every time you log out of WebCenter Sites.

You cannot create, modify, or delete the nodes in the My Work tree. However, you can
control which assets are added to the Bookmarks node. By adding assets to the
Bookmarks node, you create a personalized list of assets that you can easily retrieve in
the future. You can add and delete assets from the Bookmarks node at any time. On the
other hand, the History node keeps track of the assets you work with in the current
session. This allows you to refer back to these assets at any time during your session.
When you expand a node (Bookmarks or History), the assets contained within that node
are listed underneath. An asset can be included in both tree nodes at the same time.

Note

The My Work tree is used only for managing and organizing your work. You cannot
use the My Work tree to group assets for delivery purposes.
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Bookmarking Assets

Bookmarking allows you to add select assets to the Bookmarks node in the My Work
tree, which makes those assets easy to retrieve at a later time. Bookmarked assets are also
listed in the “Bookmarks” section of your dashboard (located in the Home tab). You can
bookmark an asset you are currently working with and bookmark multiple assets included
in a search results list.

To bookmark assets

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Perform a search, as described in “Finding Assets,” on page 126.

If the search results list is docked to the right of the workspace, click Undock to
display the search results list in the “Search” tab.

Bookmark the desired asset(s). Do one of the following:
- To inspect the asset’s content before you bookmark it:
a) In the search results list, navigate to and click the name of the desired asset.

A tab opens displaying the asset’s Inspect view in either Form Mode or Web
Mode.

b) In the menu bar, select Content > Bookmark.

- To bookmark multiple assets directly in a search results list:
a) In the search results list, select (Ctrl+ click) the assets you want to bookmark.
b) In the “Search” tab’s toolbar, click the Bookmark (| 4 ) icon.

A message is displayed stating the number of bookmarks that were created.
WebCenter Sites adds the selected asset(s) to the Bookmarks node (in the My Work
tree) and the “Bookmarks” section of the dashboard (located in the Home tab).

Verify that the assets you selected have been added to the list of bookmarked assets.
For instructions, see “Accessing Bookmarked Assets,” on page 137.
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Accessing Bookmarked Assets

Bookmarked assets can be accessed in the following ways:

From the “Bookmarks” section of the dashboard (in the Home tab).

From the My Work tree under the Bookmarks node.

To access bookmarked assets from the dashboard

1.

3.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

In the Home () tab, navigate to the “Bookmarks” section of the dashboard.

137

Ferr Y o

42 Bookmarks (8) #+ Q ] Assignments (0} o
Asset llame Asset Type Crested Date

Colel $nap Back anthe Scene Adicle 032712012 10:00:18
Cross-Caurtry Sk Clothing Articie 0307 201210:00:18
Aricie 03R7201210:00:18
Artizie 0307012100018
inage 0302712012 10:00:13
Inage 03027 201210:00:18
Image 03071201210:00:19

W= SmartLists (2) 4 Q -, Checkauts (0) 123

Hame Share Status
Sking Aricles puic

Sking mages private

[ e oetete smarie

In the “Bookmarks” section of the dashboard, navigate to and click the name of the
desired asset.

A tab opens displaying the Inspect view of the asset in either Form Mode or
Web Mode.

To access bookmarked assets from the ‘My Work’ tree

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

In the navigation pane, click the My Work bar.

In the My Work tree, expand the Bookmarks node by clicking the plus-sign next to
it.

A list of bookmarked assets is displayed underneath the Bookmarks node.
Navigate to and double-click the desired asset.

A tab opens displaying the Inspect view of the asset in either Form Mode or Web
Mode.
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Unbookmarking Assets

If you no longer want an asset to be bookmarked, you can remove the asset from the
bookmarked assets list. When you unbookmark an asset, the asset is removed from the
Bookmarks node in the My Work tree and from the “Bookmarks” section of your
dashboard.

To unbookmark assets from the ‘My Work’ tree

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

In the navigation pane, if the My Work tree is collapsed, expand it by clicking the
My Work bar.

In the My Work tree, expand the Bookmarks node by clicking the plus-sign.

A list of bookmarked assets is displayed underneath the Bookmarks node.

In the list of bookmarked assets, double-click the asset you wish to unbookmark.

A tab opens displaying the asset’s Inspect view in either Form Mode or Web Mode.
In the menu bar, select Content > Unbookmark.

A message is displayed under the asset’s toolbar stating that the bookmark was
successfully removed. WebCenter Sites removes the asset from the Bookmarks node
in the My Work tree and from the “Bookmarks” section of the dashboard (in the
Home tab).

To unbookmark assets from the dashboard

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Access the dashboard by clicking the Home (n) tab.

Navigate to the “Bookmarks” section of the dashboard.
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Coi Snap Back onhe Scens At 037012100019

Cross-Courtry Ski Clothing Adicle 03272012 10:00:18
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In the list of bookmarked assets, select the row containing the asset you wish to
remove from the list of bookmarked assets.

Click Delete Bookmark.

A pop-up window opens displaying the following message:

This will delete the bookmark, Would you like to continue?

Click Yes.

WebCenter Sites removes the asset from the “Bookmarks” section of the dashboard
and from the Bookmarks node in the My Work tree.

Accessing Assets from the ‘History’ Node

The History node, in the My Work tree, keeps track of all the assets you have worked
with in the current session, which allows you to quickly refer back to those assets during
the session.

Note

Assets cannot be manually removed from the History node. Instead, the list of
assets contained within the History node is cleared every time you log out of
WebCenter Sites.

To access assets from the History node

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

In the navigation pane, click the My Work bar.
In the My Work tree, expand the History node by clicking the plus-sign.
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Organizing Assets

4. In the History node, navigate to and double-click the desired asset.

[+ u__. Bookmarks
=) |l History

i ] Snow Horse Adds News Beginner Ter |
- [ ki Boots
£ 25 Mevada Resorts Serving Snow
b [ sking articles

Site Tree

Content Tree

A tab opens displaying the Inspect view of the asset in either Form Mode or
Web Mode.
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Chapter 7
Previewing Assets

This chapter describes how to use the Preview function to preview assets as they will be
displayed on the website once they are published. Since websites change from moment to
moment and day to day, WebCenter Sites offers the Future Preview feature.

Future Preview enables you to view site assets as they will be displayed on the website at

any particular moment in the future. This chapter is illustrated with examples from the
FirstSite II sample site.

This chapter contains the following sections:
*  Overview
* How Do I Preview Assets?

* Previewing Future Sites
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Overview

Overview

The Contributor interface allows you to preview how an asset will be displayed on the
website once it is published (as shown in Figure 16). When you preview an asset, you
cannot modify its content. However, you can choose to preview how the asset would look
if it were rendered by a different template or wrapper.

Figure 16: Preview of the FirstSite Il sample site’s FSIIAbout asset

Name of the current preview
template. Click the icon to
change the template with which
you are previewing the asset

Preview the asset as it will

—Go back to the Inspect or
appear on a specific date

Edit view of the asset in
either Form Mode or Web
Mode

FSIIAbout x

> G ‘ H Current Template: FSIILayout 1 Site preview on: 32612 10043 AM "

FIRST
SITE

=

shopping Cart

B iccment About FirstSitell

FirstSite Provides the Tools and Techniques for a Fast and Cost-Effective Implementation

By: Barton P. Fooman

lt's & fact Many contert management projects are expensive to implement, disruptive to the organization, anc
prone to failure. vt Cracle WebCerter Stes has been deployed successtully st over 450 customers for a
wide range of solutions: corporate Web sites, product marketing sites, partner extranets, and employee
intranets to name & few. T hela immunize customers from potentisl problems, Oracle offers FirstSite, which
leverages the experience and best practices of owr many successful customers. FirstSite is & quick-start
program thet includes & collection of standard templates and ste components that are common to most sites,
combined with documertstion, training, & rich developer community | and & best practices methodology
FirstSite helps ensure that your site is implemented the right way, right sy,

Copyright (2 2012, Oracle andéor it atfiliates. Al rights reserved.
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While previewing an asset, you can choose to preview how the asset will look on the
website at a future date. This feature is called Future Preview and is discussed later in this
chapter. Future preview combines the use of start and end dates (also discussed later in this
chapter) with the preview feature to show how an asset will be displayed on the website at
a given time and date in the future.
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How Do | Preview Assets?

Previewing an asset renders the asset as it would be displayed on the website if it were
published. To preview an asset, the following conditions must be satisfied:

* You must have the appropriate permissions.
* The asset must have a template assigned to it.
You can preview an asset in several ways. For example:

e Use the Search field in the Contributor interface to find the desired asset. You can

either open the asset and then preview it or preview the asset directly from the search
results list.

* Drill down the Site Tree or My Work tree in the navigation pane. You can either
right-click the desired asset and preview it directly from the tree or open the desired
asset in its Inspect or Edit view and then preview it.

* Drill down the Content Tree and double-click the parent asset associated with the
asset you wish to preview. In the “Browse” tab that lists the assets associated with the
selected parent asset, navigate to and preview the desired asset.

* Preview an asset you are currently working with.

Note

This chapter shows you how to preview an asset by using the Search field in the
WebCenter Sites Contributor interface.

To preview an asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset you want to preview. Do the following:

a. Inthe Search field, enter search criteria identifying the asset and click the
magnifying glass ({gJ) button.

For more information about searching for assets, see “Finding Assets,” on
page 126.

b. In the list of search results, navigate to and click the desired asset’s name.
A tab opens displaying the asset’s Inspect view in either Form Mode or Web Mode.
3. Preview the asset. In the asset’s toolbar, click the Preview (| i ) icon.
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How Do | Preview Assets?

The tab displays the preview of the asset.

a FSIIAbout x

v Bl current Template: FsmLayout Site preview ons 2/26/12 10:43 AN e s

FIRST
SITE

[=SET

About FirstSitell

Advertisement

FirstSite Provides the Tools and Techniques for a Fast and Cost-Effective Implementation

By: Banten F. Fooman

IS & fact: Many CoMtet management projects sre sxpensive to implemert, tisruptive to the organization, and
prane to failure. et Oracke WebCerter Sites has been deployed successiully at over 450 customers for a
witle range of soiutions: corporate Web sites, product marketing sites, partner extranets, and employes
Itranets 10 name 3 few. To help immuRize customers fram potential problems, Orscle afters Firstsie, which
leverages the experience and best practices of our many successful customers. FirstSite is & uick-start
program that includes a collection of standard templatess and site companerts that are common to most sites,
combingd with documentation, trairing, & rich ceveloper cOmmUNty, and 5 kest practices methadology.
FirstSte helps ensure that vour site is implemerted the right way, rigt away

Copyright (53 2012, Dracle andior its affiliates . Al rights reserwed
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4. Preview how the asset would look on the website if it were rendered by a different
template.

a. Do one of the following:
- In the asset’s toolbar, click the Preview with Page Layout icon.

- In the menu bar, select View > Preview with Page Layout.

The “Select preview template” dialog box is displayed.

©

Select preview template
Current Template: Page 1 aof 1

FSliDetail FSIILayout FSliLink FSlISummary

b. Select the template with which you wish to preview the asset. (In this example, we
selected the /FSIIDetail template, which renders the content of the asset
without a surrounding layout).

c. Click Apply.

The asset is displayed in the tab as it would be displayed on the website if it were
rendered by the template you selected. For example:

- x

O M corent Template: Fstmasi Site preview on: 3/26/12 1043 AM F7

About FirstSiteIT
FurstSite Provides the Tools and Techniques for a Fast and Cost-Effective Implementation

By: Barton P. Fooman

It's a fact Many content management projects are expensive to implement, disruptive to the erganization, and prone to fallure. Yet Oracle WebCenter
Sites has been deployed successfully at over 450 customers for a wide range of solutions: corporate Web sites, product marketing sites, partner extranets,
and employee intranets to name a few To help immunize customers from potential problems, Oracle offers FirstSite, which leverages the experience and
best practices of cur many successfil customers. FirstSite is a quick-start program that includes a collection of standard templates and site components
that are common to most sites, combined with documentation, training, a rich developer community, and a best practices methodelogy First3ite helps
ensure that your site is implemented the right way, right away
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5. Preview the asset with a different site wrapper. In the menu bar, select View >
Preview with Wrapper > select the wrapper with which you wish to preview the
asset.

The preview of the asset is displayed in the tab with the wrapper you selected.

FSIIAbout x

O M corentTemplate: Fimsyout Site preview on: 3/26/12 10:43 A 7y

About FirstSitell

FirstSite Provides the Tools and Techniques for a Fast and Cost Effective Implementation

By: Barton P. Fooman

it's & fact: Many contert management projects are sxpensive to implement, disruptive 1o the organization, and
oo o ailre. et Oracle WshCanter Sites has hesn teployed successtully st over 450 Customers for a
wide range of salufions: corporate Vweb sites, product marketing sites, pariner extranets, and employes
intranets to name & fev. To helo immunize customers from potertial problems, Oracle offers FirstSite, which
leverages the sxperience and best practices of OUP Many sUCCessil custamers, FirstSi is 4 ouick-start
rogram thist includes & collection of standard templabes and ste components that are common to most stes,
combinedd with documentation, training, & rich developer community, and & best practices methodology
Firstsite felps ensLre that your ste is implementse the rigiht way, right avay
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6. Preview the asset in a new window. In the menu bar, select View > Preview in New
Window.

A new browser window opens displaying the preview of the asset.

) FirstSitell: About FirstSitell - Mozilla Firefox
Fle Edi bMiew History Bookmarks Took  Help

J@Fwsti\tell‘ About FirskSitell | + | <
= [E localhost:a0 ~Content_Cichid irstSitel1%2FFSTIL ayoutier d —FS1] ic C ||| = -
EIRTSE a B
BEHen_ Uz

B tiscment About FirstSitell

FirstSite Provides the Tools and Techniques for a Fast and Cost-Effective Implementation

By Barton P. Fooman

it & fact: Many contert management projects are expensive to implement, disruptive 10 the organization, and
prone to failre. et Cracle WebCenter Sites has besn deployed successtully af over 450 customers for &
weide range of saiutions: corporate Veb sites, product marketing sites, parner extransts, and emplyes
intrenets to name & few. Ta help immunize customers from potertial prablems, Oracle offers FirstSite, which
Ieverages the experience and best practices of our many successful custamers, FirstSite is a quick-start
rogram thit includes & collzction of standard templabes and ste components that are common to most stes,
combined! with documentation, training, & rich developer community, and & best practices methodology
Firstsite helps ensurs that your site is implemented the right way, right away
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Previewing Future Sites

While you are planning upcoming changes to a website, you can assign start and end dates
to an asset. Once start and end dates are assigned, you can preview site assets as they will
be displayed on a site at different times in the future. The feature you use to generate
future versions of the website is known as “Future Preview.”

Start and end dates are a key part of Future Preview, which is an enhanced function of
Site Preview. You can preview how an asset will appear without setting start and end dates
(the regular Site Preview), but by assigning a start and end date range to an asset, you gain
the ability to visualize upcoming changes to the website. Once you assign a start and/or
end date to an asset, you can see how the asset will change over time by selecting dates
from the date picker on an asset’s toolbar when its preview is displayed.
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Previewing Future Sites

This section contains the following:

* About Start and End Dates

* About Future Preview

* Impact of Start and End Dates on Future Preview

* Assigning Start and End Dates

* Previewing a Site as It Will Appear at a Future Time

* Approval for Publishing

About Start and End Dates

Start and end dates are optional field values you can assign to assets. This date range
indicates when assets will appear on a website, should they be published. Fill in these
dates when you are working with an asset in Form Mode (located on the Metadata tab).

Start and end dates affect the function of Future Preview, as discussed in this chapter.

Start and end dates also appear in the “Advanced Search” options, giving you the ability to
search for assets based on the date range in which they will appear on the website.

About Future Preview

Future Preview is a tool for visualizing your website as you strategize upcoming content
changes. With Future Preview, you can preview an asset’s web page as it will appear at
any selected moment in the future. By generating possible versions of a web page, you can
more easily decide what to publish and when.

With Future Preview, you can select any particular date in the future and see what all the
changes you and other content contributors are making will look like on the website at that
time. WebCenter Sites uses the assigned start and end dates to determine whether to
display the preview of the asset. The asset’s preview is displayed only when the selected
date falls within the asset’s start/end date range.

Note
To preview an asset as it will appear at future dates:

e Start and end dates must be assigned in the Metadata section of an asset’s
content entry form (in Form Mode).

* The template for the page in which the asset appears must contain the
asset:filterassetsbydate tag. See your site administrator for further
information.

Impact of Start and End Dates on Future Preview

You will need to consider the following factors when assigning start and end dates:

* The start and end date range are the times you expect the asset to be displayed on the
website.

Once you set a start and end date range, you can use Future Preview to compare how
the page on which the asset appears will look on dates before, during, and after the
date range.
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When you first preview an asset, you see its web page as it would appear on the asset’s
start date. If no start date is assigned, the current date is used for preview.

Choose a future date from the date picker in the asset’s toolbar to view how the page
will appear at the selected time. When you select a date that falls during the asset’s
start and end date range, the preview shows how the asset’s web page will look during
the period the asset is visible on the website. Conversely, if you choose a date that falls
outside that date range, you see the asset’s web page as it will appear before the item is
published or after the item is no longer visible on the page.

Note

The publication date of the asset does not affect when and how long the asset
displays on the website; this is controlled by the start and end dates.

Neither the start nor end date is a required field:

- An asset without both start and end dates is always displayed in the Site Preview,
regardless of the date with which you choose to preview it.

- An asset with an explicitly set start and end date is displayed conditionally; that is:

- If the asset has both a start and an end date, it is displayed only when the
specific date range is selected.

- Ifthe asset has only a start date, the asset is displayed on all dates including
and after the start date. (It never expires.)

- Ifthe asset has only an end date, the asset is displayed on all dates up to and
including the end date.

Assigning Start and End Dates

Start and end dates are optional fields you can assign to assets. This date range indicates
when assets will be displayed on the website and how those assets will be displayed at any
given time.

To assign a date range to an asset

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find the asset to which you are assigning a start and/or end date. Do one of the
following:

- In the Search field, enter search criteria identifying the asset and click the
magnifying glass ({gJ) button.

- If you are modifying an asset that has previously been assigned a start and/or end
date, you can search by the previously assigned dates using the “Advanced
Search” function. For more information about Advanced Search, see “Conducting
an Advanced Search,” on page 133.

- If you previously bookmarked the asset, expand the Bookmarks node in the
My Work tree in the navigation pane. (If the My Work tree is collapsed, expand
it by clicking the My Work bar.)

For more information on finding assets, see Chapter 6, “Finding and Organizing

99 99

Assets”.
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3. Edit the asset in Form Mode.

a. In the list of assets, navigate to the desired asset, right-click it, and select Edit
from the context menu.

The tab displays the asset’s Edit view in either Form Mode or Web Mode.

b. If the asset opens in Web Mode, switch to Form Mode by clicking the Mode
switch in the asset’s toolbar.

In the asset’s form section selector, select Metadata.

In the asset’s Metadata section, set the asset’s start and/or end date and (optionally)
time.

In the “Start Date” and/or “End Date” fields, select the date and time from the date
picker by clicking the Pick a date (1) icon next to the field.

Content Marketing Metadata

Article: FSI11About

Description: About FirstSitell

1D

Filename:

Path:

Start Date:

End Date:
P . ¥ N L N R

Note

Your administrator may have selected default start and end dates for this asset
type. You can change the settings if you wish.

For more information about using the date picker, see “Working with the Date Picker,”
on page 83.

In the asset’s toolbar, click the Save (| @ ) icon to update the asset.

To preview the asset as it will appear at a future time, see “Previewing a Site as It Will
Appear at a Future Time,” on page 149.
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Previewing a Site as It Will Appear at a Future Time

When assets have been assigned start and/or end dates, you can preview assets and the
pages on which those assets are displayed as they will appear at future times of your
choice.

Note

To preview an asset as it will appear at future dates:

Start and end dates must be assigned in the Metadata section of an asset’s
content entry form.

The template for the page in which the asset appears must contain the
asset:filterassetsbydate tag. See your site administrator for further
information.

To preview a site as it will appear at a future time

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find an asset to which you have assigned a start and/or end date. Do one of the
following:

- In the Search field, enter search criteria identifying the asset and click the
magnifying glass ({fgJ) button.

- To search for assets by their start and/or end dates, use the “Advanced Search”
function. For more information about Advanced Search, see “Conducting an
Advanced Search,” on page 133.

- Ifyou have previously bookmarked the asset, expand the Bookmarks node in the
My Work tree in the navigation pane. (If the My Work tree is collapsed, expand
it by clicking the My Work bar.)

For more information about finding assets, see Chapter 6, “Finding and Organizing
Assets.”

In the list of assets, click the name of the desired asset.

A tab opens displaying the Inspect view of the asset in either Form Mode or Web
Mode.

Preview the asset. In the asset’s toolbar, click the Preview (| M ) icon.

The tab displays the preview of the asset as it appears (or would appear) on the
website on the current date.

Oracle WebCenter Sites User’s Guide

149



Chapter 7. Previewing Assets
i 9 150

Previewing Future Sites

5. Preview the asset as it will appear on a future date:

a. Inthe asset’s toolbar, click the date link in the “Site preview on:” section to render
the date picker.

FsIIAbout Bedich

o Bl current Template: FemLayout Site praviaw on: 3,26/12 10:49 &1 9

FIRST
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program that includes & collection of standard templates and site componerts that are common to most sites,
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FirstSite helps ensure that your site is implemerted the right wary, right suay

Innovative
Hi-Def Projection TV

Copyright (2) 3012, Dracie andiar ts affiliates. Al fghts rasenved

“alidate:

©

b. In the date picker, select the desired date and time. For instructions on using the
date picker, see “Working with the Date Picker,” on page 83.
The preview displays the asset’s web page as it will appear on the selected date.

For example, if you preview the “FSIIAbout” asset’s web page on a date in
October 2012, the following screen is displayed:

( Search Find Content

FSIIAbout x

0 Ml current Template: jFsiLayout Site preview on: 10/11/12 11:23 M s )

Rochet Electronics Articles  Products

TARGALINE ~ Sorama  Crawmac onsdag

T Get 3FREE "
- .'di Movies with ﬁ ey ! 8.@ @
i purchase of

* $300 or morel Cameras DVDs Mobile Video TVs

About FirstSitell

FirstSite Provides the Tools and Techniques for a Fast and Cost-Effective Implementation

By: Barton P. Faoman

fts & fact: Many cortert managemert projects sre sxpensive ta implement, disruptive o the organization, and
prone to feilure. et Oracle WebCenter Stes has been deployed successfully ot over 450 customers for & wide
range of soiutions: corporate Ve stes, product marketing sites, partner exdranets, and smployee intransts to
iz & few, To el IMMUNIZE CUStomers from potertial prakisms, Oracle offers Firstaite, which leverages the
experience and best practices of aur many successful customers. FirstSite is & quick-start program that includes
& callection of standard templstes and site components that are comman to most sites, combined veth
ciocumErtstion, rairing, & rich developer COmMUNty, and & best practices methadology. Firstste helps snsure that
wour site is implemerted the right way, right avay

Copryright (o) 2012, Oracle anddor its affliates. Al rights resenved

“alidate: shiml s

Oracle WebCenter Sites User’s Guide



Chapter 7. Previewing Assets
P 9 151

Previewing Future Sites

If you preview the same asset on a date in December 2012, the following screen is
displayed:

& M current Template: jromiayout Site preview on: 12/12/12 1129 AM )

Holiday Savings

Save up to 30% off your favorite flat screens
December 1st through December 26th

Get 3 FREE

4 moesvin I - J— ore -
purchase of
$300 or morel Cameras DVDs Mobile Video TVs

syntolux  TAMAINE Sorama Claswomar  onsdag

About FirstSitell

FirstSite Provides the Tools and Techniques for a Fast and Cost-Effective Implementation

By: Barton P. Faoman

it's & fact: Many content management projects are expensive to implemert, disruptive 10 the organization, and
prone to failure. et Oracle WebCenter Sttes has been deployed suscesstully ot over 430 customers for & wide
range of soiutions: corporate Weh sites, product marketing sites, partner extranets, and employes intranets to
i & few. To help immunize customers from potential probiems, Gracle offers FirstSite, which leverages the
experiznce and best practices of our many successful customers. FirstSite i & uick-start program that inchudes
& callection of standard templetes and site components thet are camman to mast stes, combined with
documertation, training, a rich developer commurity, and & best practices methadology. FirstSite helps ensure that
wour site is implemented the riaht vy, rioht avay
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Approval for Publishing

Before an asset is published to a website, you must approve the asset and all of its
dependents for publishing. This process ensures that all the assets published at the same
time are up to date prior to publishing.

The start date that you set does not necessarily have to be the date on which the item gets
published. However, the asset will not display on the website until its start date. This is
true for all the dependent assets that you are approving as well.

If you publish an asset after its end date, the asset will be published to its destination;
however, the asset will not appear on the website (the asset has expired).

Note

For assets to be viewable on the website only during the defined start/end date range,
developers must include the asset: filterassetsbydate tag in the template of
the page that displays the asset. See your site administrator for further information
about the tag.

For more information on Approving Assets, see “Approval for Publishing,” on page 213.
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Chapter 8
Associating Assets

WebCenter Sites allows users to place and unplace pages and associate assets with one

another. This chapter uses the avisports sample site to show you how to associate assets
when you are working in the Contributor interface.

This chapter contains the following sections:
*  Working with Asset Associations

* Parent-Child Relationships

*  Working with Grouped Assets
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Working with Asset Associations

Some asset Create and Edit views include fields (Form Mode) or slots (Web Mode) where
you link another asset to the one in which you are working. These types of fields are called
“associations.” Figure 17 shows an “Article” asset (from the avisports sample site),
displayed in Form Mode and Web Mode, which is associated with five other “Article”
assets.

Figure 17: Association field displayed in Form Mode and Web Mode

Article asset displayed in Form Mode Article asset displayed in Web Mode

bs

Bl  » | anvi @ B s |  Bmnva | =

Content Marketing Metadata
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The opening signiies that every Nevada ski and snowboard resart s open for the snowfall, in addition to the past weekend's storm cycle, has created wonderful condiions for
season. 4 fresh blanket of snow during the past 24 hours added three to ten inches to sking and snowboarding in Nevada

resort snow totals. This snowfal, in adtion to the past weskend's stom cycle, has

Forecasts callfor sunny and sensational ski conditions over the weekend with an additional
chance of snowfall occurring early next week

rested wonderful condtions for sking and snowboarding in Nevada,

Forecasts cal for sunny and sensational ski conitions aver the weekend vith an For a list of fantastic vacation deals availahle at Nevada resorts and ladging properties visit
aditional chance of snawfal occurting early next week. it fwww.nevadaskivacationdeals.com
Related Links
For alist of fantastic vacation deals avalable at Nevada resorts and lodging properties Those who have missed the recent powder conditions at Nevada's resarts can still indulge with
it httpsfwww nevadaskivacationdedls.com, videos located at: hitp:fwwiw videosofnevadaskiingvacations.com
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In Form Mode, the assets associated with the In Web Mode, the assets associated with the
Article asset are listed in a field. Article asset are displayed in slots.

An association field can be used to create relationships between assets. When you
associate one asset with another asset you define a dependency between those assets.
When one asset is dependent on another, both assets must be published together.

For example, suppose an asset of type “Article” has an association field that accepts an
“Image” asset. In this case, you might associate an article about baseball with a picture of
a baseball field. By associating the “Image” asset with the “Article” asset, you are
indicating which image appropriately illustrates the article text. The “Article” asset and its
associated “Image” asset are now dependent on one another. If you publish the “Article”
asset, you must also publish the “Image” asset.
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Which assets can be associated is determined by the data model. How associations will be
presented on the website is determined by content rendering templates. For example, a
template can either display an associated asset or render it as a link.

Types of Associations
An association field allows you to do one of the following, depending on how it is set up:

* Single-valued association field allows you to associate a single asset with the asset
you are working with. For example, in the avisports sample site, assets of type
“Article” contain a single-valued association field you can use to pair an “Article”
asset with a single “Image” asset.

* Mulit-valued association fields allow you to associate multiple assets with the asset
you are working with. For example, in the avisports sample site, assets of type
“Article” contain two multi-valued association fields that allow you to associate
several different assets of type “Article” with the “Article” asset you are working
with.

Depending on your site design, an association field may be restricted to accept either a
specific type and/or sub-type of asset or it may be unrestricted, accepting different types of
assets.
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Associating Assets

This procedure uses the avisports sample site to show you how to associate one or more
assets with another asset using either Form Mode or Web Mode. In Form Mode, an
association field is displayed as a drag and drop field in a content entry form. In Web
Mode, association fields are represented by slots that are displayed on the web page view
of the asset with which you are working. This procedure covers both single and multi-
valued associations.

To associate an asset with another asset

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Do one of the following:
- Begin creating an asset:

- For instructions on creating assets in Form Mode, see “Creating a New Asset
in Form Mode,” on page 64.

- For instructions on creating assets in Web Mode, see “Creating a New Asset
in Web Mode,” on page 90.

- Open an existing asset for editing:

- For instructions on editing assets in Form Mode, see “Editing Assets in Form
Mode,” on page 75.

- For instructions on editing assets in Web Mode, see “Editing Assets in Web
Mode,” on page 99.

A tab opens displaying the asset’s Create or Edit view in either Form Mode or Web
Mode. (In this example, we open the 25 Nevada Resorts Serving Snow “Article”
asset.)

3. Find the asset(s) you wish to associate:

a. In the Search field, enter the desired search criteria.

b. Ifthe association field accepts only assets of a specific type, limit your search to
the required asset type by clicking the down-arrow in the Search field and
selecting the name of the asset type.

c. Click the magnifying glass ({gJ) button.

The search results list is docked to the right of the asset with which you are
working. Below shows the Edit view of the 25 Nevada Resorts Serving Snow
“Article” asset in Form Mode and Web Mode with the search results list docked to
the right of the asset.
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In the Create or Edit view of an asset in Form Mode, you will see association
fields that accepts a single asset and/or multiple assets:

Multi-valued
association fields
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4. Associate the desired asset(s) with the asset you are working with:

a. In the list of assets (docked to the right of the asset you are working with), click
the name of the desired asset and drag the asset to the association field (Form
Mode) or slot (Web Mode).

b. Drop the asset into the association field (or slot) by releasing the mouse button.

c. Ifyou are working with a multi-valued association, repeat steps a — b until you
have associated all of the desired assets with the asset you are working with.

The selected assets are added to the association field.

5. (Optional) If you are working with a multi-valued association and have associated two
or more assets, arrange the associated assets as follows:

Note

The order in which the assets appear in the list (Form Mode) or in the slots (Web
Mode), is the order they will display on the website.

- Ifyou are working in Form Mode, move an asset up or down in the list by
clicking the name of the desired asset and dragging and dropping it into the
appropriate position in the field.

- Ifyou are working in Web Mode, move an asset to a different slot. Do the
following:

1) Click in the multi-valued slot.

The slot’s toolbar is displayed.
2) In the slot’s toolbar, click the Manage (E) icon.
The following dialog box is displayed:

3) Click the name of the desired asset and move it either up or down in the list.
4) Click Save.

When you are finished, click the Save (| 8 ) icon in the asset’s toolbar.

To inspect the asset, click the Inspect (| # ) icon in the asset’s toolbar.

The tab displays the asset in its Inspect view. You cannot modify the asset in its
Inspect view.
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Disassociating Assets
To disassociate an asset from another asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset from which you want to disassociate one or more assets:

a. Inthe Search field, enter search criteria identifying the asset and click the
magnifying glass ([gJ) button.

A “Search” tab opens displaying the results of your search.

For more information on finding assets, see “Finding and Organizing Assets,” on
page 125.

b. In the list of search results, navigate to the desired asset, right-click the asset’s
name and select Edit from the right-click menu.

A tab opens displaying the Edit view of the asset in either Form Mode or Web
Mode.

3. Remove the desired asset from the list of associated assets:

- If you are working in Form Mode, navigate to the field representing the asset’s
associations and click the Delete (X) button next to each asset you want to
disassociate.

- If you are working in Web Mode:

- If you wish to remove an asset from a slot representing a single-valued
association, click the slot containing the asset you wish to disassociate. In the
slot’s toolbar, click the X button.

- If you wish to remove an asset from a slot representing a multi-valued
association, do the following:

1) Click in the multi-valued slot.
The slot’s toolbar is displayed.

2) In the slot’s toolbar, click the Manage (E) icon.
The following dialog box is displayed:

s Unite

d Cup Lead

Q Save g Cancel

3) Click the X next to the asset you wish to remove.
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4) Click Save.
WebCenter Sites removes the asset(s) from the association field.
When you are finished, click the Save (| 8 ) icon in the asset’s toolbar.
5. To inspect the asset, click the Inspect (| ,o ) icon in the asset’s toolbar.

The tab displays the Inspect view of the asset. You cannot modify the asset in its
Inspect view.
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Parent-Child Relationships

When you designate an asset as a parent of another asset, you are creating a hierarchical

relationship between the two assets. An asset that is linked to a parent is called a “child”
asset.

A child asset inherits attribute values from its parent. This means that once a child asset is
linked to a parent asset, it inherits the parent’s attributes and values and retains the
attributes it already has. If the parent and the child share the same multi-valued attribute,
the child inherits the parent asset’s values and retains its original values. If the parent and

child share the same single-valued attribute, the child retains the attribute’s current value
and does not inherit the value of the parent.

Parent-child relationships are shown in the Content Tree. Parent-child relationships are
taken into account during approval for publishing so that no broken links result on the

published site. More information on approval for publishing can be found in “Approval
for Publishing,” on page 213.
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An asset can have more than one parent. When assigned multiple parents, the asset

appears in multiple places in the Content Tree, as a child of every parent to which it is
linked.

To designate a parent asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Do one of the following:
- Begin creating an asset:

- For instructions on creating assets in Form Mode, see “Creating a New Asset
in Form Mode,” on page 64.

- For instructions on creating assets in Web Mode, see “Creating a New Asset
in Web Mode,” on page 90.

- Open an existing asset for editing:

- For instructions on editing assets in Form Mode, see “Editing Assets in Form
Mode,” on page 75.

- For instructions on editing assets in Web Mode, see “Editing Assets in Web
Mode,” on page 99.

A tab opens displaying the asset’s Create or Edit view in either Form Mode or Web
Mode.

3. Inthe asset’s Create or Edit view, locate the association field in which you will
designate a parent asset.

Note

If you are working in Web Mode, the association field may be displayed as a
slot. If you do not see a slot that accepts a parent asset, stop here. The layout
(template) assigned to the asset is not coded to display this type of field. To
assign the asset to a parent, you will have to switch to Form Mode by clicking
the Mode switch in the asset’s toolbar.

4. Find the parent asset you wish to designate as the parent of the asset with which you
are working.

- Select the parent asset to associate from a search results list:
a) Inthe Search field, enter criteria that describes the desired parent asset.

b) (Optional) Limit your search to a specific asset type (for example, only assets
of type “Article Category”) by clicking the down-arrow in the Search field
and selecting the name of the desired asset type.

c) Click the magnifying glass ({&J) button.
- Select the parent asset to associate from the Content Tree:
a) In the navigation pane, select the Content Tree bar.

b) In the Content Tree, expand the nodes to expose the parent assets related to
each node.
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5. Designate the parent asset.

Note

The type of field you see depends on the configurations your developers made to
the asset’s definition. In this example, we are designating a parent asset for an
“Article” asset, in the avisports sample site, which displays a drop-down menu.
In the FirstSite II sample site, the field in which you designate a parent asset is a
Drop Zone.

For example, if you are working in Form Mode, use the drop-down menu in the
Category field to select the desired parent asset.

WebCenter Sites associates the asset with the selected parent assets. The name of the
associated parent asset is displayed in the field.

6. When you are finished, click the Save (| & ) icon on the asset’s toolbar.

Working with Grouped Assets

When working with assets, you might want to organize them in groups and place them in a
specific order. If you are a marketer and the “Collection” asset type is enabled for the site
with which you are working, you can create lists of assets related to other assets in some
way based on context, or lists of asset that change based on some variable, such as the
current date, or time of day. You might also want to deliver different groups of assets
depending on the demographic data of your visitors. In such cases, you would use
“Collection” and “Recommendation” assets.

This section contains the following:
*  Working with Collections
* Building a Collection

*  Working with Recommendations

Working with Collections

Suppose you want to choose, rank in order, and deliver sets of content that your visitors
will most likely want to see when viewing your site. For example, you might want to place
five top political news stories, organized in the order of importance, on the home page of
your site every morning. In a case like this, you can build your “Top Five” list of articles
using a “Collection” asset.

A “Collection” asset stores a list of basic assets of a single asset type, organized in a
specific order. The assets you can include in a collection come from the results returned by
one or more queries. You choose the assets you want to include in the collection by
ranking them in the order of your choice in the list of query results. This ranked, ordered
list of assets is the collection.

Typically, site designers or administrators create “Collection” assets and assign the
appropriate queries and templates to them. Your job is to choose the most suitable content
to be included in the collection.
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Keep in mind that once you build your collection, other users with the appropriate
permissions can access the “Collection” assets you worked with and change your asset
rankings within them.

Note

“Collection” assets can store lists of basic assets only. For flex assets, functionality
similar to that of “Collection” assets (and much more) is provided by
“Recommendation” assets (described later in this section).

Building a Collection

A “Collection” asset must already exist in the site you are working with in order for you to
be able to build the desired collection. Your site designer or administrator is usually the
person responsible for creating new “Collection” assets and editing existing ones.

To build a collection

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find the collection you want to build:
a. Inthe Search field, enter search criteria identifying the asset.

b. (Optional) In the Search field, click the down-arrow to render the “Search Type”
drop-down box. Select the “Collection” asset type to limit your search to only
“Collection” assets. If you do not make a selection, WebCenter Sites will search
across all asset types in the current site.

c. Click the magnifying glass (a) button.

A “Search” tab opens displaying the results of your search.

For more information on finding assets, see “Finding and Organizing Assets,” on
page 125.

3. In the list of search results, navigate to the desired “Collection” asset and click its
name.

A tab opens displaying the Inspect view of the “Collection” asset (in either Form
Mode or Web Mode).

4. If the “Collection” asset open in Web Mode, switch to Form Mode by clicking the
Mode switch in the asset’s toolbar.
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5. In the asset’s Inspect view (in Form Mode), click Build Collection, located next to the
name of the Collection asset (as shown below).

Collection: HelloCollectionHello | »» Build Collection C||Ck thIS ||nk to
build the collection

Name:  HelloColectionHelo
Description: 4 callection of articles in the HelloAsset\warld site
Subtype:  Hellodrticle
Template:  HelloCallectionTemplate
Status:  Created
1D: 1028054041825
Keywords:

Query 1: spacejurle (Helloarticle)
survey (Hellodrtiche )
dogs (Helloarticle)
food (HelloArticle )
robots (HelloArtiche )

roswell (Hellorticle)

Associated queries: HelloQuery returns Hellosrticles

Referenced by: ®  Show
Created: Friday, August 2, 2002 11:26:26 AM EDT by Caco

Modified: Fricay, August 2, 2002 2:11:11 PM EDT by Coco

WebCenter Sites runs the query (or queries) in the collection and displays the results,
as shown below:

Build Collection:HelloCollectionHello

Current HelloArticles

Rank Remove Name Description Start Date  End Date
D E dogs story about the DogsFromMars

EJ (] food story about where to eat on planet Earth

EJ E mavies story about movies

’-tl_J (] robots story about robot combat games

rEv_J E roswell story about Roswell, New Mexico

EJ (] spacejunk story about space debris

D E SUrvey survey for first-time visitors to planet Earth -

Query 1: HelloQuery

Rank Name Locale Modified Start Date End Date
Izl cogs i ] 8/2/02 11:18 &M

] food @ 8/2/02 11:19 an

] movies o 8/2/02 11:19 &M

] robots o 8/2/02 11:20 aM

|5 raswrel o 8/2/02 1:56 PM

Iﬁi‘ spacejunk @ 8/2/02 11:20 AM

- surey o 8/2/02 11:21 aM

] new o 3/28/12 3:34 PM
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Rank the assets by entering the appropriate number (up to three digits) in the “Rank”
column of the table. If you want to remove an asset that is included in the top list, in

the “Remove” column, select the checkbox next to the name of the asset you wish to
remove. Deleting an asset’s rank number from the query list will not remove it from

the collection.

Note

When you rank the assets in your collection, do so in an order that is appropriate
to the template element that renders the page. For example, if your collection
contains 50 assets, but the template that renders it is coded to display only five,
only the first five highest-ranked assets in the collection will be displayed on the
page. Consult your site developers if you are unsure about the properties of the
templates you are using.

Click Save Changes.

WebCenter Sites builds the collection and displays the collection in its Inspect view.

Working with Recommendations

“Recommendation” assets allow you to personalize product placements and promotional
offerings that are displayed for each site visitor. Recommendations determine which assets
(products, for example) should be featured or “recommended” on a page, based on
available information about your site visitors (such as age, or last viewed product).

You can personalize the content your visitors view in the following ways:

Create Static List recommendations. These are lists of assets that are displayed
according to demographic criteria such as age, income, or other information in the site
visitor’s profile. (This criteria is defined in a “segment” and associated with a given
static list recommendation.) For example, you can create a list of top dance clubs and
show it only to visitors who specify their age range to be between 18 and 24. For
visitors whose age falls outside this range, you can display another static list
recommendation, for example, a list of top ten beach resorts.

Create Related Items recommendations. Related Items recommendations allow you to
link to each other assets that bear some sort of relation to one another. This way,
whenever a visitor views an asset that is linked to another asset via a Related Items
recommendation, he/she will also see the related asset. You can thus create a “path” or
a “link trail” for your visitors to follow by consecutively linking assets to one another
using a Related Items recommendation.

The goal is to persuade your visitors to view additional content related to the content
they are viewing at a given moment by showing them a teaser for the related content
alongside the main content. Related Items recommendations are thus excellent for
business tactics such as up-selling or cross-selling merchandise.

For example, you can link to one another a number of movies that share a common
theme or genre, such as the Godfather trilogy. You link part I of the trilogy to part II,
and part II to part III using a Related Items recommendation. This way, when a visitor
looks at part I of the trilogy, Sites will also show part II. When the visitor then looks at
part 11, Sites will also show part III. Additionally, you could link parts II and III to
part I so your visitors know they should watch part I first when they view part II or III.
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* Create Dynamic List recommendations. Unlike Static List and Related Items
recommendations, the functionality of Dynamic List recommendations is defined by
customized code written by your developers. Because of that, Dynamic List
recommendations are the most flexible out of the three types of “Recommendation”
assets in terms of fulfilling specific business needs. For example, your developers can
code a Dynamic List recommendation to behave like a Related Items
recommendation, but instead of requiring the related assets be linked manually, the
recommendation can track the movies a visitor has bought in the past and recommend
movies that most closely match his or her past purchases in terms of theme or genre.
In such case, you would simply assign the recommendation to the assets you want to
be included in the recommendation.

The choice regarding the type of recommendations used depends largely on how you or
your site designers want your site to behave. For information about creating
“Recommendation” assets, see Chapter 17, “Creating and Configuring
Recommendations.”
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Chapter 9
Creating a Site’s Navigation

This chapter provides information about creating the navigation for your website by using
the Site Tree in the Contributor interface to place and unplace pages.

Note

WebCenter Sites offers multiple ways to create a website’s navigation. Your site
design determines the way in which your website’s navigation is created. In this
section, we assume that your site design is configured to allow you to create your
website’s navigation using the Site Tree in the WebCenter Sites Contributor
interface. For information about how the navigation for your website is created,
see your site developers.

This chapter contains the following sections:

e  Overview

e Placing and Unplacing Pages
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Overview
Your website’s navigation allows visitors to access the different sections (pages, articles,
and so on) of your site. Your site’s navigation is determined by the placement of the
“Page” assets in the Contributor interface’s Site Tree (located in the navigation pane). The
Site Tree enables you to create a hierarchy for the pages on your site. This means that the
structure of your site’s navigation starts off general and drills down to specific.
For example, if you place a page underneath an already placed page in the Site Tree, the
page you placed becomes a sub-level of the page under which you placed it. When the
pages are published to the website, the page you placed as a sub-level is accessible from
the top-level page’s navigation menu. Figure 18 uses the avisports sample site as an
example to show the dynamic relationship between the placement of pages in the
Contributor interface’s Site Tree and your website’s navigation.
Figure 18: Relationship between the Site Tree and your site’s navigation
Site Tree for the avisports sample site
avisports Site
= f_, Placed Pages
= [ Home [« |
[Tl surfing The top-level Home Page asset in the
Sking Site Tree is the home page for the

avisports website.

Running <

Tennis

Baszehall
[+ f_, Unplaced Pages
The pages placed underneath the
Home page in the Site Tree are
displayed as links in the home (top-
level) page’s navigation menu.

-

Content Tree

€ avisports SLRFING RUNNING TENMIS

My Work

The Slopes Are Ready and
Waiting!
There's no sign of mild weather to slow down the new ski
season. YWith crisp cold temperatures and snow in the
forecast - don't miss out on the fun!

Read More

Tennis Anyone? A Sun and Surf - a summer When gearing up to run - Take me out to the ball
renewed interest is combination that can't be a little stretching goes game! Get your roasted
spreading fast! beat! along way! peanuts ready.

Tennis is guickly becoming the top The vworld's top beaches and resorts are How well are you prepared to pound the A3 the new season approaches, we're
recreational sport amang the baby boomer atfering ample opporunity for you to learm pavement? Wel give you tips on how to keeping you up-to-date on wh's being
set. Neve to the sport? Well look no further how to surf or windsai. Learn the basics: train for a big race, what to wear on your traded, and who's stting out. Learn

for infarmation on how to play and who and meet the pros that reign from coast- 1eet and who 10 watch at this year's technigues on hawy to improve your swing
the top tennis stars are to watch. to-coast. summer Ohympics. or master the art of the knuckball pitch.
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Placing and Unplacing Pages

If you are assigned the appropriate role (configured by your administrator), you can use
the Site Tree to place pages on the website and unplace pages that currently appear on the
site. Placing and unplacing pages enables you to organize your site’s navigation (as shown
in Figure 18). The changes you make through the tree will be applied to the website during
the next publishing session. For more information on “Page” assets, see the WebCenter
Sites Developer s Guide or consult your developers.

Note

The Site Tree requires you to place pages in an ordered hierarchy. Before you
perform the procedures in this section, consult your developers to familiarize
yourself with the structure of your website so that you know where each page
belongs in the site hierarchy.

This section covers the following procedures:
* Placing a Page
* Unplacing a Page

Placing a Page

This section shows you how to place a “Page” asset using the Site Tree. The tree supports
two methods for placing pages:

* Directly under a top-level page as the page’s highest-ordered sub-level.

* At the same level in the hierarchy as another page. The selected page is placed before
or after the other page (depending on the location you choose).

After you place a page, you must approve and publish the page in order to have it
displayed on the website.

To place a page on the website

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. In the navigation pane, click the Site Tree bar.

The pane displays the Site Tree.
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3. Expand the site hierarchy by clicking the plus-sign next to each node in the tree.
Below shows the Site Tree for the avisports sample site.

avisports Site
= u__, Flaced Pages
= Home:

Surfing
Skiing
Running
Tennis
Baseball

# [0 Unplaced Pages

Content Tree

My Work

4. Find the page you want to place and determine its target position in the hierarchy:
a. Find the desired page:

- Ifyou are placing an already placed page, navigate the Placed Pages
hierarchy to find the desired page.

- Ifyou are placing an unplaced page, navigate the Unplaced Pages hierarchy
to find the desired page.

b. Navigate the Placed Pages hierarchy to determine the page’s target position in the
site hierarchy.

5. Place the page by dragging it to its target position in the hierarchy. Do one of the
following:

- To place the page at the same level as another page, drag the selected page under
or above the name of the other page. The selected page will be placed in the list
before or after the other page.

For example, to place the Running Home page asset at the same level as (and
before) the Home page asset, drag the Home Running page above the name of
the Home page, as shown below:

avisports Site

= "—_. Placed Pages

o T The blue line indicates the location the
'tﬁ page will be placed.
Sul - Running Hame
Skiing
Running

Tennis

Running Home
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- To place the page as the highest-ordered sub-level of another page, drag the
selected page over the name of the desired page under which you wish to place it.

For example, to place the Running page as the highest-ordered child of the
Home Running page, drag the Running page over Home Running, as shown
below:

avisports Site
=) | Placed Pages
RU””T%HME When you drag Running over Home Running,
= [ Home Home Running becomes highlighted in grey.
Surfir,
Skiing
e

Tennis

Bazeball
= | Unplaced Pages
Foothall

When you release the page, it appears in the position you have chosen. For example:

avisports Site

=1 |0 Placed Pages

Surfing

Skiing
Tennis
Bazeball
= I Unplaced Pages
Foothall

You must approve the page you placed in order for the website to be updated with
your changes during the next publishing session.

Unplacing a Page

This section shows you how to unplace a “Page” asset — that is, mark it for removal from
the website. After you unplace the page, it will be removed from the website during the
next publishing session.

To unplace a page on the website

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. In the navigation pane, click the Site Tree bar.
The pane displays the Site Tree.

3. Expand the site hierarchy by clicking the plus-sign next to each node.
Navigate the Placed Pages hierarchy to find the page you want to unplace.
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5. Unplace the page by dragging it over the Unplaced Pages node. For example, to
unplace the Home Running page, drag it over Unplaced Pages as shown below:

avisports Site
= u__, Placed Pages
= Running Home
Funning
= Home
Surfing
Skiing
Tennis
Bazeball
= h__, Unpl[gjd Pages
F

When you release the page, it is displayed under the Unplaced Pages node. If the
page you unplaced contains sub-levels, its sub-level pages are also unplaced.

avisports Site
=) | Placed Pages
= Hatne
Surfing
Skiing
Tennis

Bazeball

=) Running Home
Running
Foothall

You must approve the page you unplaced in order for the website to be updated with
your changes during the next publishing session.
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Chapter 10
Linking Assets

When creating and updating assets, you have the option to link the assets to each other in
several ways, as long as the assets are on the same site.

This chapter includes the following sections:

e Overview

* Linking Two Assets Directly

Linking Two Assets via an Image Asset
* Linking Assets to URLs
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Overview

Overview

Some assets’ Create and Edit views have a CKEditor enabled field. CKEditor supports a
wide range of formatting options, such as the option to link assets to each other using the
link icons located on the CKEditor toolbar. The table below identifies the icons on the
CKEditor toolbar that you will be working with for the following linking procedures:

Table 3: CKEditor lcons Used to Link Assets

Linking two assets Used to create a hyperlink| “To Create a Hypertext
directly | B to the target asset from the| Link to Another
referring asset. Asset,” on page 179

Add asset link

Used to dynamically “To Link Two Assets
= E| E include the previewable | by Inclusion,” on
content of one asset in page 182
Include Asset another.
Link two assets 1. The Include Asset icon| “Linking via an Image
via an image asset| |[ B is used to include an from the “Bookmarks”
image from the Node,” on page 188
2 “Bookmarks” node
(located in the My Work
L. Include Asset tree) into the referring
2. Add asset link asset’s CKEditor enabled
field. Note: If you did not
bookmark the desired

image, you can use the
search feature to find the
image.

2. Once the image is
included, the Add asset
link icon is used to
hyperlink the image to
another asset.

1. The Pick an image to | “Linking via an Image
= 5| B include icon is used to from the Image
include an image from the| Picker,” on page 191

2 1 “Image Picker,” into the
ferri t’s CKEdit
1. Pick an Image to Include gi:gféréggglsi ; ror
2. Add asset link 2. Once the image is

included, the Add asset
link icon is used to
hyperlink the image to the
target asset.
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Table 3: CKEditor lcons Used to Link Assets

177

Linking assets to Used to insert a hypertext| “Linking Assets to
URLs link to a URL into the URLSs,” on page 197

= referring asset’s CKEditor
enabled field.

Link
Additional options, such
as Email, are also
available in the Link
icon, but they are not
covered in this guide. For
more information about
the additional options,
refer to the CKEditor’s
documentation at:
http://
docs.cksource.com

Linking Two Assets Directly

This section contains prerequisite steps and instructions for linking two assets, as follows:
* Creating a hypertext link to another asset

You may have two assets—article assets, for example—with related content that you
wish to join by a hypertext link. Working in the main article, you would use the Add
asset link icon on the CKEditor toolbar to insert a hypertext link to the related article.
When site visitors access the main article’s content, they can click the inserted
hypertext link to render the related article’s content.

* Linking two assets by inclusion

A commonly performed CM operation is to insert previewable content from one asset
into another asset, but without manually copying the content. Instead, the content is
inserted “by reference,” so that it can be dynamically updated at the insertion point
when the target asset (the source of content) is modified.

In this scenario, you would use the Include Asset icon in the CKEditor toolbar to
insert the asset, whose previewable content is then rendered dynamically at the
insertion point.

When using Include Asset, you are actually inserting a link to the target asset, but
rendering the link in the form of the target asset’s previewable content. The link
persists after the target asset is included. As a result, the content is not editable at the
insertion point, but it is refreshed when the target asset (the source of content) is
modified. To view refreshed content, you must refresh the referring asset by clicking
the Refresh (| ¢ ) icon in the referring asset’s toolbar.

The extent to which these capabilities are available to you depends on how your site
designers have implemented them as part of the custom asset design. For example, the
“Article” asset type that ships with the avisports sample site is configured with a CKEditor
in its “Body” field. Therefore the “Body” field supports the types of links described above.
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Prerequisites

Before linking assets, you must verify that they can be linked. Use this section as a
checklist. (It is assumed that you know how to edit and preview assets, and create them, if
necessary. Basic instructions are given in various steps.)

Participating Assets
Two assets are involved in this procedure, and both assets are on the same site:
* The referring asset (in which you will create the link to the target asset)

* The target asset (which will be rendered when the link is clicked)

Referring Asset

* The referring asset displays the CKEditor in the field where you will place the link. If

you need instructions for verifying that CKEditor is displayed, complete the following
steps:

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s Create view. However, it is best to save the asset and then open its Edit
view (to ensure against possible loss of any existing content, as you move from
step to step).

1. Open the referring asset in its Edit view. If you need to find the referring asset, do
the following:

a) In the Search field, enter the desired search criteria (if any) and then click the
magnifying glass (a) button.

b) In the search results list, navigate to and right-click the name of the desired
asset. In the right-click menu, select Edit.

2. Navigate to the field in which you want to place the link. Click in the field to
make sure it displays the CKEditor.

Note

By default, CKEditor is not displayed automatically when the asset’s Edit
view opens. To display the CKEditor, click in the field. If the CKEditor does
not appear, then the field is not CKEditor enabled and the assets cannot be
linked. Contact your system administrator to have the field enabled.

e Ifyou intend to publish the referring asset, the asset must be previewable, including
the field where you will place the link. (Ensure that the referring asset can be rendered
by one of the templates listed in the asset’s “Template” field. For instructions on
previewing assets, see Chapter 7, “Previewing Assets.)

Target Asset

* The target asset is previewable (ensure that the target asset can be rendered by one of
the templates that is listed in the asset’s “Template” field.
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* (Optional) The target asset is readily available for linking (ensure that the target asset
is placed in the “Bookmarks” node, located in the My Work tree in the navigation
pane).

Note

Placing target assets in the “Bookmarks” node is most efficient when linking
large numbers of target assets to a source asset. When you are linking only one
target asset to a source asset, you can conduct a search for the target asset while
working in the source asset’s Edit view. (If you are trying to link a large number
of assets to a source asset, you will have to conduct a separate search for each
target asset.) When you conduct a search for a target asset, the search results are
displayed (docked) to the right of the source asset’s Edit view. For information
about searching for assets, see “Finding Assets,” on page 126.

1. Find the target asset and place it in the “Bookmarks” node:

a) In the Search field, enter the desired search criteria (if any) and click the
magnifying glass (a) button.

b) In the search results list, navigate to and right-click the desired asset. In the
right-click menu, select Bookmark.

2. Make sure the target asset is displayed in the Bookmarks node:
a) In the navigation pane, click the My Work bar.
2) Inthe My Work tree, navigate to and expand the Bookmarks node.

Make sure the target asset is displayed in the list of assets underneath the
“Bookmarks” node.

Next Step

At this point you are ready to link the assets. Continue to any one of the following
sections, depending on how you wish to link the assets:

* To Create a Hypertext Link to Another Asset

* To Link Two Assets by Inclusion

To Create a Hypertext Link to Another Asset

1. Ensure that all prerequisites starting on page 178 are met.
2. Open the referring asset in its Edit view.
3. [Insert the link to the target asset:
a. In the navigation pane, click the My Work bar.
b. Inthe My Work tree, navigate to and expand the Bookmarks node.
A list of bookmarked assets is displayed underneath the Bookmarks node.

c. In the desired field of the referring asset, select the text that you want to be
hyperlinked. Alternatively, you can type new text anywhere in the field and select
it.

Oracle WebCenter Sites User’s Guide



Chapter 10. Linking Assets

Linking Two Assets Directly

To work more comfortably, you can maximize the CKEditor to fill your workspace.
Click the Maximize icon.

Bl source o B @3 @ @ 4 ¥ & ok EHe &5 MPD
B I U = X x2 =i s w [Bl= = =
Styles = Mormal | Font sl BETRCE " AT ]

- ST N \ =]
Maximize the editor size

d. On the CKEditor’s toolbar, click the Add asset link icon.
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|— Add asset link

The “Insert Embedded Link” dialog box opens:

Insert Embedded Link

Drag and drop an asset from tree to preview

1) Navigate to the expanded Bookmarks node in the My Work tree. Select the
desired asset and drag it to the drag and drop field in the “Insert Embedded
Link” dialog box. Then drop the asset into the field.

The dialog box displays the layouts (templates) available to be assigned to the
target the asset.

2) Select a layout (template) to assign to the target asset. The layout (template)
you select will render the target asset when the hyperlink is clicked.

3) Inthe “Wrappers” field, select the wrapper with which you want to render the
target asset.

4) (Optional) In the “Link Anchor” field, provide a secondary link. If the
primary link to the target asset is broken in some way, the secondary link is
used instead.

5) Inthe “Link Text” field, verify the text you selected to be the hyperlink (step ¢
on page 179). If necessary, edit the text.
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6) If the “Template Arguments” section displays the “Name” and “Value”
menus, you can use them to set properties for the target asset. Select the
parameters that you need (one at a time), enter a value, and click Add.

Note

The “Extra Parameters” section is enabled only if developers have
configured parameters for the template that is assigned to the target
asset. Otherwise, the “Template Arguments” section displays the
message “No arguments defined for template Name.”

7) Click Apply.
8) Click OK to save the link.

The dialog box closes, and the linked text appears in the field, underlined and
surrounded by a blue border, as shown below:

E] Source AL M- A e
Y=
BIUsXxx|£ -=w/Bs=s

=] Normal = Font - - - A~ | @

El a

Today marked the start of the winter season for Nevada's newest ski resort lee Paint.
The opening signifies that every Mevada ski and snowhboard resort is open for the
seaszon. Afresh blanket of snow during the past 24 hours added three to ten inches to

created wonderful conditions forskiing and snowboardingin Mevada.

Farecasts call for sunny and sensational ski conditions over the weekend with an
additional chance of snowfall accurring ealy next week,

Far a list of fantastic vacation deals availahle at Mevada resarts and lodging propeties
visit: httpc sy nevadaskivacationdeals.com.

Those who have missed the recent powdey conditions at Mevada's resarts can still
indulge with videas lacated at: hitpfhwwe videosofhevadaskiiingvacations.com.

hody p

Asset link
(underlined and
surrounded by blue
border)

4. Right-click the linked text to open its context menu. From the context menu you can:
- Cut Linked Asset
- Copy Linked Asset
- Edit Properties

- Remove Linked Asset
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Note

The Remove Linked Asset option removes the link function, but not the
text of the link. To restore the link function, press Ctrl+Z until the underline
and blue border re-appear.

5. Save the referring asset:

a. Ifyou expanded the CKEditor, click the Maximize icon to collapse the CKEditor
and view the entire asset.

b. In the referring asset’s toolbar, click the Save (| ) icon.
6. Test the link by previewing the referring asset:
a. In the referring asset’s toolbar, click the Preview (| M ) icon.

b. Click the hypertext link to display the target asset.

To Link Two Assets by Inclusion

1. Ensure that all prerequisites starting on page 178 are met.
2. Open the referring asset in its Edit view.
3. Include the target asset:
a. In the navigation pane, click the My Work bar.
b. Inthe My Work tree, navigate to and expand the Bookmarks node.
A list of bookmarked assets is displayed underneath the Bookmarks node.

c. In the desired field of the referring asset, place your cursor at the point where you
want to include the previewable content of the target asset.

1o work more comfortably, you can maximize the CKEditor to fill your workspace.
Click the Maximize icon.

&
i
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Maximize the editor size

d. On the CKEditor’s toolbar, click the Include Asset icon.
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The “Insert Included Asset” dialog box opens:

Insert Included Asset

Drag and drop an asset from tree to preview

1) Navigate to the expanded Bookmarks node in the My Work tree. Select the
desired asset and drag it to the drag and drop field in the “Insert Included
Asset” dialog box. Then drop the asset into the field.

The dialog box displays the layouts (templates) available to be assigned to the
target asset.

2) Select a layout (template) to assign to the target asset. The layout (template)
you select will render the target asset at its insertion point in the referring
asset.

3) If the “Template Arguments” section displays the “Name” and “Value”
menus, you can use them to set properties for the included asset. Select the
parameters that you need (one at a time), enter a value, and click Add.

Note

The “Template Arguments” section is enabled only if developers have
configured parameters for the template that is assigned to the included
asset. Otherwise, the “Template Arguments” section displays the
message “No arguments defined for template Name.”

4) Click OK.

The dialog box closes, and the target asset’s previewable content is rendered
within the referring asset by the layout (template) you selected.

Note

If you click on the included asset, you will find that all of its content is
selected. You cannot select its individual pieces of content. The content
is editable only in the target asset (the source of content).

When the target asset is edited, the included content in the referring
asset is automatically updated, but not in real time. To view an update,
you must refresh the referring asset.
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4. You can now work with the included asset as follows:

a. Right-click the included asset to open its context menu. From the context menu
you can:

Cut Included Asset
Copy Included Asset
Edit Properties

Remove Included Asset

b. If you want to resize the included asset or view its properties, double-click the
included asset. When you double-click the asset, a properties window opens. You
can adjust the size and alignment of the asset from the properties window.

5. Save the referring asset:

a. Ifyou expanded the CKEditor, click the Maximize icon to collapse the CKEditor
and view the entire asset.

b. In the referring asset’s toolbar, click the Save (|1 |) icon.

6. Verify that the included asset is properly rendered by clicking the Preview (| ki ) icon,
in the referring asset’s toolbar.
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Linking Two Assets via an Image Asset

Company logos (and other images) are often used as links to various types of content:
news about the company, products and services offered by the company, and so on.
WebCenter Sites enables you to include an image asset in a given asset, and then hyperlink
the image to another (target) asset. Clicking the image renders the target asset’s
previewable content.

Note

If an image will be used to link two assets, the image must be part of an image asset.

This section contains prerequisite steps and instructions for linking two assets via an
image asset. Before continuing with the rest of this section, determine whether you will be
including the image from the Bookmarks node (located in the navigation pane, in the My
Work tree), or from the “Image Picker”:

* Linking via an image from the “Bookmarks” node using CKEditor

In the CKEditor enabled field of the asset you are working with, you may want to
include an image asset that you have bookmarked. From the CKEditor toolbar use the
Include asset icon to include the image in the field. Use the Add asset link icon to
hyperlink the included image to another asset.

* Linking via an image from the Image Picker using CKEditor

You might work with an asset that is not enabled with an “Image Picker.” If you prefer
to choose your image assets from the “Image Picker,” CKEditor is capable of
invoking an “Image Picker.” From the CKEditor toolbar, use the Pick an image to
include icon to access the “Image Picker,” and select an image to include in the field.
Use the Add asset link icon to hyperlink the included image to the target asset.

Note

The Pick an image to include icon is enabled by the developers of your site. If
the icon has not been enabled, then it will appear in grey on the CKEditor
toolbar. If this is the case, you can contact your administrator or, see “Linking
via an Image from the “Bookmarks” Node” for an alternate method of linking
two assets via an image asset.

Prerequisites

Before linking assets, you must verify that they can be linked. Use this section as a
checklist. (It is assumed that you know how to edit and preview assets, and create them, if
necessary. Basic instructions are given in various steps.)

Participating Assets

Three assets are involved in this procedure, and all three assets are on the same site:
* The referring asset (in which you will include and hyperlink the image asset)

* The image asset (which you will include in the referring asset)

* The target asset (to which you will link the image asset)
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Referring Asset

The referring asset displays the CKEditor in the field where you will place the link. If
you need instructions for verifying that CKEditor is displayed, complete the following
steps:

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s Create view. However, it is best to save the asset and then open its Edit
view (to ensure against possible loss of any existing content, as you move from
step to step).

1. Open the referring asset in its Edit view. If you need to find the referring asset, do
the following:

a) In the Search field, enter the desired search criteria (if any) and then click the
magnifying glass (m) button.

b) In the search results list, navigate to and right-click the desired asset. In the
context menu, select Edit.

2. Navigate to the field in which you would like to place the image asset. Click in the
field to make sure it displays the CKEditor.

Note

By default, CKEditor is not displayed automatically when the asset’s Edit
view opens. Click in the field to display the CKEditor. If the CKEditor does
not appear, then linking is not supported in the field. Contact your system
administrator to have the field enabled with CKEditor.

If you intend to publish the referring asset, the asset must be previewable, including
the field where you will include the image. (Ensure that the referring asset can be
rendered by one of the templates listed in the asset’s “Template” field). For
instructions on previewing assets, see Chapter 7, “Previewing Assets.

Image Asset

The image asset is previewable. Ensure that only the image is rendered by one of the
templates that is listed in the asset’s “Template” field.

Note

Rendering additional content (such as text) can interfere with and corrupt the
linking process.

Determine whether you will be including an image from the “Image Picker” or from
the Bookmarks node (located in the My Work tree):

- Ifyou are including an image from the “Bookmarks” node. The image asset is
readily available for inclusion. Place the image asset into the Bookmarks node,
located in the My Work tree of the navigation pane, for easy retrieval during the
linking process.
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1) Find the image asset and place it in the Bookmarks node:

a) Inthe Search field, enter the desired search criteria (if any) and then click
the magnifying glass (ﬂ) button.

b) In the search results list, navigate to and right-click the desired asset. In
the context menu, select Bookmark.

2) Make sure the image asset is displayed in the Bookmarks node:
a) In the navigation pane, click the My Work bar.
b) Inthe My Work tree, navigate to and expand the Bookmarks node.

The image asset should be displayed in the list of assets underneath the
Bookmarks node.

- Ifyou are including an image from the Image Picker. The image you wish to
include is available from the “Image Picker.” (Developers enable the “Image
Picker” for the Pick an image to include icon. If more than one “Image Picker”
exists, developers will also determine which “Image Picker” is rendered when the
Pick an image to include icon is selected.)

Target Asset
The target asset is also previewable and readily available for linking.

* The target asset can be rendered by one of the templates listed in the asset’s
“Template” field.

* (Optional) The target asset is placed in the Bookmarks node (in the My Work tree)
for easy retrieval during the linking process. (For instructions about placing assets in
the “Bookmarks” node, see step 1 on page 187.)

Note

Placing target assets in the Bookmarks node is most efficient when linking large
numbers of target assets to a source asset. When you are linking only one target
asset to a source asset, you can conduct a search for the target asset while
working in the source asset’s Edit view. (If you are trying to link a large number
of assets to a source asset, you may have to conduct a separate search for each
target asset.) When you conduct a search for a target asset, the search results are
displayed (docked) to the right of the source asset’s Edit view. For information
about searching for assets, see “Finding Assets,” on page 126.

Next Step

At this point you are ready to link the assets. Continue to any one of the following
sections, depending on where you will retrieve the image from:

* Linking via an Image from the “Bookmarks” Node

* Linking via an Image from the Image Picker
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Linking via an Image from the “Bookmarks” Node

1. Assuming that all prerequisites starting on page 185 are met, continue as follows:

Include the image asset in the referring asset:
2. Open the referring asset in its Edit view.

3. Include the image asset:

a. In the navigation pane, click the My Work bar.

b. Inthe My Work tree, navigate to and expand the Bookmarks node.
A list of bookmarked assets is displayed underneath the Bookmarks node.

In the desired field of the referring asset, place your cursor at the point where you
want the image asset to be rendered.

To work more comfortably, you can maximize the CKEditor to fill your workspace.
Click the Maximize icon.
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d. On the CKEditor toolbar, click the Include asset icon.
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The “Insert Included Asset” dialog box opens:

Insert Included Asset

Drag and drop an asset from tree to preview

1) Navigate to the expanded Bookmarks node in the My Work tree. Select the

desired asset and drag it to the drag and drop field in the “Insert Included
Asset” dialog box. Then drop the asset into the field.
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2)

3)

4)

Linking Two Assets via an Image Asset

The dialog box displays the layouts (templates) available to be assigned to the
target asset.

Select a layout (template) to assign to the included asset. The layout
(template) you select will render the included asset at its insertion point in the
referring asset.

If the “Template Arguments” section displays the “Name” and “Value”
menus, you can use them to set properties for the included asset. Select the
parameters that you need (one at a time), enter a value, and click Add.

Note

The “Template Arguments” section is enabled only if developers have
configured parameters for the template that is assigned to the included
asset. Otherwise, the “Template Arguments” section displays the
message “No arguments defined for template Name.”

Click OK to save the included asset.

The dialog box closes, and the image is rendered in the field with the layout
(template) you selected:
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4. If you change your mind about the image or wish to make other adjustments, right-
click the linked image to open its context menu. From the context menu you can:

Cut Included Asset
Copy Included Asset
Edit Properties

Remove Included Asset
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5. If you want to resize the included image or view its properties, double-click the
included image. When you double-click the image, a properties window opens. You
can adjust the size and alignment of the asset from the properties window.

Link the image asset to the target asset:

6. Now that the image is rendered in the referring asset’s field, create a hyperlink from
the image to the target asset:

a. In the navigation pane, click the My Work bar.
b. Inthe My Work tree, navigate to and expand the Bookmarks node.

A list of bookmarked assets is displayed underneath the Bookmarks node.
c. In the referring asset’s field, select the image you have just inserted.

On the CKEditor toolbar, click the Add asset link icon.
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The “Insert Embedded Link™ dialog box opens:

Insert Embedded Link

Drag and drop an asset from tree to preview

1) Navigate to the expanded Bookmarks node in the My Work tree. Select the
desired asset and drag it to the drag and drop field in the “Insert Embedded
Link” dialog box. Then drop the asset into the field.

The dialog box displays the layouts (templates) available to be assigned to the
target asset.

2) Select the layout (template) to assign to the target asset. The layout (template)
you select will render the target asset when the hyperlink is clicked.

3) In the “Wrappers” drop-down field, select the wrapper with which you want
to render the target asset.

4) (Optional) In the “Link Anchor” field, provide a secondary link. If the
primary link to the target asset is broken in some way, the secondary link is
used instead.

5) If you do not want to link the included image to the target asset, you can
choose to replace the included image with text. In the “Link Text” field, enter
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the text you wish to hyperlink. The image is replaced with the text you enter
into this field.

6) If the “Template Arguments” section displays the “Name” and “Value”
menus, you can use them to set properties for the target asset. Select the
parameters that you need (one at a time), enter a value, and click Add.

Note

The “Template Arguments” section is enabled only if developers have
configured parameters for the template that is associated with the target
asset. Otherwise, the “Template Arguments” section displays the
message (No arguments defined for template Name.”

7) Click Apply.
8) Click OK to save the link.

The dialog box closes, and the image you included in the field now appears as
a hyperlink, surrounded by a blue border.

7. At this point, you can work with the linked image by right-clicking it to open its
context menu. From the context menu you can:

- Cut Linked Asset
- Copy Linked Asset
- Edit Properties

- Remove Linked Asset

Note

The Remove Linked Asset option removes the link function, but not the
included image. To restore the link function, press Ctrl+Z until the blue
border re-appears.

a. Enter text before or after the linked image.
8. Save the referring asset:

a. Ifyou expanded the CKEditor, click the Maximize icon to collapse the CKEditor
and view the entire asset.

b. Click the Save ( | ) icon.
Test the linked image:

9. If the referring asset is previewable, click the Preview (| i ) icon, in the asset’s
toolbar, to preview and test the linked image. Click the image to render the target
asset.

Linking via an Image from the Image Picker

1. Assuming that all prerequisites starting on page 185 are met, continue as follows:
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Include the image asset in the referring asset:
2. Open the referring asset in its Edit view.

3. Include the image:

a. In the desired field of the referring asset, place your cursor at the point where you
wish to include the image.

1o work more comfortably, you can maximize the CKEditor to fill your workspace.
Click the Maximize icon.
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b. In the CKEditor toolbar, click the Pick an Image to Include icon.
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LPick an Image to Include

The Image Picker and the “Insert Included Asset” window open, as follows:
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- The “Insert Included Asset” pop-up window opens:

X

Insert Included Asset

Drag and drop an asset from tree to preview

1) Navigate to the “Image Picker” (docked to the right of the referring asset’s
Edit view). Select the desired image asset and drag it to the drag and drop
field in the “Insert Included Asset” pop-up window. Then drop the image
asset into the field.

The window displays the layouts (templates) available to be assigned to the
image asset.

2) Select a layout (template) to assign to the image asset. The layout (template)
you select will render the image asset at its insertion point in the referring
asset.

3) Ifthe “Template Arguments” section displays the “Name” and “Value”
menus, you can use them to set the properties of the included image asset.
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Select the parameters that you need (one at a time), enter a value, and click
Add.

Note

The “Template Arguments” section is enabled only if developers have
configured the parameters for the template that is associated with the
image asset. Otherwise, the “Template Arguments” section displays the
message “No arguments defined for template Name.”

4) Click OK to save the included image asset.

The pop-up window closes, and the image is rendered within the referring
asset by the template that you selected.

4. You can now work with the included image as follows:

Right-click the included image to open its context menu. From the context menu you
can:

- Cut Included Asset

- Copy Included Asset

- Edit Properties

- Remove Included Asset

5. If you want to resize the included image or view its properties, double-click the
included image. When you double-click the image, a properties window opens. You
can adjust the size and alignment of the asset from the properties window.

Link the image asset to the target asset:

6. Now that the image is rendered in the field, create a hyperlink from the image to the
target asset:

a. In the navigation pane, click the My Work bar.

b. Inthe My Work tree, navigate to and expand the Bookmarks node.
A list of bookmarked assets is displayed underneath the Bookmarks node.
In the referring asset’s field, select the image you just included.
In the CKEditor toolbar, click the Add asset link icon.
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The “Insert Embedded Link” pop-up window opens:

1)

2)

3)

4)

5)

6)

Insert Embedded Link

Drag and drop an asset from tree to preview

Navigate to the expanded Bookmarks node in the My Work tree. Select the
desired asset and drag it to the drag and drop field in the “Insert Embedded
Link” window. Then drop the asset into the field.

The window displays the layouts (templates) available to be assigned to the
target asset.

Select a layout (template) to assign to the target asset. The layout (template)
you select will render the target asset when the hyperlinked image is clicked.

In the “Wrappers” drop-down menu, select the wrapper with which you want
to render the target asset.

(Optional) In the Link Anchor field, provide a secondary link. If the primary
link to the target asset is broken in some way, the secondary link is used
instead.

If the “Template Arguments” section displays the “Name” and “Value”
menus, you can use them to set the properties of the target asset. Select the
parameters that you need (one at a time), enter a value, and click Add.

Note

The “Template Arguments” section is enabled only if developers have
configured the parameters for the template that is assigned to the target
asset. Otherwise, the “Template Arguments” section displays the
message “No arguments defined for template Name.”

Click OK to save the link.

7. At this point, you can work with the linked image as follows:

a. Right-click the linked image to open its context menu. From the context menu you
can:

Cut Linked Asset
Copy Linked Asset
Edit Properties

Remove Linked Asset
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Note

The Remove Linked Asset option removes the link function, but not the
included image. To restore the link function, press Ctrl+Z until the blue
border re-appears.

b. Enter text before or after the linked image.
8. Save the referring asset:

a. Ifyou expanded the CKEditor, click the Maximize icon to collapse the CKEditor
and view the entire asset.

b. In the referring asset’s toolbar, click the Save (| & ) icon.
Test the linked image:

9. If the referring asset is previewable, click the Preview (| M ) icon, in the asset’s
toolbar, to preview and test the linked image. Click the image to render the target
asset.
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Linking Assets to URLs

Using CKEditor, you can link WebCenter Sites assets to URLs by creating a hypertext link
to the desired website’s URL. A link to a URL is not stored in its own field in the
WebCenter Sites database. The link can be created directly within any CKEditor-enabled
field of a WebCenter Sites asset, but it cannot be managed as an asset. As a result, the user
who creates a link to a URL must manually validate the URL.

The extent to which this capability is available to you depends on whether CKEditor is
configured for your custom asset types. For example, the “Article” asset type that ships
with the avisports sample site is configured with a CKEditor in its “Body” field. Therefore
the “Body” field supports the creation of a link to a URL as described above. The rest of
this section describes how to link assets to URLs.

To create a link to a URL

1. Find the referring asset (in which you will specify a URL) and open its Edit view. If
you need to find the referring asset, do the following:

a. Inthe Search field, enter the desired search criteria (if any) and then click the
magnifying glass (a) button.

b. In the search results list, navigate to and right-click the desired asset. In the
context menu, select Edit.

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s Create view. However, it is best to save the asset and then open its Edit
view (to ensure against possible loss of any existing content, as you move from
step to step).

2. Navigate to the field in which you would like to place the link. Click in the field to
make sure it displays the CKEditor.

Note

By default, CKEditor is not displayed automatically when the asset’s Edit view
opens. Click in the field to display the CKEditor. If the CKEditor does not
appear, then linking is not supported in the field. Contact your system
administrator to have the field enabled with CKEditor.

3. Inthe desired field, select the text that you want to be the hyperlink. Alternatively, you
can type new text anywhere in the field and select it.
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To work more comfortably, you can maximize the CKEditor to fill your workspace.
Click the Maximize icon.
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4. On the CKEditor toolbar, click the Link icon.
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The following pop-up window opens:

Link [ ]
LinkInfo Target Advanced

Link Type
UURL w

Protocal URL
htpri | |

4

o
a. Inthe “Link Type” field, select URL.

b. In the “URL” field, type the URL of the website you wish to link to.
c. Click OK to convert the selected text to a link.
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The pop-up window closes, and the hyperlinked text appears underlined in the
field, as shown below:
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Today marked the start of the winter season for Nevada's newest skiresort lce
Foint. The opening signifies that every Mevada ski and snowboard resart is apen for
the season. Afresh blanket of snow during the past 24 hours added three to ten
inches to resart snow totals. This snowfall, in addition to the pastweekend's storm
cycle, has created wonderful conditions far skiing and snowboarding in Mevada.

Farecasts call for sunny and sensational ski conditions over the weekend with an
additional chance of snowfall accurring early next week,

Faor a list of fantastic vacation deals availahle at Mevada resorts and lodging
prapedies visit: hitp e nevadaskivacationdeals.com.

Those who have missed the recent powder conditions at Mevada's resarts can still
indulge with videos located at: hifpJhwww.videosafevadaskiiingvacations.com. <¢————— Hyperlinked text

body div

5. If you wish to make adjustments to the link, right-click the link to open its context
menu. From the context menu you can:

- Cut

- Copy

- Edit Link
- Unlink

Note

The Unlink option removes the link function, but not the text of the link. To
restore the link function, press Ctrl+Z until the underscore re-appears.

6. Save the referring asset:

a. Ifyou expanded the CKEditor, click the Maximize icon to collapse the CKEditor
and view the entire asset.

b. In the referring asset’s toolbar, click the Save (| |) icon.
7. View and test the link.
a. In the referring asset’s toolbar, click the Preview (| g ) icon

b. In the preview of the referring asset, click the link to open the corresponding web
page in a browser window.
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Working with Multilingual Assets

This chapter shows you how to work with localized assets and multilingual asset sets.

This chapter contains the following sections:

Overview

Setting or Changing an Asset’s Locale Designation
Creating a Translation of an Asset

Examining the Available Translations of an Asset

Changing the Master Asset of a Multilingual Set
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Overview

Overview

Very often, organizations maintain one or more localized websites that serve different
geographic regions. Such sites will host content in one or more languages local to the
region served by the site. In such cases, a piece of content can be translated to exist in
multiple languages, or locales.

If two or more locales are set up on your site, you can translate assets into the languages
that are enabled by the locales. When you create the first translation of an asset, the asset
and its translation become a multilingual set, and the source asset is automatically
designated as the master asset of the set. Once an asset is designated as the master of a
set, it remains so until you designate another member of the set as the master.

You can create subsequent translations either from the master asset, or from an existing
translation. The master asset and its translations are linked to one another to indicate they
are members of the multilingual set. Each member contains the same piece of content but
in a different language. You cannot delete the master asset if at least one translation exists
in the set. You will have to delete all of the translations linked to the master asset before
you can delete it.

Each asset can have only one translation in each available language. For example, once a
Canadian French translation of an asset exists, you cannot create another Canadian French
translation within the same multilingual set.

To create a translation of an asset, you must do the following:

1. Select the target language of the translation. WebCenter Sites does the following:
a. Creates a copy of the source asset
b. Sets the target language of the copy according to your selection.

c. Links the copy to the master asset and marks the copy as a translation of the
master. If this is the first translation of the asset, a multilingual set is created and
the source asset is designated as the master.

Translate the source content and store the translated content in the translation asset.

(Optional) Translate the assets associated with the source asset and associate the
translated versions with the translation of the source asset. See Table 4, on page 203
for information on how asset relationships are handled when you create translations of
assets.

Note
Before performing the procedures in this chapter, note the following:

* Your WebCenter Sites interface will contain locale-related functionality only if
the administrator has set up your site to support multiple languages.

e [fyou plan to work with content in a language that uses non-English characters,
your machine must be configured for input and display of such characters.

If you have any questions, contact your WebCenter Sites administrator.
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Table 4: Asset relationship behavior for multilingual assets

Asset Associations When you create a translation of an asset that contains
associations, all assets associated with the source asset are
automatically associated with the translation. You then have
the choice to translate the associated assets and associate the
translated versions with the translated parent asset.

Static Lists When you create a Static Lists recommendation in a new
Recommendations locale, the new “Recommendation” asset retains the member
assets of the source asset. You then have the choice to translate
the member assets and place the translated versions in the new
“Recommendation” asset, replacing the member assets carried
over from the old collection.

Asset-Type Attributes |When an asset containing associations through asset-type
attributes is translated, all assets associated with the source
asset are automatically associated with the translation. You
then have the choice to translate the associated assets and
associate the translated versions with the translated parent
asset.

Embedded Links Embedded links are not affected. When an asset containing
embedded links is translated, you must manually update the
links to point to the corresponding translations of the linked
content (if they exist).

For more information, see “Working with Asset Associations,” on page 154.

Note

If you want to share a localized asset to another site, the locale assigned to the asset
must be enabled on the target site. If you have questions about locales, contact your
WebCenter Sites administrator.
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Setting or Changing an Asset’s Locale
Designation

Before you can create a translation of an asset, the asset must have a locale designation
assigned to it. (Typically, you assign the locale designation when you create an asset.)

If you want to create a translation of an asset that has no locale designation, follow the
steps below, then continue on to step 5 of the next section, “Creating a Translation of an
Asset,” on page 205.

You can also change the locale designation of an asset that already has one assigned to it,
if necessary. For example, if the administrator decides to further divide the asset’s locale
(such as dividing French into Canadian French and Belgian French) you can update your
assets to use the new locale designations.

Note

You can only assign locales that have been enabled on your site by the WebCenter
Sites administrator.

To set or change an asset’s locale designation

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset whose locale designation you want to set or change. Do one of
the following:

- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass ({{gJ) button.

2) In the list of search results, click the name of the desired asset.
- If you previously bookmarked the asset, open it from the Bookmarks node:

1) In the My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar.)

2) In the list of bookmarked assets, double-click the name of the desired asset.
For more information on finding assets, see “Finding Assets,” on page 126.

A tab opens displaying the Inspect view of the asset (in either Form Mode or
Web Mode).

3. Set or change the asset’s locale designation:

a. Ifthe asset is displayed in Web Mode, switch to Form Mode by clicking the Mode
switch in the asset’s toolbar.

b. In the asset’s toolbar, click the Edit (> ) icon.

c. Switch to the Metadata section of the form by clicking Metadata in the form
section selector.

d. In the “Locale” drop-down menu, select the desired locale.
4. In the asset’s toolbar, click the Save (| g ) icon.

The asset is now assigned to the selected locale.
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5. Inspect the asset. Do one of the following:
- In the asset’s toolbar, click the Inspect (| ;. ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the Inspect view of the asset in Form Mode. When you inspect an
asset, you cannot modify its content.

6. (Optional) If your next step is to create a translation of the asset, proceed to step 5 of
the next section, “Creating a Translation of an Asset,” on page 205.

Creating a Translation of an Asset

Note

* Before you can create a translation of an asset, the asset must have a locale
designation already assigned to it. (The asset’s locale is listed in the Metadata
section of the asset form and is typically assigned by the user who creates the
asset.) If the asset does not have a locale designation, follow the steps in “Setting
or Changing an Asset’s Locale Designation,” on page 204, then skip to step 5 of
this procedure.

e [fyou are creating the first translation of an asset, you are automatically creating
a multilingual set consisting of the source asset and the translation. The source
asset will be automatically designated as the master asset of the multilingual set.

To create a translation of an asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset whose locale designation you want to set or change. Do one of
the following:

- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass ({{gJ) button.

2) In the list of search results, click the name of the desired asset.
- If you previously bookmarked the asset, open it from the Bookmarks node:

1) In the My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar.)

2) In the list of bookmarked assets, double-click the name of the desired asset.
For more information on finding assets, see “Finding Assets,” on page 126.

A tab opens displaying the Inspect view of the asset (in either Form Mode or
Web Mode).

3. Ifthe asset is displayed in Web Mode, switch to Form Mode by clicking the Mode
switch in the asset’s toolbar.

4. Switch to the Metadata section of the form by clicking Metadata in the form section
selector.

Oracle WebCenter Sites User’s Guide



Chapter 11 Working with Multilingual Assets

206
Creating a Translation of an Asset

5. Set the target language of the translation. In the “Translations” field, select the
Translate link in the desired locale’s “Action” column.

FSIIAbout x | g
Bl s mnvi @

Content Metadata

Article: FSIIAbout

Description:  ahout FirstSitell

ID: 1124813172330

Filename:

Path:

Status:  Edited

Start Date:

End Date:

Locale:  en_UsS

Translations:

Locale Action

ga DF Translate

] FSIAbout e LS (Master Asset)
a5 £5 Translate
AR Translate

Content Definition:  FSII Article
Referenced by: () Show
Created:  Tuesday, August 23, 2005 12:00:48 PM EDT by firstsite

Modified:  Tuesday, August 23, 2005 1:52:24 PM ECT by firstsite

Note

If the “Translations” field is not displayed, stop here. You do not have the
permissions to translate the asset, or your site has less than two locales set up. If
you have questions about locales or your permissions, contact your WebCenter
Sites administrator.

A new tab opens displaying the translated asset’s Create view. The translated asset’s
name is displayed in the tab as “Translation of (new locale) Asset Name randomly
generated number.”
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If the administrator configured the asset type such that all new assets of that type are
placed into workflow upon creation, you will see the “Choose Assignees” dialog box.

Choose Assignees
The workflow associated with this asset requires you to select assignees. Selact at least one user from each role.

Workflow Process:  FSII Approval for Content

*ContentEditor: Cannie
firstsite
fwadrnin

Select at least one user for each required role and click Set Assignees. Any of these
users can complete the next step in the workflow process. For more information, see
Chapter 14, “Workflow.”

6. In the translation’s Create view, do the following:

a. Inthe Name field, replace the asset’s system generated name with a name that
uniquely identifies the new asset as a translation of the source asset.

Note the following conventions when naming the asset:
- The name must be between 1 and 64 alphanumeric characters.

- The following characters are not allowed: single quote ('), double quote ("),
semicolon (;), colon (:), question mark (?), percent sign (%), less-than sign
(<), and greater-than sign (>).
- The name can contain spaces, but cannot start with a space.
b. Translate the asset as follows:

Save your work as you go. Click the Save (|H ) icon to save your progress as
you work on the asset. When you click the Save icon, WebCenter Sites commits
the changes to the database and keeps the asset open in its Edit view so that you
can keep working.

If any of the fields or form sections are unfamiliar to you, consult your developers
or WebCenter Sites administrator.

1) For each field, replace the copied content with an appropriate translation. See
step b on page 67 for details on filling in the fields in the form.

2) Select the next section in the form section selector and fill in the fields as
necessary. Continue until you have populated all required sections (marked
with an asterisk).

7. Save the asset by doing one of the following:
- In the asset’s toolbar, click the Save (@ ) icon.

- In the menu bar, select Content > Save.
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WebCenter Sites saves the asset to the database, unless:
- You have left out one or more required fields in one or more sections
- An entry or selection you have made in one or more sections is not permitted

If either of these conditions is true, WebCenter Sites displays an error message
indicating the offending fields. Correct the errors, then save the asset.

8. [Inspect the asset. Do one of the following:
- In the asset’s toolbar, click the Inspect (| & ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the Inspect view of the asset in Form Mode. When you inspect an
asset, you cannot modify its content.

9. (Optional) If the asset is not preassigned to a workflow and you want to use the
workflow feature, you can assign the asset to a workflow process as described in the
section “Assigning an Asset to a Workflow,” on page 244.

10. (Optional) If you want to see how the asset would look if it were published, you can
preview it. Do the following:

a. In the asset’s toolbar, click the Preview (| K ) icon.

b. Ifthe asset does not have a template assigned to it, the “Select Layout” pop-up
window opens. Select the desired layout and click Apply.

The tab displays the preview of the asset. For detailed instructions about
previewing assets, see Chapter 7, “Previewing Assets.”

c. When you are finished previewing the asset, click the Go Back (/&) icon in the
asset’s toolbar.

11. Review the assets associated with the translation asset to determine which associated
assets need to be translated into the target language.

a. Inthe Content section of the form, navigate to the field (or fields) displaying the
associated assets.

b. Review the assets associated with the translated asset and determine which ones
need to be translated.

When you create a translation of an asset, the assets associated with the source
asset are automatically associated with the translation asset.

Depending on the nature of the associated assets, you may want to translate them
and associate the translated versions with the translation asset you created in the
previous steps. For example, an image depicting a product might not require a
localized version, but a data sheet for the product will need to be translated.

See Table 4, on page 203 for information on how WebCenter Sites handles asset
relationships with respect to multilingual assets.

c. (Optional) If in step b you determined that one or more assets associated with the
translation asset have to be translated, translate each asset requiring translation by
repeating this procedure, then follow the steps in “Associating Assets,” on
page 156 to associate the translated versions with the translation asset you created
in the previous steps.
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Examining the Available Translations of an Asset

To check whether a translation of an asset exists in a specific language, open the asset and
examine the “Translations” field in the Metadata section of the form. If the desired
translation exists for a given language, you can open it by clicking its name in the
“Translations” field.

To check whether a specific translation of an asset exists

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset whose translations you want to examine. Do one of the
following:

- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass ({gJ) button.

2) In the list of search results, click the name of the desired asset.

- Ifyou previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) Inthe My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar.)

2) In the list of bookmarked assets, double-click the name of the desired asset.
For more information on finding assets, see “Finding Assets,” on page 126.

A tab opens displaying the Inspect view of the asset (in either Form Mode or
Web Mode).

3. Ifthe asset is displayed in Web Mode, switch to Form Mode by clicking the Mode
switch in the asset’s toolbar.

4. Switch to the Metadata section of the form by clicking Metadata in the form section
selector.
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5. Examine the contents of the “Translations” field. If a translation in a given language
exists, you will see the name of the translation asset displayed next to that language.

A FSITHome

5
o

x T

@

Content

Home: FST1IHome

Description:

1D:

Filename:

Path:

Status:

Start Date:

End Date:

Locale:

Translations:

Category:

Page Definition:

Referenced by:

Created:

Madified:

Metadata

Home

1118867511403

Edited

en_Us

Locale Action

'] Home (de) de_ OF Make Master . .

B FeitHorme an u5 (Master asset) @ Master asset (in English)

i Home (es) as £5 Maks Master . . .

§ b S S Translation asset (in Spanish)

Hirme

Hirme

& show

Thursday, June 16, 2005 10:34:12 AM EDT by firstsite

Sunday, August 28, 2005 11:32:15 PM EDT by firstsite

Note

If the “Translations” field does not show the name of a translation asset next to
the desired language, the asset has not yet been translated into that language.
You can translate the asset by following the steps in “Creating a Translation of

an Asset,’

> on page 205.

6. (Optional) If you want to open a specific translation of the asset for viewing, in the
“Translations” field, click the name of the desired translation asset.
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Changing the Master Asset of a Multilingual Set

When you create the first translation of an asset, the source asset becomes the master asset
of a multilingual asset set consisting of the asset itself and its translation. As more
translations of the source asset are created, the multilingual set grows.

If you need to designate another member of the set as the master (for example, when the
multilingual set is copied to a site in another language), you can do so from the Inspect
view of any member of the set.

The following procedure shows you how to set a new master asset from the Inspect view
of the set’s current master asset.

To change the master asset of a multilingual set

Note

Note the following:

The master asset of a multilingual set is indicated in the “Translations” field in
the Metadata section of the asset when it is displayed in Form Mode.

If a multilingual set is being revision-tracked, you must manually check out all
members of the set before you can change the set’s master asset. For
instructions, see “Checking Out Assets,” on page 226.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find and open the asset whose translations you want to examine. Do one of the
following:

- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass ({gJ) button.

2) In the list of search results, click the name of the desired asset.

- Ifyou previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) Inthe My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar.)

2) In the list of bookmarked assets, double-click the name of the desired asset.
For more information on finding assets, see “Finding Assets,” on page 126.

A tab opens displaying the Inspect view of the asset (in either Form Mode or
Web Mode).

If the asset is displayed in Web Mode, switch to Form Mode by clicking the Mode
switch in the asset’s toolbar.

Switch to the Metadata section of the form by clicking Metadata in the form section
selector.

In the “Translations” field, select the Make Master link in the desired translation
asset’s “Action” column.

The tab displays the Inspect view of the new master asset in Form Mode.
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Chapter 12
Approval for Publishing

The goal of using WebCenter Sites is to publish content to a website where site visitors

can read and interact with that content. Before an asset can be published, it has to be
approved for publishing.

This chapter describes the procedures used to approve assets for publishing. It includes the
following sections:

e Overview

* Approval Tasks
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Overview

Before an asset can be published, it must be approved for publishing. Requiring approval
is a safeguard against publishing an asset whose dependent assets are not ready to be
published. This prevents broken links on the delivery system. You approve assets for one
or more destinations that the administrator sets up on your site. Having multiple
destinations allows for the use of multiple publishing methods. (For more information on
destinations and available publishing methods, see the Oracle WebCenter Sites
Administrator s Guide.)

Asset approval can be either manual or automatic. You can manually approve assets by
clicking the Approve (| ) icon in an asset’s toolbar. You can also manually approve
assets directly from the Content Tree or a search results list. Form Mode enables you to
approve the primary asset (asset with which you are working). Web Mode enables you to
approve the primary asset and all assets displayed in the primary asset’s web page view. If
any of the assets you are approving have dependent assets that need approval, WebCenter
Sites displays a list of dependent assets which you can then approve in bulk.

Asset approval can also be automated. For example, your administrator can configure a
workflow process in such a way that its final step automatically approves assets in the
workflow for publishing to one or more destinations.

Dependencies

Dependencies are conditions that determine whether an asset can be published. An asset
dependency exists when there is an association of some kind between assets. For example,
a “Product” asset has an association with a “Datasheet” asset. The “Datasheet” asset has
an association with three “Image” assets. Two of these images have associations with
“Article” assets. This tree hierarchy forms a set of parent/child dependencies among all
these assets.

The approval status of an asset indicates whether the asset can be safely published; that
is, whether any dependency conflicts exist. An asset’s approval status is determined by its
dependency relationships, which include the approval status of all assets associated with a
particular asset, as well as the dependency relationships of those associated assets.

For more information on how WebCenter Sites calculates asset dependencies during
approval and publishing, see the publishing chapter of the Oracle WebCenter Sites
Administrator's Guide.
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Approval States

Because of the dependencies between assets, as well as the nature of the dependencies,
approving an asset involves the concept of approval states. For example, “Held” is an
approval state an asset enters when the asset is approved for publishing, but its dependent
assets are not. In such case, the asset is then held from publishing until its dependents are
approved.

The following table lists all the possible approval states of an asset and what each state
means:

Approved (Informational) The asset will be published during the next
publishing session to this destination, unless the asset, or one of its
dependent assets (in Exact dependencies), is edited.

Held (Action required) The asset will be held until the dependents are
approved.

Needs Approval (Action required) The asset requires approval. Click Approve to
initiate the approval process.

If an asset enters an approval state that prevents publication, WebCenter Sites displays a

list of dependent assets that require approval. Once all assets are approved, they can be
published.

To learn more about the approval and publishing mechanisms employed by WebCenter
Sites, see the Oracle WebCenter Sites Administrator s Guide.

Approval Tasks

This section provides information on the following approval tasks you can perform on an
asset:

e Approving an Asset for Publishing
* Checking an Asset’s Approval Status

e Removing Assets from the Publishing Queue

Approving an Asset for Publishing

The following procedure describes how to manually approve an asset for publishing.
Before approving an asset for publishing, you should preview it first.

To manually approve an asset for publishing

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find the asset(s) you want to approve for publishing:
- If the asset is currently assigned to you:
1) Access your dashboard by clicking the Home (“) tab.
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2) Navigate to the “Assignments” section of your dashboard.

The “Assignment” section of the dashboard displays a list of all the assets that
have been assigned to you.

3) In the list of assets, click the name of the asset you wish to approve.
WebCenter Sites opens a tab displaying the asset’s Inspect view.
If the asset is not currently assigned to you:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass (a) button.

For more information on finding assets, see “Finding Assets,” on page 126.
2) In the search results list, do one of the following:

- Ifyou wish to Inspect the asset before you approve it, navigate to the
desired asset and click its name.

WebCenter Sites opens a tab displaying the asset’s Inspect view (in either
Form Mode or Web Mode).

- Ifyou wish to approve the asset from the search results list, select
(Ctrl+click) the asset(s) you wish to approve.

3. Select the desired publishing destination for the asset. Do one of the following:

In the asset or search tab’s toolbar, click the Approve () icon. In the menu that
appears below the icon, select the desired publishing destination.

In the menu bar, select Content > Approve > select the desired publishing
destination.

Note

You can approve an asset for only one destination at a time; repeat this
procedure to approve the asset for additional destinations.

Consult your administrator to find out where (to which destinations) and
how (using which publishing method) your content is published from your
system.

One of the following happens:

If you are approving an asset that is displayed in Form Mode or if you are
approving assets from a search results list, the tab displays a table containing the
details of the asset(s) you chose to approve for the selected destination.

Home {Skiing th... x

v

Delivery
Assets pending approval for publish
Mo existing publish event
Select Al How Does It work? g

Hame Type. Last Published Status. Detail Action .
| «— Primary asset's
- . publishing details
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- If you are approving an asset that is displayed in Web Mode, the tab displays a

table containing the primary asset’s details for the selected destination along with

details of all the assets displayed in the primary asset’s web page view.

Home {Skiing th... x

v

Delivery

Assets pending approval for publish
Mo existing publish event

Select Al How Does It work” g

Hame Type Last Published Status. Detail Action

Continue with the steps below to approve the asset(s). If you do not wish to approve
any of the assets at this time, click Go Back.

4. Approve the asset(s) and any dependencies. Do one of the following:

- If you wish to approve the asset(s) and all dependencies at one time, do the
following:

1) In the table, make sure the rows containing the assets you wish to approve are
selected (highlighted). If you wish to approve all assets displayed in the table,
click Select All. If you wish to approve only certain assets in the table,
highlight (Ctrl+click) the rows containing the assets you wish to approve.

2) Click Approve With Dependencies.

- Ifthe approval is successful, the asset and all of its dependencies are now
approved for publishing to the selected destination. In the “Status”
column of the table, the status of the asset(s) changes to “Approved.”

- If an asset has dependencies that cannot be approved (for example, one or
more dependent assets are checked out to another user), the status of the
asset (located in the “Status” column of the table) changes to “Held” and
the “Detail” column displays the number of assets blocking its approval.

- Ifyou wish to view the dependencies before approving them, do one of the
following:

- If you want to approve multiple assets:

1) In the table, make sure the rows containing the assets you wish to approve
are selected (highlighted). If you wish to approve all assets displayed in
the table, click Select All. If you wish to approve only certain assets in the
table, highlight (Ctrl+click) the rows containing the assets you wish to
approve.

2) Click Approve.

- If you want to approve the assets in the table one at a time, in the “Action”
column of the table, click Approve next to the asset you wish to approve.
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- Ifthe asset has no dependencies, the status of the asset (located in the “Status”
column of the table) changes from ‘“Needs Approval” to “Approved.”

- Ifthe asset has dependencies that are preventing publication, the status of the
asset (located in the “Status” column of the table) changes to “Held” and the
“Detail” column displays the number of dependent assets. To approve the
dependent assets, do the following:

1) In the “Detail” column, click the n blocking assets link to display a list of

dependent assets.

Home {Skiing th... x

v

Delivery
Assets pending approval for publsh
Mo existing publish event

Select Al

Hame Type

Dependencies for Home (Skiing theme)

select Al

Hame: Type

25 Hewada Resorts Serving Snow Aricle

Shier ‘vellow Image
ki Blanner (large) Image
Cross Courtry Skier Male Image
Gol! Gaggles Image

ki Mourtain Viev Image
<

Approve

Last Published

Last Published
Mot vet published

ot vt puklished
Mot et published
Mot vet published
ot vt puklished
Mot et published

Status.

Status
Needs Approval

Meetls Approval.
Nesds Approval
Needs Approval
Mestls Approval.
Nesds Approval

Detail

Detail

How Daes It Work? g

Action

Approve
Approve
Approve
Approve
Approve
Approve

2) Continue with the steps below to approve the asset (or click Go Back).

3) Atthe top of the list of dependent assets, click Select All to select all assets
in the list. Then click Approve.

WebCenter Sites approves the dependent assets and calculates their
dependencies. If any of the dependent assets have their own
dependencies, WebCenter Sites displays a list of the dependent assets’
dependencies; again, click Select All, and then click Approve. Continue
this process until all dependencies for all assets are approved.

When all dependencies are approved, the status of the “Held” assets changes to
“Approved.” The assets and their dependencies are now approved for publishing to

the selected destination.
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(Optional) If the administrator configured a publishing event for the destination to
which you approved the asset(s), you will see the “Publish event schedule for
destination” link, as shown below:

Home (Skiing th... x

v

Delivery
Agsets pending approval for publsh
Bublish event schediled fgr_:J destination

Hours: Every & Hours How Does It Work? g
Mintes: Every § Minutes of each selected hour |

Dates: Any
Days:  Sunday, Tuesday, Thursday, Saturday Fage Mot yet published Spproved Spproved and ready to publish Unapprove

Type Last Published Status Detail Action

Manths: Monthly ! >

Point to this link to view a summary of the publishing event schedule for the selected
destination. For more information about publishing sessions, see the Oracle
WebCenter Site Administrator s Guide.

Checking an Asset’s Approval Status

To check an asset’s approval status

1.

2,

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find and open the asset whose approval status you wish to view:

- If the asset is currently assigned to you:
1) Access your dashboard by clicking the Home (n) tab.
2) Navigate to the “Assignments” section of your dashboard.

The “Assignment” section of the dashboard displays a list of all the assets that
have been assigned to you.

3) In the list of assets, click the name of the asset you wish to approve.
WebCenter Sites opens a tab displaying the asset’s Inspect view.
- If the asset is not currently assigned to you:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass ([&J) button.

For more information on finding assets, see “Finding Assets,” on page 126.
2) In the search results list, navigate to the desired asset and click its name.

WebCenter Sites opens a tab displaying the asset’s Inspect view.
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3. In the menu bar, select View > Status.

The tab displays the asset’s status summary screen, which displays information about
the asset’s approval status.

Home (Skiing th... x

v

Page:Home (Skiing theme)

Name:

Description:

Status:

Created:

Modified:

Workflow commands:

workflow process:

workflow state:

wWorkflow history:

Home (Sking theme)

Ediited

Tuesday, April 3, 2012 £:02:25 PM EDT by fwadmin

Monday, March 5, 2012 12:25:54 PM EST by diane

<SelectWarkflow Action>

This asset is not in wWorkflow,

There are no current assignmenits, Workflow is inactive,

Click here to see Waorkfiow Histary,

Delivery:

The asset’s publishing status for each
Approval State: Approved. Approved and ready to publish, | pub|ishing destination available in the

site with which you are working.

4. Navigate to the name of the desired publishing destination and check the asset’s
approval state. For information about an asset’s approval state, see “Approval States,”

on page 215.

Removing Assets from the Publishing Queue

If you decide not to publish an approved asset, you can unapprove the asset. When you
unapprove, WebCenter Sites removes the asset from the publishing queue (for the given
destination) and changes its status to “Needs Approval.” If the unapproved asset is a child
(referenced asset) of one or more assets in the publishing queue, WebCenter Sites removes
the parent (referring) assets from the publishing queue for the destination and changes
their approval states to “Held.”

To remove an asset from the publishing queue

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset you want to remove from the publishing queue:

- If the asset is currently assigned to you:
1) Access your dashboard by clicking the Home () tab.

2) Navigate to the “Assignments” section of your dashboard.

The “Assignment” section of the dashboard displays a list of all the assets that
have been assigned to you.

3) In the list of assets, click the name of the asset you wish to approve.

WebCenter Sites opens a tab displaying the asset’s Inspect view.
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- If the asset is not currently assigned to you:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass (a) button.

For more information on finding assets, see “Finding Assets,” on page 126.
2) In the search results list, navigate to the desired asset and click its name.
WebCenter Sites opens a tab displaying the asset’s Inspect view.
3. Unapprove the asset:
a. Do one of the following:

- In the asset’s toolbar, click the Approve () icon. In the menu that appears
below the icon, select the desired publishing destination.

- In the menu bar, select Content > Approve > select the desired publishing
destination.

The tab displays a table containing the asset’s details for the selected destination.

FSIIFSEPresents... x

1€

FSII Destination (RealTime)
Assets pending approval for publish (1)

Mo existing publish event
Select Al How Does Tt Work? (@)

Hame Type Status Detail Action
FSIFSERressrtsOny v SSeriss Cortent Bpprovad Unapprove

b. In the “Action” column of the table, click Unapprove.

WebCenter Sites removes the asset from the publishing queue. The asset’s
approval state in the “Status” column of the table changes to “Needs Approval.” If
the asset is a child (referenced asset) of one or more assets in the publishing
queue, WebCenter Sites removes the parent (referring) assets from the queue and
changes their approval states to “Held.”
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Chapter 13
Revision Tracking

Revision tracking is an optional feature and must be enabled by the WebCenter Sites
administrator for the asset types on your sites. Revision tracking allows you to track and
control the changes made to your assets.

With revision tracking, you can:

* Enforce that only one person at a time can edit or delete an asset.

* Track and view past versions of an asset and the user(s) who worked with the asset.
* Restore (roll back) an asset to a previous version.

This chapter describes revision tracking and the procedures used to track assets, illustrated
with examples from the avisports sample site. In the avisports sample site, revision
tracking is not enabled by default.

This chapter contains the following sections:
*  Overview

*  Checking Out Assets

* Examining Your Checkouts

* Undoing a Checkout

* Checking In Assets

* Examining Revision History

* Reverting to a Previous Version (Rollback)

Note

Contact your administrator if you have any questions or concerns about revision
tracking as it applies to you.
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Overview

Revision tracking allows you to check out, or lock, assets. When you check out an asset,
you lock the asset, which prevents other users from editing or deleting it. When you are
finished working with the asset, you can decide to check the asset back in with the changes
you made or discard the changes you made to the asset by undoing the checkout. In either
case, the asset is then again available for modification by other users. An asset that is
checked out to you, however, can still be viewed and searched for by other users, as well
as retrieved by queries or collections.

When revision tracking is enabled, you control whether other users can edit or delete an
asset by checking it out and back in. You can either check assets out manually, or you can
let WebCenter Sites handle the check out process automatically. If you allow WebCenter
Sites to automatically check assets out to you, you will still have to manually check assets
back in when you are done working with them.

Checkout and Checkin

When revision tracking is enabled, the following commands control access to assets:

* Check out. Only one user can check out an asset at any given time. If other users try
to check the asset out or modify it, WebCenter Sites informs them that the asset is
locked by someone else.

If an asset is assigned to you in a workflow, and you have checked out the asset, then
you cannot finish your assignment until you check the asset back in.

An asset that is checked out (locked by a user) cannot be approved for publishing until
it is checked in (unlocked).

* Undo Checkout. If you check out an asset and then decide that you do not want to
save the changes you have made to it, cancel or “undo” the checkout. In this case, the
asset is simply unlocked, changes are reverted back to the most current version of the
asset, and no new version is saved.

* Check in. You check in assets that you have checked out. After the asset is checked
in, others can work with it, and if the asset is assigned to you in a workflow, you can
finish your assignment.

When you check in an asset that you have checked out, a record is made of the
checkin, and a copy of the last saved version of the asset is preserved as a new version
(the number of versions kept is set by the administrator).

Another option is to check in the asset so that you have an archived version but to
keep it checked out. This option enables you to create a version but keeps the asset
checked out to you.

If you edit an asset that is not already checked out to you, WebCenter Sites checks it out to
you automatically. When you save the edited asset, WebCenter Sites does not check the
asset back in for you. Therefore, you will still have to manually check the new version of
the asset back in after you save the changes you have made to it. Similarly, if you do not
want to save the changes you made to an asset that is checked out to you, you will have to
manually undo the checkout.

If you delete an asset that is not already checked out to you, WebCenter Sites checks it out
to you for deletion. This ensures that no other users can work with the asset as you are
deleting it from WebCenter Sites. Once the asset is deleted, it is no longer checked out to
you because it no longer exists in the system.
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Releasing Locked Assets

If you edit an asset when revision tracking is enabled, the asset is automatically checked
out to you. Because of this, you may accidentally check out an asset while you work in the
WebCenter Sites interface. When an asset is checked out to you, the asset is locked and
prevents other users from working with it. To make sure that you are not preventing other
people from working with assets that you have inadvertently checked out, review the
assets checked out to you by viewing the “Checkouts” section of your dashboard (located
in the Home tab) and check in (or, if you do not want to commit your changes to the
database, undo the checkout of) any assets that you do not need to lock.

Functions That Automatically Checkout an Asset To You

The following table describes asset management functions that check assets out

automatically:
Create As soon as you create a new asset, the asset is checked out to you.
Edit Checks out the asset and prohibits other users from editing or
deleting it.
Copy Creates a new copy of the asset. The source asset cannot be checked
out during the copy operation. As soon as you create a copy of an
asset, the copy is automatically checked out to you.

Rollback and Revision History

When you check in an asset that you have checked out, WebCenter Sites stores a new
version of the asset and adds it to a list of previous versions. You can later restore the asset
to one of those previous versions and you can examine the asset’s revision history.

Note

The volume of revisions to be saved for a given asset may be limited (depending
on your administrator’s configurations). Therefore, earlier versions of the asset
could be overwritten. In this case, the overwritten version will not be shown in the
asset’s revision history. An asset cannot be rolled back to a version that has been
overwritten.

* Rollback means restoring the asset to a previous version. When you have an asset
checked out, you can roll it back to any previous version (provided the version was not
overwritten). Rollback restores the contents of the asset, but does not reset its status
(created, edited, and so on) as of the previous version, nor does it affect workflow
status. If the asset is part of a workflow, anyone who has the appropriate permissions
can restore it to a previous version.

* Revision History. You or any user can list and examine the revision history of an
asset. The revision history also shows who, if anyone, currently has the asset checked
out. You can also see comments entered by the user who checked the asset in at the
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time, if the user chose to enter a comment, by looking at the “Comments” section of
the revision history table.

Revision History Report

Yersion Comments

- S 3/28/12 5117 PM fwadrmin

” 4 3/28/12 517 PM fuwvadrrin Reviewed content.
- 2 3/28/12 5117 PM fwadrmin

F_ 2 3/28/12 5:17 PM furadmin Modified content,

F 1 32812 4:00 PM SYSTEM

Checking Out Assets

This section shows you how to manually check out an asset.
To check out an asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset you want to check out. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass ({fgJ) button.

2) In the list of search results, click the name of the desired asset.

- If you previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) In the My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane.)

2) In the list of bookmarked assets, double-click the name of the desired asset.

For more information on finding assets, see Chapter 6, “Finding and Organizing
Assets.”

A tab opens displaying the Inspect view of the asset (in either Form Mode or
Web Mode).

3. Check out the asset:

Note

If the asset is checked out to another user, when you try to edit the asset or check
the asset out, you will receive an error message like the one below:

© Unable to edit asset because it is checked out b Fradmin
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- If you are working in Form Mode, in the asset’s toolbar, click the Check Out

( ) icon.

Note

If you do not see the Check Out icon in the asset’s toolbar, either revision
tracking for that asset type is not enabled on your site or the asset is already
checked out to you.

WebCenter Sites checks the asset out to you.
- Ifyou are working in Web Mode, do the following:
1) In the asset’s toolbar, click the Checkin/Checkout () icon.

The tab displays the “Asset to be checked in” screen. This screen contains a
table with revision tracking details about the primary asset (asset you opened
in Web Mode) and all of its associated assets (assets displayed in the primary
asset’s web page view), as shown below:

_

(€] @

Asset to be checked in

Select Al How Does Tt work? (@)

The revision tracking action (if any) you can perform on an asset is indicated
in the “Action” column of the desired asset’s row. If the asset is not revision
tracked, then the “Action” column for that asset’s row is empty and the
“Detail” column for that asset’s row displays the message “Not Tracked.”

2) In the revision tracking detail table, select (Ctrl+click) the asset(s) you wish
to check out and then click the Checkout button. You can also check assets
out one at a time by clicking the Checkout link in the “Action” column of the
desired asset’s row.

WebCenter Sites checks the asset(s) out to you.
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Examining Your Checkouts

A list of assets that are currently checked out to you is accessible from your dashboard (in
the Home tab).

To view a list of assets currently checked out to you

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Access your dashboard by clicking the Home (n) tab.
Navigate to the “Checkouts” section of the dashboard.

The “Checkouts” section of the dashboard lists all of the assets that are currently
checked out to you.

F———— a]
*

4 Bookmarks (0y # @ ] assignments (0)

JZ smartLists (0) @ & checkouts (3) # Q

Asset llame Asset Type Days Checked out
25 Newatla Resorts Serving Snow aticle 1
For Young Americen, ictory Amid Allegalions of Cheating Agticle 1
LS. Giympic Skiers Frep for Games Article 1

4. (Optional) If you want to open an asset, click its name in the list.

A tab opens displaying the asset’s Inspect view (in either Form Mode or Web Mode).

Undoing a Checkout
This section shows you how to undo the checkout of an asset. Undoing a check out makes
the asset available to other users who have permissions to work with it.

To undo the checkout of an asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find the asset for which you want to undo the checkout and open it:
a. Access the dashboard by clicking the Home (J3 ) tab.
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b. Navigate to the “Checkouts” section of the dashboard.

The “Checkouts” section of the dashboard displays a list of assets currently
checked out to you.

c. In the list of assets, navigate to the desired asset and click its name.

A tab opens displaying the asset’s Inspect view (in either Form Mode or Web
Mode).

3. Undo the check out. Depending on whether the asset opened in Form Mode or Web
Mode, do one of the following:

- If the asset opened in Form Mode:
1) In the asset’s toolbar, click the Undo Checkout (| 2, ) icon.
The following dialog box is displayed:

2) In the dialog box, click Yes.
WebCenter Sites undoes the checkout of the asset.
- If the asset opened in Web Mode:
3) In the asset’s toolbar, click the Checkin/Checkout (@) icon.

The tab displays the “Asset to be checked in” screen. This screen contains a
table with revision tracking details about the primary asset (asset you opened
in Web Mode) and all of its associated assets (assets displayed in the primary
asset’s web page view), as shown below:

€]

Asset to be checked in

Select Al How Does 1t Works (@)

Hame Type Version Comment Stat Det.

The revision tracking action (if any) you can perform on an asset is indicated
in the “Action” column of the asset’s row. If the asset is not revision tracked,
then the “Action” column for that asset’s row is empty and the “Detail”
column for that asset’s row displays the message “Not Tracked.”
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In the revision tracking detail table, select (Ctrl+click) the asset(s) whose
checkouts you wish to undo and then click the Undo Checkout button.

WebCenter Sites undoes the check outs of the selected assets.

Checking In Assets

This section shows you how to check an asset in. Checking an asset in creates a new
version of the asset and makes it available to other users who have permissions to work
with the asset.

To check in an asset

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find the asset you wish to check in and open it:
Access the dashboard by clicking the Home () tab.
Navigate to the “Checkouts” section of the dashboard.

a.
b.

The “Checkouts” section of the dashboard displays a list of assets currently
checked out to you.

In the list of assets, navigate to the desired asset and click its name.

A tab opens displaying the asset’s Inspect view in either Form Mode or Web
Mode.

Check in the asset. Depending on whether the asset opened in Form Mode or Web
Mode, do one of the following:

If the asset opened in Form Mode:

1)

2)

3)

4)

In the asset’s toolbar, click the Checkin (| % |) icon.

The tab displays a table containing the asset’s revision tracking details:

230

A Z5NevadaReso... X

v

Asset to be checked in

®

Select Al How Does It Work? (g

Hame Type Version Comment  Status Detail Action

S S

Make sure the row containing the asset is highlighted, then click the Checkin
button.

(Optional) In the Comment field, enter comments or instructions that pertain
to the version you are checking in. The comments you enter here are
displayed in the asset’s revision history. If you are checking in multiple assets,
the comment you enter will apply to all assets that you are checking in.

(Optional) If you want to create a new version of the asset and then continue
working on the new version, select the Keep Checked Out box.
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5) Click Checkin.
WebCenter Sites checks the asset in to the database.
- If the asset opened in Web Mode:
1) In the asset’s toolbar, click the Checkin/Checkout (@) icon.

The tab displays the “Asset to be checked in” screen. This screen contains a
table with revision tracking details about the primary asset (asset you opened
in Web Mode) and all of its associated assets (assets displayed in the primary
asset’s web page view), as shown below:

Ll & Surfing x

(€]

Asset to be checked in

Select Al How Doss It work (@)

Version Comment

[ chectout | ndo checkout [ checkn

The revision tracking action (if any) you can perform on an asset is indicated
in the “Action” column of the desired asset’s row. If the asset is not revision
tracked, then the “Action” column for that asset’s row is empty and the
“Detail” column for that asset’s row displays the message “Not Tracked.”

2) In the revision tracking detail table, select (Ctrl+click) the asset(s) you wish
to check in and then click the Checkin button. You can also check assets in
one at a time by clicking the Checkin link in the “Action” column of the
desired asset’s row.

3) (Optional) In the Comment field, enter comments or instructions that pertain
to the version you are checking in. The comments you enter here are
displayed in the asset’s revision history. If you are checking in multiple assets,
the comment you enter will apply to all assets that you are checking in.

4) (Optional) If you want to create a new version of the asset and then continue
working on the new version, select the Keep Checked Out box.

5) Click Checkin.
WebCenter Sites checks the selected asset(s) back in to the database.
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Note

You can examine an asset’s revision history only if the asset is displayed in Form
Mode. If the asset opens in Web Mode, you will have to switch to Form Mode

To examine an asset’s revision history

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset whose revision history you want to view:
a. Do one of the following:

- Ifthe asset is not currently checked out to you, in the Search field, enter
search criteria identifying the asset and click the magnifying glass (m)
button.

For more information about finding assets, see Chapter 6, “Finding and
Organizing Assets.”

- Ifthe asset is currently checked out to you, access the dashboard by clicking
the Home ( ) tab. Then, navigate to the “Checkouts” section of the
dashboard.

b. In the list of assets, navigate to the desired asset and click its name.

A tab opens displaying the asset in its Inspect view (in either Form Mode or Web
Mode).

3. If'the asset opens in Web Mode, switch to Form Mode. In the asset’s toolbar, click the
Mode switch.

4. View the asset’s revision history. Do one of the following:
- In the asset’s toolbar, click the Show versions (| =, ) icon.
- In the menu bar, select Edit > Version > Show versions.

The tab displays the asset’s revision history:

_

v

Revision History Report

¥ersion Comments

+ 3 3f23/12 2:26 PM fwadmin
+ 2 3f23/12 2:26 PM fwadmin

+ 1 3f23/12 2:23 PM SYSTEM

5. Click the magnifying glass icon next to the version you want to view.

The tab displays the Inspect view of the version of the asset you selected (in Form
Mode).
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Reverting to a Previous Version (Rollback)

This section shows you how to roll an asset back to a previous version.

Note

You can roll an asset back to a previous version only when the asset is displayed in
Form Mode. If the asset opens in Web Mode, you will have to switch to Form
Mode

To roll back an asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find the asset you want to roll back to a previous version and open it:
a. Do one of the following:

- If the asset is not currently checked out to you, in the Search field, enter
search criteria identifying the asset and click the magnifying glass (&)
button.

For more information about finding assets, see Chapter 6, “Finding and
Organizing Assets.”

- Ifthe asset is currently checked out to you, access the dashboard by clicking
the Home () tab. Then, navigate to the “Checkouts” section of the
dashboard.

b. In the list of assets, navigate to the desired asset and click its name.

A tab opens displaying the asset in its Inspect view (in either Form Mode or Web
Mode).

3. [Ifthe asset opens in Web Mode, switch to Form Mode. In the asset’s toolbar, click the
Mode switch.

4. Roll back to a previous version of the asset. Do one of the following:
- In the asset’s toolbar, click the Rollback ( (=) icon.

- In the menu bar, select Edit > Version > Rollback.

Note

You will not be able to roll the asset back to a previous version if either of the
following is true:

* Revision tracking is not enabled for the asset type.

e The asset is already checked out by you or another user, you cannot roll it
back to a previous version. To roll the asset back, it must be checked in.

If you have questions about revision tracking or your permissions, contact your
WebCenter Sites administrator.
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The tab displays the following:

(€

Rollback Page: Surfing

Rollback Yersion Comments

O 3 3(23f12 2:26 PM furadmin
O 2 3/23f12 2:26 PM furadmin
1 3(23/12 2:23 PM SYSTEM

Select the version that you want to roll back to and then click Rolback.,

5. In the Rollback column of the table, select the radio button next to the version of the
asset to which you want to roll back.
6. Click Rollback.

WebCenter Sites rolls the asset back to the version you selected. When you roll back
an asset, WebCenter Sites creates another version of it.

Oracle WebCenter Sites User’s Guide



235

Chapter 14
Workflow

Most websites are produced by a team of people in which different individuals assemble
content, edit and review it, and decide what goes where and when to update the pages.

Work flows from one person to the next in a predictable way, and that process is called
workflow.

This chapter presents a brief overview of workflow concepts followed by procedures on
how to perform specific tasks related to workflow. It includes the following sections:

*  Overview
* Sample Workflow
* Viewing Your Assignments

e Using Workflow Functions
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The following sections describe basic workflow concepts and terminology.

Note

In addition to the functionality described in this chapter, WebCenter Sites provides
the following workflow functionality through the WebCenter Sites Admin interface:

*  Workflow groups — allow you to manage a defined set of assets in a coordinated
manner that allows those assets to reach the end of the workflow process
together, prior to publishing.

*  Workflow reports — allow you to track the progression of assets and user
assignments in workflow.

For information on workflow groups and reports, see the Oracle WebCenter Sites
Administrator s Guide.

Workflow and Assets

Assets can (but do not have to) be assigned to a workflow. A workflow routes an asset
through a series of editorial tasks (states) by assigning the tasks to the appropriate users at
the appropriate times. Either specific assets or all assets of a certain type can be assigned
to a workflow.

Depending on how your site is configured, assets might be assigned to a workflow either
automatically (for example, when you create a new asset) or manually. The workflow
system lets WebCenter Sites direct and track the assignment of assets to users and
specifies what users can do with those assets through permissions.

The flow of the editorial tasks performed on the asset, as well as who is authorized to
perform those tasks at each point in the workflow is defined by a workflow process. The
workflow administrator can define as many workflow processes per asset type as needed.

Note

During workflow, the asset is not electronically transferred from one person to the
next. What is transferred is permissions to the asset. The asset itself remains in its
original location in the database throughout the workflow process and throughout its
existence in WebCenter Sites.

States and Steps

A workflow process defines a series of states. A state is a point in the workflow process
that represents the status of the asset at that point, for example, “Ready to Edit” or “Ready
for Approval.”

States are linked together in a specific order by steps. A step is the movement of the asset
between states. Because creating workflow steps links workflow states in a specific order,
creating steps in a workflow process is what organizes the process. In each step, the asset
goes from a start (“from”) state to an end (“to”) state. When creating the workflow
process, the administrator defines the states and links them via the appropriate steps.
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Steps and states have names; for example, in the FirstSite II sample site, “Send for
Approval” is a step originating from the “Ready to Edit” state and resulting in the “Ready
for Approval” state. An asset can move from one state to another via more than one step.
For example, an asset that is ready for approval can be rejected because of factual errors or
stylistic problems, each type of rejection having its own step.

Assets are assigned to users by roles. As an asset progresses through the workflow, each
step assigns it to users holding roles authorized to work on the asset in the next state. For
each step, there is at least one role authorized to complete work on an asset and allow it to
continue moving through the workflow. In certain cases, a user holding the appropriate
role can choose between steps; for example, a user holding the Approver role can either
approve or reject an asset assigned to him/her for approval.

When you log in to WebCenter Sites, the “Assignments” section of the dashboard (Home
tab) provides a summary of your present workload, from which you can access the assets
assigned to you. When your work on the asset is complete, you use the

Finish Assignment function to invoke the next step in the workflow; the workflow
process then moves the asset to the next state and assigns the asset to the appropriate users.
Note that a step can be conditional; that is, certain users or all users can be prevented from
taking a step until some condition is met.

Users, Roles, and Participants

A user in WebCenter Sites is a person who is assigned a WebCenter Sites user name
which he/she uses to identify him/herself and to log in to WebCenter Sites. What a user
can or cannot do is determined by the role (or roles) assigned to that user by the
administrator.

A role describes and determines the function(s) of a user in a CM site by granting him/her
permissions to perform specific functions; in the context of workflow, these permissions
are called function privileges.

The workflow process grants roles (not individual users) the appropriate function
privileges. The function privileges are enforced only when an asset has been assigned to a
workflow. Function privileges depend not only on the user’s role, but also on the state of
the asset and whether or not the asset has been assigned to the user.

Note

Because function privileges are granted to a user through his/her role(s), they
function independently of the access permissions assigned by the administrator at
the user level.

For example, a user might not normally have the permission to edit “Content” assets,
but he/she can have the function privilege to do so if he/she has the Editor role, is
participating in a workflow process for “Content” assets, and the asset he/she wants
to edit is in the appropriate workflow state.

Each role required by a particular workflow state in a workflow process is a participating
role. Participating roles are chosen for each state in a workflow process by the
administrator. Each user whose assigned role(s) match those required by that workflow
state is therefore a participant for that state in the workflow process and is authorized to
take the workflow step leading from that state to the next state.
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Unless the administrator decides otherwise, assets placed in workflow are assigned to all
available participants for a given role. However, depending on how your administrator
configured a given workflow step, you may be able to limit which users can work with a
particular asset by choosing the desired assignees from among the participants available in
each participating role.

An assignee is a workflow participant chosen to work on a specific assignment. Assignees
are set when an asset is assigned to a workflow, but you may have the ability to choose
different assignees when the asset is already in a workflow process. How assignees are
chosen for a workflow process is determined by the configurations your administrator
made to the steps in the workflow process. Workflow steps can be configured to allow
users assigned specific roles to choose assignees. However, workflow steps can also be
configured to automatically assign an asset to all users with a specified role or to assign an
asset to only the user who created it.

When assignees are set for a given asset in the workflow, only the chosen assignees will
see the asset in their assignment lists, and only they can complete the assignment before
the workflow process changes the state of the asset.

Workflow Assignments

An assignment is an asset that a chosen participant (an assignee) is (or is supposed to be)
working on. An asset appears on the participant’s assignment list as soon as the asset
enters a state for which the participant has a role to fulfill.

A typical workflow design generates an e-mail notification when you are given a
workflow assignment. You can see an updated list of your assignments at any time in the
“Assignments” section of your dashboard (located on the Home tab).

Assignment Duration

Each workflow state has an associated estimated time of completion (deadline) for an
assignment. If the administrator has granted you the appropriate permission, you can
override the default estimate for the next assignment.

As the assignment deadline nears, associated assignment actions in the form of e-mail
notifications can be triggered as timed events relative to the estimated time to completion.
For example:

*  Youreceive a reminder the day before your assignment is due.
* You and the workflow initiator receive a warning the day the assignment is due.

* The initiator receives notification the day after the due date that the assignment has
not been completed.

Voting Your Assignments

If you participate in workflow, you have a vote. Voting means taking a workflow step that
moves the asset from its current state to the next, after you have completed the task
required by the current workflow state (such as editing an article) and committed the
changes to the WebCenter Sites database (saved the asset), if applicable. You cast your
vote by either using the Finish Assignment function (available in the “Assignments”
section of the dashboard) or by viewing the status of an asset and finishing your
assignment using the Workflow commands drop-down menu (accessible by selecting
View > Status in the menu bar when working with the asset). If more than one participant
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with a given role has the assignment, either one, or all of them must vote before the asset
moves to the next state, depending on how the workflow was set up by the administrator.

Depending on your role in the workflow process, when you vote to finish the assignment
you may be given a choice of steps to take; for example, if you are an approver and your
current assignment is to either approve an asset for publishing or reject it, when you finish
your assignment you can invoke either a step that approves the asset for publishing, or a
step that rejects it due to factual error, depending on your choice. When you vote, the asset
moves to the next workflow state unless the step you chose is in disagreement with the
step chosen by other assignees with the same role as you.

If, for some reason, you are unable to complete your assignment, you can abstain from
voting, as long as yours is not the last (or only) vote for that particular role and/or step.
When you abstain, you still have the assignment, but the asset can continue through
workflow. If you change your mind, you can reverse your abstention by voting again, as
long as the asset has not already moved to the next state.

Delegating Your Assignments

Another way of handling an assignment is to delegate it to another participant holding the
same role as you, assuming the asset you are delegating is not already assigned to that
person for the current workflow state.

Your function privileges (set by the administrator) determine whether you can delegate
your assignments. Also, the administrator can delegate assignments on your and other
assignees’ behalf, if necessary.

Delegating an assignment can trigger associated delegate actions in the form of e-mail
notifications. For example:

* The recipient of the new assignment is notified.

* The workflow administrator is notified of the assignment delegation.

Deadlocks

An asset moves from one state to the next when assignees cast their votes (that is, take a
step) for a given workflow state. When defining the workflow process, the administrator
decides whether each step is all-voting, that is, whether all assignees must vote (take the
step) for the asset to move to the next state. By default, steps are not all-voting, which
means that the first assignee to vote in a given workflow state determines the flow of the
asset, and the assignments for the remaining assignees for that workflow state are
cancelled. If the administrator set the step to be all-voting, the asset is held in its current
workflow state until all assignees have voted, at which time the asset moves to the next
state.

If there is a choice of steps and each step is all-voting, the potential for a deadlock exists.
A deadlock occurs when all of the assignees must vote, and the voting is not unanimous on
which step to take. A workflow process typically includes a deadlock action to generate
e-mail notifications to all assignees, showing the vote tally and advising all assignees to
vote again in favor of the majority. Deadlocks cause additional work for all the users
involved, and should be avoided whenever possible. They should also be resolved as
quickly as possible so that the flow of work is not hindered.
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Sample Workflow

The FirstSite II sample site includes six sample workflow processes which guide assets of
different types from creation to approval for publishing. The sample workflows are
simple, transitioning through three states via five possible steps, but they serve to illustrate
how a workflow process works. This section is based on the FSII: Approval for Content
sample workflow process included in the FirstSite II sample site.

The FSII: Approval for Content sample workflow process has the following roles
participating: author, editor, approver, and administrator. Each role has only a single
participant (your organization will most likely have more complex processes, with several
users participating in each role). A participant from any of the roles can create a new
“Content” asset, which automatically assigns it to the FSII: Approval for Content
workflow. By creating the asset, workflow is initiated. The asset then moves from author
to editor to approver. The approver can either approve or reject the asset. If the approver
rejects the asset, it goes back to the editor. The administrator can perform the functions of
author, editor, and approver at any point in the workflow, as well as return an already
approved asset back to the editor for additional changes.

Sample Workflow States and Steps

The FirstSite II sample site includes a sample workflow process called FSII: Approval for
Content. The flow of the process is shown in the following diagram:

Reject
Tapprover)
b
Send for Approve
Create Ready to Edit Approval Re?dar for Ap[zr:val & Lock Approved and Locked
fmuthon (to be edited by editar) (editan (fo b approved by (approver) | (readyto publish by admin)
approvers)
Return For Edit

(administrator)

The steps and states from this workflow process are described in the following table:

Table 5: States and Steps

none Create A user with the ContentAuthor role | Ready to Edit
creates a “Content” asset, which
automatically assigns it to the FSII:
Approval for Content workflow.

Ready to Send for A user with the ContentEditor role | Ready for
Edit Approval receives e-mail notification of the Approval
assignment. The editor revises the
asset to complete the assignment.
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Table 5: States and Steps (continued)

Ready for Reject A user with the Approver role Ready to Edit
Approval receives an e-mail notification of the
assignment.

The approver completes the
assignment by rejecting the asset
because of factual errors. The
rejection triggers a notice to the
editor, who must make some
corrections and resubmit the asset for
approval.

Approve The approver completes the Approved and
and Lock assignments by approving the asset. | Locked

The asset is flagged in the
WebCenter Sites database as “ready
to publish” for selected destinations.

Approved Return for | The workflow administrator (holding| Ready to Edit
and Locked | Edit the Workflow Admin role) reviews
the asset and determines that the
content needs to be updated with
additional information.

The workflow administrator then
uses votes to return the asset to the
editor for revision.

Sample Workflow Scenario

This section describes the typical flow of a “Content” asset through the FSII: Approval for
Content workflow process.

1. The author creates the asset and writes the content

The process starts when Conrad the author creates the “Content” asset. Since the
“Content” asset type in the FirstSite II sample site is configured to automatically place
each new “Content” asset in workflow, Conrad’s asset is automatically placed into the
FSII: Approval for Content workflow process. Conrad writes the content and saves the
“Content” asset.

When Conrad saves the asset, the workflow process automatically changes the state of the
asset to “Ready to Edit,” assigns it to Connie the editor, and sends Connie an e-mail notice
about the new assignment.

2. The editor edits the asset and sends it for approval

Connie the editor logs in, checks her assignment list, and opens the “Content” asset for
editing. She reads the content and fixes some punctuation. When done, Connie saves her
changes and then votes to send the asset on for approval.
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The workflow process changes the state of the asset to “Ready for Approval,” assigns it to
Napoleon the approver, and sends Napoleon an e-mail notice about his new assignment.

3. The approver approves the asset

Napoleon the approver is already logged in, so when he receives his e-mail, he accesses
the “Assignments” section of the dashboard to view his assignment list. Napoleon opens
the newly assigned “Content” asset and examines it. It looks fine, so he can vote to either
approve or reject the asset for this workflow process. The workflow process presents both
options to him.

Note

If two or more users with the same role have the same assignment in a given
workflow state, the first vote cast determines the next state for the asset.

For example, if the FSII: Approval for Content workflow process included two

approver users who both had a vote when approving the asset for publishing, a

rejection by either of them would cancel the assignment of the other person and
return the asset to the editor.

Your administrator might set up a workflow in which a disagreement like this causes
a deadlock (see “Deadlocks,” on page 239) that has to be resolved before the asset is
returned to the previous state or moved to the next one.

Since Napolean voted to approve the asset, the workflow process changes the state of the
asset to “Approved and Locked,” and flags it in the database as “ready to publish.” The
asset will be published to the website during the next publishing session.

4. The workflow administrator returns the asset to the editor

When new information becomes available, it has to be added to the asset. When that
happens, the workflow administrator can vote in the workflow process to return the asset
to Connie for review and updating.

The workflow process automatically changes the state of the asset to “Ready to Edit,”
assigns it to Connie the editor, and sends Connie an e-mail notice about the new
assignment.

When Connie finishes her assignment, the updated asset will need to be re-approved
before it can be re-published to the website.

Oracle WebCenter Sites User’s Guide



Chapter 14. Workflow

Viewing Your Assignments

Viewing Your Assignments

To manage your workload, you can view a list of your current assignments and their status
by accessing the “Assignments” section of your dashboard (located on the Home tab).

Note

As you work in the interface, new assignments might be given to you, and you may
complete some of your current assignments, causing your assignment list to change.
Check your assignment list periodically to make sure you stay up to date with your
assignments.

To view a list of your workflow assignments

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Access your dashboard by clicking the Home () tab. Then navigate to the
“Assignments” section of your dashboard.

The “Assignments” section of your dashboard displays a list of your workflow
assignments.

L Assignments (5) #+ o
Asset Hame Action to Take Assigned by Due (Days)
FSIl AudioCo. &me. fwvacmin
FSliHome Make sure the translations of this page are correct fwvacmin
Home (de) Ensure thet this German translation of the home page is sccurate fuadmin
Home (es) Ensure that this Spanish translstion of the home page iz accurate Fuacimin
Home (fr) Enzure that this French translation of the home page is accurate Fuacimin
—————

The list provides information about the asset’s name, the action to take in the
workflow process, the name of the user who assigned the asset to you, and the amount
of days left until the assignment is due for completion.

Click an asset’s name to open it in its Inspect view (in either Form Mode or Web
Mode). You can also right-click an asset in the list to open the asset’s Edit view or to
preview the asset.
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The following sections describe the workflow functions you use in the Contributor
interface. These functions are available from the menu bar (View > Status) when you are
working with an asset. Depending on your function privileges, some of the described
functions may not be available to you.

This section provides information about the following topics:
* Assigning an Asset to a Workflow

* Setting a Process Deadline

e Setting an Assignment Deadline

* Finishing Your Assignments

* Delegating Your Assignments

* Abstaining from Voting

* Resolving Deadlocks

* Removing an Asset from Workflow

* Viewing an Asset's Participant (Assignee) List
* Setting Workflow Participants

* Examining the Workflow Progress of an Asset

Assigning an Asset to a Workflow

An asset can be assigned to a workflow either automatically or manually.

Automatic workflow assignment is set up by the administrator for selected asset types.
When you create a new asset of such type, the asset is automatically placed in the
workflow process assigned to that asset type. Consult your administrator to find out which
asset types are set up for automatic workflow assignment.

Manual workflow assignment is available to users with appropriate permissions, assuming
a workflow process is assigned to the selected asset type.

To manually assign an asset to a workflow

Note

Before an asset can be assigned to a workflow, the administrator must first assign
one or more workflow processes to the asset type of the asset in question; otherwise,
the option to assign the asset to a workflow is not available. Consult your
administrator to find out which workflow processes are available to which asset
types on your system.

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset you want to place in workflow. Do one of the following:
- Search for and open the desired asset:

1) In the Search field, enter search criteria identifying the asset and click the
magnifying glass (a) button.
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A “Search” tab opens displaying the results of your search.
2) In the list of search results, click the name of the desired asset.

- If you previously bookmarked the asset, open it from the Bookmarks node in the
My Work tree:

1) In the My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar.)

A list of bookmarked assets is displayed underneath the Bookmarks node.
2) In the list of bookmarked assets, double-click the name of the desired asset.
For more information on searching, see Chapter 6, “Finding and Organizing Assets.”
A tab opens displaying the asset’s Inspect view (in either Form Mode or Web Mode).
3. In the menu bar, select View > Status.
In the “Workflow commands” drop-down menu, choose Select Workflow.
The tab displays the “Select Workflow” form:

FSIIAbout x @

(€] 123

Select Workflow for Content: FSITAbout

Content Name:  FSIlabout
Description:  About FirstSitell
*workflow Process: | —SelectWorkflow Process—

Action to Take:

In the “Workflow Process” drop-down menu, select a workflow process.

If the workflow process is configured in such a way that you must select assignees for
each role involved in the workflow process, you will see the Set Participants...
button. Do the following:

a. Click Set Participants...
The tab displays the “Set Participants” form.
b. Select at least one user for each role and then click Set Participants.

Each participant you select becomes an assignee in the respective role(s) for this
asset.

7. (Optional) In the “Action to Take” field, enter brief instructions for the person
receiving the assignment.

8. Click Select Workflow.
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9. Ifthe administrator enabled the selection of assignees for the first step in the workflow
process, the tab displays the “Choose Assignees” form:

FSIIAbout x | g

1€ 12

Choose Assignees
Please select at least one user from each role

Content Name:  FSIabout

Description:  About FirstSitell
workflow Process:  FSII: Approval for Content

*aApprover: firstsite
fwadmin
Napoleon

In such cases, select at least one user for each role, then click Set Assignees.

The tab re-displays the asset’s status summary screen.

D.

a FSIIAbout x
&9  workflow defirition For this Cortent is set ko: FSIL: Approval for Content, x

Content:FSI1About

Name:

Description:

Status:

Created:

Maodified:

Workflow commands:

Workflow process:

Workflow state:

Workflow history:

FSII Destination (RealTime):

FSII Destination (dynamic):

FSIAbout

About FirstSitell

Edited

Tuesday, August 23, 2005 12:09:42 PK EOT by firstsite
Tuesday, August 23, 2005 1:52:24 PM EDT by firstsite

<Select Workflow Action> v

FSII: Approval for Content - FSIT: Ready to Edit

Assigned to Assignedby  Assigned date Action to Take

Step Chosen  Task Status

fuwadmin(ContentEditor)  fwadmin 4/13/12 1152 AW Assignment information not avalable - active

Click here to see workflow Histary.

Approval State: Needs Approval. Kot yet approved for publish

Approval State: Needs Approval, Mot yet approved for publish,

At this point, the asset is in workflow; participants with roles required by the next state
typically receive e-mail notifications of their assignments.
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Setting a Process Deadline

A process deadline is the overall time allotted for an asset to pass through a workflow
process. By default, no process deadline is set. This deadline is independent of the
assignment deadline described later in this section; that is, the total of the individual
assignment deadlines does not necessarily add up to a process deadline.

Note

Deadlines are informational only — the system does not impose any sort of penalty
or issue error messages when a deadline is exceeded.

Before you can set a process deadline, the workflow administrator must first have done the
following:

* Allowed a process deadline to be set for this workflow process.

* Assigned you a workflow administrator role for the workflow process, or otherwise
provided you with the right function privileges.

The option to set a process deadline is available only if both of the above conditions are
met. Contact your administrator to find out if you have the appropriate privileges and
whether setting a process deadline is enabled for the workflow process in question.

To set a process deadline

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset for which you want to set a process deadline:
a. Access your dashboard by clicking the Home () tab.
b. Navigate to the “Assignments” section of the dashboard.

c. Inthe list of assets, click the name of the asset for which you want to set a process
deadline.

A tab opens displaying the asset in its Inspect view (in either Form Mode or Web
Mode).

3. In the menu bar, select View > Status.
The tab displays the asset’s status summary screen.

4. In the “Workflow commands” drop-down menu, select Set Process Deadline.

Note

If you do not see the Set Process Deadline function in the drop-down menu,
stop here. The function was not enabled by the administrator or you do not have
the right permissions to access it.
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The tab displays the “Set Process Deadline” form:

FSIIAbout x al

L5 *

Set Process Deadline
Name:  FSIIAbout
Description:  hout FirstSitell
Asset Type:  Content
wWorkflow Process:  FSII: Approval for Content
Current Process Deadline: Mot Set

*Set Process Deadline: O none

o
®oue

R

5. In the “Set Process Deadline” field, select the Due radio button and then use the date
picker to select a date.

When setting a process deadline, you should consider where the asset is in the
workflow process, and the cumulative time of the remaining steps. The default is to
have no process deadline.

6. Click Save.

The tab re-displays the asset’s status summary screen.

Setting an Assignment Deadline

An assignment deadline is the time allotted to the assignee to complete an assignment as
an asset advances through workflow. This deadline is independent of the process deadline
described earlier in this section; that is, the total of the individual assignment deadlines
does not necessarily add up to a process deadline.

Note

Deadlines are informational only — the system does not impose any sort of penalty
or issue error messages when a deadline is exceeded.

Before you can set an assignment deadline, the workflow administrator must first have
done the following:

* Allowed an assignment deadline to be set for this workflow state.

* Assigned you a workflow administrator role for the workflow process, or otherwise
provided you with the right function privileges.

The option to set the assignment deadline is available only if both of these conditions are
met. Contact your administrator to find out if you have the appropriate privileges and
whether an assignment deadline is allowed for the workflow state in question.
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To set an assignment deadline

Note

This procedure describes how to set an assignment deadline from an asset’s Inspect
view. You can also set an assignment deadline when you complete an assignment for
an asset. In such case, the “Finish My Assignment” form will include an
Assignment Deadline field.

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset for which you want to set an assignment deadline:
a. Access your dashboard by clicking the Home () tab.
b. Navigate to the “Assignments” section of the dashboard.

c. In the list of assets, click the name of the asset for which you want to set an
assignment deadline.

A tab opens displaying the asset in its Inspect view (in either Form Mode or Web
Mode).

In the menu bar, select View > Status.

In the “Workflow commands” drop-down menu, select Set Assignment Deadline.

Note

If you do not see the Set Assignment Deadline function in the drop-down
menu, stop here. The function was not enabled by the administrator or you do
not have the right permissions to access it.

The tab displays the “Set Assignment Deadline” form:

(€] 154

Set Assignment Deadline
Name:  FSIIabout
Description:  2bout FirstSitell
Asset Type:  Content
workflow Process:  FSIL spproval for Content
State:  FSIL Ready to Edit
Current Assignment Deadline: Mot Set

*get Assignment Deadline: O Use default

.
®oue
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5. Inthe “Set Assignment Deadline” field, enter a date using the date picker. The default
assignment deadline is set by the administrator in the workflow state definition. For
example, in the FSII: Approval for Content sample workflow, each state has a
duration of one year from the current date and time.

6. Click Save.

The tab re-displays the asset’s status summary screen.

Finishing Your Assignments

After you complete your work for an assignment, you need to notify the system that you
are finished so the asset can continue to move through the workflow.

To finish your assignment for an asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Access the desired asset’s “Finish My Assignment” form. Do one of the following:
- If you are currently working with the asset:
a. In the menu bar, select View > View Status.

The tab displays the asset’s status summary screen.

b. In the “Workflow commands” drop-down menu, select Finish My
Assignment.

- Ifthe asset is not already open:
Access your dashboard by clicking the Home () tab.

Navigate to the “Assignments” section of your dashboard.

In the list of assets assigned to you, select the desired asset’s row and then
click Finish Assignment.
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P . » g
The “Finish My Assignment” form is displayed.

-~ [ x =R )
o o
Finish My Assignment for Content: FSI1About

Content Name:  FSIIAhout
Description:  about FirstSitell
workflow Process:  FSII Approval for Cantent - FSIL Ready to Edit
Assigned User Role:  ContentEditar
*Choose Step -> State:  Send for Approval > FSIT: Ready for &pproval

Action Taken:

Action to Take:

*assignment Deadline: & Use defallt

3. Complete the form as follows:

Note

You can cancel this procedure at any time by clicking either Cancel (next to the
Finish My Assignment button) or Go Back (in the asset’s toolbar).

- If you hold multiple participant roles in the workflow process, in the “Assigned
User Roles” field, select the role for which you are finishing this assignment.

- (Optional) In the “Action Taken” field, enter a short description of the work you
completed on the asset.

- (Optional) In the “Action to Take” field, enter a short suggestion for the next
person who will work with the asset.

- If setting the assignment deadline is enabled for the next step in the workflow
process, you will see the “Assignment Deadline” field.

If you want to override the time allotted for the next assignment, in the
“Assignment Deadline” field, select the Due radio button and then use the date
picker to enter a date. If you do not specify a date, the assignment is due within the
time determined by the next workflow state.

Note

This feature appears only if enabled by the workflow administrator.

To set the assignment deadline, you must hold an administrative role in the
workflow process or otherwise have the right privileges. For more
information, see “Setting an Assignment Deadline,” on page 248.

Oracle WebCenter Sites User’s Guide



Chapter 14. Workflow

252
Using Workflow Functions

Click Finish My Assignment.

If the administrator has set up the workflow process in a way that requires you to
choose assignees for the next step when you finish your assignment, WebCenter Sites
displays the “Choose Assignees” form:

D,.

L) @

L Fsirabout x

Choose Assignees

Please select at least one user from each role

Content Name:  FsIIahout

Description:  About Frstsitell
workflow Process:  FSIL approval for Content

Assignees:

“*Approver: firstsite
fwadmin
Napolean

Select at least one user for each displayed role, then click Set Assignees.

The tab displays the asset’s status summary screen, showing the changes in the
“Workflow State” and “Workflow history” fields. For more information about these
fields, see “Examining the Workflow Progress of an Asset,” on page 260.

D,.
v ®

& Assignment completed successfully

“ FSIIAbout x

Content:FSIIAbout

Name:

Description:

Status:

Created:

Modified:

workflow co

FSIlAbout

About FirstSitell

Edited

Tuesday, August 23, 2005 12:09:48 PM EDT by firstsite:

Tuesday, August 23, 2005 1:52:24 PM EDT by firstsite

<SelectWorkflow Action> v

Workflow process:

FSIL: Appraval for Content - FSIT Ready for Approval

workflow state:

Workflow history:

Assigned to Assignedby  Assigned date Action to Take Step Chasen  Task Status

fwadmin{&pprover)  fwackmin 4f13/12 1225 PM  Assignment information not avalsble - active

Assigned to Assigned date Resolvedby Resolution Date  Action Taken Task Status

fwadmin(ContentEditar)  4/13/12 12:13PM  fwadmin 4{13f12 12:25 PM  Assignment information not avalable  completed

fwadmin(ContentEditar)  4/13/12 11:53 AM  fwadmin 4{13f12 12:12 PM  Assignment information not avalable  canceled

fwadmin(ContentEditar)  4/13/12 11:52 AM  fwadmin 4{13f12 11:53 &AM Assignment information not avalable  canceled

FSII Destination (RealTime):

FSII Destination {dynamic):

What happens after you complete your assignment depends on the way the administrator

Approval State: Needs Approval, Not yet approved for publish,

Approval State: Needs Approval, Not yet approved for publish,

set up the next workflow step. There are five possible options:
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Assign From a List of Participants — when you (or another user with the
appropriate privileges) assign an asset to a workflow, you have the option to decide
which participants in each role get the assignment when the asset enters a workflow
state requiring those roles. This is the default mechanism for moving an asset through
a workflow.

Choose Assignees When Step is Taken — this option, described in step 5, is similar
to the “Assign From a List of Participants” option described earlier, but instead of
predetermining at the beginning of the workflow who will get the assignment during
which workflow state(s), you choose assignees for the next workflow state in real-
time each time you take a step.

Retain “From” State Assignees — you keep the assignment as the asset moves to the
next state; this allows you to continue working on the asset in that state. You probably
know why it is appropriate for you to keep the assignment, but if you do not, ask your
WebCenter Sites or workflow administrator.

Assign To Everyone — the asset is assigned to all users holding roles participating in
the current workflow process.

No Assignments — as the asset moves to the next state, it remains in the workflow so
that function privileges defined for the workflow process are enforced. However, the
asset is assigned to no one and participant roles alone (through their assigned function
privileges) determine who can work on the asset, and how.

Delegating Your Assignments

As you review your assignment list, you might find that you will be unable to complete
certain assignments. For example, you might notice that an assignment’s due date falls
during your scheduled vacation time. In such situations, you can delegate your assignment
to another user who has the same role as you, assuming that the user does not already have
an identical assignment for the asset; that is, if both you and another user have the Editor
role, you cannot delegate the asset to the other user if he/she already has the asset assigned
through the Editor role. (The asset can still be assigned to the user through a different role
or another workflow process.)

To delegate an assignment

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find and open the asset you wish to delegate to another user:
a. Access your dashboard by clicking the Home () tab.
b. Navigate to the “Assignments” section of the dashboard.
c. In the list of assets, click the name of the desired asset.

A tab opens displaying the asset in its Inspect view (in either Form Mode or Web
Mode).

In the menu bar, select View > Status.
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4. In the “Workflow commands” drop-down menu, select Delegate Assignment.

Note

If you do not see the Delegate Assignment function in the drop-down menu,
stop here. You do not have the right permissions to access the function or there
are no other users in your role to whom you can delegate your assignment.

The tab displays the “Delegate Assignment” form.

B g

L “®

Delegate Assignment for Content: FSI1About
(A5 woridiow administrator)

Content Name:  FSIlabout
Description:  About FirstSitell
workflow Process:  FSIL Approval for Content - FSIL Ready for Approval
Assigned to:  fwadmin{Anprover)
*Delegate to: | Mapoleon

firstsite

Action Taken:

5. If you hold a workflow administrator role and multiple users with the same role are
assigned to this step in the workflow process, the “Assigned to” field displays a drop-
down menu. In the “Assigned to” drop down list, if you are delegating the assignment
on behalf of another user, select the user who wishes to delegate the assignment.
Otherwise, select your own user name.

6. In the “Delegate to” field, select the user to whom you want to delegate the
assignment.

(Optional) In the “Action Taken” field, enter a comment about your action.
Click Delegate.

The tab displays the asset’s status summary screen. If the “Workflow History” table is
not displayed in the field, click the Click here to see Workflow History link. The
delegation is denoted in the “Task Status” column for the assignment you delegated.

This action also triggers a notification e-mail to the new assignee, assuming your site
is configured to do so.
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Abstaining from Voting

Sometimes, you are unable to deal with a particular assignment: your workload is too
heavy, or perhaps you have been miscast in your role. In such situations, you can abstain
from voting (that is, waive your participation), as long as yours is not the last (or only)
vote for that particular role and/or step. When you abstain, you still have the assignment,
but the asset can continue through workflow.

To abstain from voting on an assignment

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset for which you want to abstain from voting:
a. Access your dashboard by clicking the Home (n) tab.

b. Navigate to the “Assignments” section of the dashboard.

c. Inthe list of assets, click the name of the asset for which you wish to abstain from

voting.

A tab opens displaying the asset in its Inspect view (in either Form Mode or Web

Mode).

3. In the menu bar, select View > Status.

The tab displays the asset’s status summary screen.

4. In the “Workflow commands” drop-down menu, select Abstain From Voting.

The tab displays the “Abstain from voting” form:

FSITAbout x g

L€

°

Abstain from voting for Content: FSIIAbout

Content Name:

Description:

workflow Process:

Currently Assigned to:

Assigned User Role:

Action Taken:

FSIIabout

About FirstSitell

FSIL Approval for Content - FSIT Ready to Edit

ContentEditar  Connie

ContentEditor  fwadmin

ContentEditor  firstsite

ContentEditor
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5. If you hold multiple participant roles in the workflow process, select the role for
which you are abstaining from voting on this assignment in the “Assigned User Role”
field.

6. (Optional) In the “Action Taken” field, enter a brief explanation for your abstention
and click Abstain from Voting.

The tab displays the asset’s status summary screen. The abstention is denoted in the
“Workflow state” field. Keep in mind that abstaining does not cancel your assignment.

€] @

& Successfully abstsined from voting.

Content:FSI1About

Name:  FSIAbout
Description:  about FirstSitell
Status:  Edited
Created: Tuesday, August 23, 2005 12:09:48 PM EDT by firstsite
Modified: Tuesday, August 23, 2005 1:52:24 PM EDT by firstsite
Workflow commands: <Select Workflow Action> v

workflow process: FSII: Approval for Content - FSIL Ready to Edit

frstsite(ContentEditor)  fwadmin 4/13/12 1:S5 PM_ Assignment information not avalable - active
fwadmin(ContentEditor)  fwadmin 4{13/12 1S5 PM  Assignment information not avalable - abstain I
ConriefContentEditor)  fwadmin 4/13/12 1S5 PM  Assignment information not avalable - active

Workflow history:  Click here to see Workflow History:
FSII Destination (RealTime): Approval State: Needs Approval, Mot yet approved for publish,

FSII Destination (dynamic): Approval State: Needs Approval, Not yet approved for publish,

Resolving Deadlocks

A deadlock can occur when there is a choice of steps to move the asset to the next state,
and each step requires all assignees to vote. If the vote is not unanimous in favor of a
single step, there is a deadlock.

Frequently, resolving deadlocks involves offline communication and negotiation among
assignees to achieve consensus; as such, deadlocks cause additional work for everyone
involved and should be avoided whenever possible. If a deadlock occurs, it should be
resolved as quickly as possible so that the flow of work suffers minimal delay.

To resolve a deadlock, certain participants must change their votes to achieve unanimity. If
you receive an e-mail notification that your vote is the one causing the deadlock, you must
vote again to break the deadlock.

To resolve a deadlock, do one of the following:

* Vote again on the assignment and select to finish it, as described in “Finishing Your
Assignments,” on page 250.
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* In some cases, you can also resolve the deadlock by changing your vote to an
abstention, which clears the way for the asset to move to the next workflow state (see
“Abstaining from Voting,” on page 255).

Removing an Asset from Workflow

You can remove an asset from workflow assuming you have the permissions to do so.
When you remove an asset from workflow, all assignments for the asset are cancelled.

To remove an asset from workflow

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset you wish to remove from workflow:
a. Access your dashboard by clicking the Home () tab.
b. Navigate to the “Assignments” section of the dashboard.
c. In the list of assets, click the name of the desired asset.

A tab opens displaying the asset in its Inspect view (in either Form Mode or Web
Mode).

3. In the menu bar, select View > Status.
The tab displays the asset’s status summary screen.

4. In the “Workflow commands” drop-down menu, select Remove from Workflow.
The tab displays the “Remove from Workflow” form:

FSIIAbout x g

(€] 153

Remove from Workflow for Content: FSIIAbout

Content Name:  FSIlabout

Description:  About FirstSitell

wWorkflow Process:  FSIL Approval for Content - FSIL Ready to Edit

Currently Assigned to:
ContentEditor  Connie

ContentEditor  fwadmin

ContentEditor  firstsite

5. If you are sure you want to remove the asset from workflow, click Remove From
Workflow. (Otherwise, click Cancel.)

The tab re-displays the asset’s summary screen. The “Workflow process” field denotes
the removal. All assignments for the asset are automatically cancelled.
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Viewing an Asset's Participant (Assignee) List

To examine an asset’s participant (assignee) list

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find and open the asset whose participant list you wish to view:
a. Access your dashboard by clicking the Home (n) tab.
b. Navigate to the “Assignments” section of the dashboard.

c. In the list of assets, click the name of the desired asset.

A tab opens displaying the asset in its Inspect view (in either Form Mode or Web
Mode).

In the menu bar, select View > Status.

In the “Workflow commands” drop-down menu, select Show Participants.

Note

If you do not see the Show Participants function in the drop-down menu, stop
here. The administrator has not enabled the function or you do not have the right
permissions to access it.

The tab displays the “Show Participants” summary screen:

FSIIAbout x g

€] 4

Show Participants

Users Authorized Users Notified

Reject fwvadmin, Mapoleon, firstsite Connig, fwadmin, firstsite
Send for Approval Connie, fwadrmin, firstsite fwvadmin, Mapoleon, firstsite
Return for Edit fwadmin, Mapoleon, firstsite Connie, fwadmin, firstsite
Approve and Lock fuwradmin, Mapoleon, firstsite Mo Users,

Create fwadmin, Conrad, firstsite Connie, fwadmin, firstsite

For each step in the workflow process, the “Show Participants” summary displays the
following:

- Step — steps involved in the current workflow process for the asset.

- Users Authorized — users authorized to take the next step in the workflow
process when they hold the assignment for the asset.

- Users Notified — users who will get the next assignment for the asset.

When you are finished viewing the list, click the Go Back (| ) icon in the asset’s
toolbar to return to the asset’s Inspect view.
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Setting Workflow Participants

Once you have placed an asset in a workflow and chosen the assignees for each role in the
workflow process, you might find that you forgot to include a certain user as an assignee
for a particular role. Or perhaps you realized that you gave the assignment to a certain user
by mistake. In such cases, you can modify the list of participants for an asset while the
asset is in workflow.

To set workflow participants

1.

Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

Find and open the asset for which you want to set participants:
a. Access your dashboard by clicking the Home (n) tab.
b. Navigate to the “Assignments” section of the dashboard.
c. In the list of assets, click the name of the desired asset.

A tab opens displaying the asset in its Inspect view (in either Form Mode or Web
Mode).

In the menu bar, select View > Status.
The tab displays the asset’s status summary screen.

In the “Workflow commands” drop-down menu, select Set Participants.

Note

If you do not see the Set Participants function in the drop-down menu, stop
here. The administrator has not enabled the function or you do not have the right
permissions to access it.

The tab displays the “Set Participants” form:

m

Q L2
Set Participants

Please select at least one user from each role

Cancel

Content Name:  FSIIAbout
Description:  Ahout Firstsitel]
workflow Process:  FSIl Approval for Cantert

Participants: 1 Users

*Approver:

*ContentAuthor:

*ContentEditor:
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Each participant you select in this form becomes an assignee in the respective role(s)
for this asset.

5. Choose the desired assignees for this assignment by selecting the names of the users in
each of the role lists.

6. When you have selected the desired assignees, click Set Participants.

The tab displays the asset’s status summary screen. The newly selected assignees are
denoted in the “Workflow state” field.

Note

The participants list updates as the asset passes through each step in the
workflow process. However, added users get the assignment only if the
workflow state assigned to their role has not yet been reached.

Examining the Workflow Progress of an Asset
To examine the workflow progress of an asset

1. Log in to WebCenter Sites, select the site you want to work with and the icon for the
WebCenter Sites Contributor interface.

2. Find and open the asset whose workflow progress you want to view:
a. Access your dashboard by clicking the Home () tab.
b. Navigate to the “Assignments” section of the dashboard.
c. In the list of assets, click the name of the desired asset.

A tab opens displaying the asset in its Inspect view (in either Form Mode or Web
Mode).

3. In the menu bar, select View > Status.

The tab displays the asset’s status summary screen.
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4. Navigate to the fields containing the asset’s workflow summary:

L FsTiabout x

(€]

L)

Content:FS11About

Name:  FSIIAbout
Description:  About FirstSitell
Status:  Edited
Created:  Tuesday, August 23, 2005 12:02:48 PM EDT by firstsite
Modified:  Tuesday, August 23, 2005 1,52:24 PM EDT by firstsite

<SelectWorkflow Action> ¥

FSIT: Approval for Cortent - FSIT: Ready to Edit

Workflow o

workflow process:

workflow state: Assigned by

Assigned to

firstsite(ContentEditar)  fwadmin
fwadmin(ContentEditor)  fwadmin
Connie(ContentEditor)  fwadmin

Assigned date
4f13/12 204 P
4f13/12 2:04 P

4f13/12 204 P

Action to Take Step Chosen  Task Status

Assignment information not avalable active
Assignment information not avalable active

Assignment information not avalable active

workflow history:  Click here to see Workflow History

FSII Destination (RealTime):

FSII Destination (dynamic):

Approval State: Needs Approval. Not vet approved for publish

Approval State: Needs Approval. Not vet approved for publish

- The Workflow process field indicates the workflow process which the asset is

currently passing through.

- The Workflow state field displays a table that indicates where the asset currently
is in the workflow process and to whom the asset is currently assigned.

wWaorkflow state:

Assigned to Assigned by
firstsite{ContentEditar)  fwadrmin
fwadmin{ContentEditary  fwadrmin
Connie{ContentEditor furadmin

Assigned date Action to Take Step Chosen  Task Status
4/13/12 2204 PM Assignment information not avalable active
4712§12 2204 PM Assignment information not avalable active
4/12f12 2204 PM Assignment information not avalable active

- The Workflow history field displays a table that shows the assignments
completed on the asset so far, and the result of each assignment. Each row in the
list represents a single assignment. Items are ordered with the most recently
completed assignment at the top of the list.

Workflow history: Assigned to Assigned date Resolvedby Resolution Date  Action Taken Task Status
firstsite(ContentEditor)  4f13/12 1:55 PM Feeadmin 4§13/12 2:04 PM Assignment information not avallable  canceled
fwadmin{ContentEditor)  4/13/12 1:55 PM feeadmin 4§13/12 2:04 PM Assignment information not available  canceled
Connie{ContentEditor) 4§13/12 1:55 PM Feeadmin 4§13/12 2:04 PM Assignment information not avallable  canceled
fweadmin{Approver) 4§13/12 1:52 PM feeadmin 4§13/12 1:55 PM Assignment information not available  canceled
firstsite(Approver ) 4§13/12 1:51 PM Feeadmin 4§13/12 1:52 PM Assignment information not available  delegated
fweadmin{Approver) 4§13/12 12:25 PM fweadmin 4§13/12 1:51 PM Assignment information not available  delegated
fwadmin{ContentEditor)  4/13/12 12:13PM  fwadmin 4§13/12 12:25 PM Assignment information not available  completed
fwadmin({ContentEditor)  4/13/12 11:53 &M fwadmin 4§13/12 12:12 PM  Assignment information not available  cancelled
fwadmin({ContentEditor)  4/13/12 11:52 &M fwadmin 4§13/12 11:53 &AM Assignment information not available  cancelled

If you do not see the “Workflow history” table, click the Click here to see
Workflow History link to display the table.
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Table 6 (below) defines all of the columns in the “Status” and “Workflow history”

lists.

Table 6: Workflow summary list columns

Assigned To

The user name(s) of the assignee(s) for each assignment. Note that
the user’s role appears in parentheses following the user name.

Assigned By

The user name of the assignee who finished working with the asset
and assigned it to the next participant. In the “Workflow history”
list, the very first entry in this column (at the bottom of the list)
shows the user name of the person who assigned the asset to the
workflow process.

Assigned Date

The date and time the asset was assigned to the user.

Action to Take

Instructions from the user who assigned the asset, assuming that
person entered instructions in the “Finish Assignment” form when
they finished their assignment (see page 250). If the text is longer
than the width of the column, click the text to view its entirety.

Step Chosen The step indicated by the user who completed the assignment, when
there is a choice of next step in the “Finish Assignment” form.

Action Taken Information about the work this user did with the asset (if
information was entered on the form). If the text is longer than the
width of the column, click the text to view its entirety.

Resolved By The person whose action moved the asset to the next state.

Resolution Date

The date and time the action was taken to move the asset to the next
state.

Task Status

The status of the assignment. Possible values are as follows:
¢ Abstain - the assignee has abstained from voting.
* Active - the asset is currently assigned to someone.

¢ Cancelled - the first vote moved the asset to the next state, so the
assignment has been cancelled for the other assignees, or the
asset has been removed from workflow.

* Completed - the assignee has completed the step.

* Delegated - the assignment has been delegated to another user in
the same role.

* Queued - the asset has multiple assignees for the current state,
the next step is all-voting, and not everyone has voted yet. (Also
appears if the asset is deadlocked.)
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Part 3
Using Oracle WebCenter Sites: Engage
Assets

This part describes tasks and responsibilities performed by marketers who want to target
site visitors for marketing campaigns using Engage assets.

This part contains the following chapters:
e Chapter 15, “Oracle WebCenter Sites: Engage Overview”
e Chapter 16, “Grouping Visitors into Segments”

Chapter 17, “Creating and Configuring Recommendations”
e Chapter 18, “Creating Promotions”
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Chapter 15
Oracle WebCenter Sites: Engage Overview

With WebCenter Sites, you can use the flex asset model to create an online catalog
offering products and content for sale. If you want to divide your market into segments
that define specific groups of customers and then target those segments with personalized
promotional or marketing messages, the solution is Engage.

Engage is installed with WebCenter Sites. Engage adds merchandising features to
WebCenter Sites and extends the XML and JSP object methods available for
programming your e-commerce site. It enables you to design websites that gather
information about your site visitors and customers, evaluate that information, and then use

that information to personalize the product placements and promotional offerings that are
displayed for each visitor.

This chapter contains the following sections:

* About Merchandising Assets

* Using Segments to Categorize Visitors

* Making Recommendations to Segmented Visitors

* Basing Promotions on Buying Patterns
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About Merchandising Assets

With Engage, you use merchandising assets to do the following:

* Collect visitor data using the “Visitor Attribute,” “History Attribute,” and “History
Definition” assets

* Use that visitor data to define visitor segments (using “Segment” assets)

* Recommend products and content to visitors based on the segments they belong to
(using “Recommendation” assets)

* Run promotions that apply to all or specific segments (“Promotion” assets)

Developers and administrators create and manage the visitor data and underlying business
logic, while marketers create and manage the “Segment,” “Recommendation,” and
“Promotion” assets. As with any of the other Sites applications, you create and work with
assets on the management site. Then, when assets are approved, you publish them to your
delivery site.

Marketers and developers are expected to collaborate extensively to implement effective
merchandising efforts.

Using Segments to Categorize Visitors

Segments are assets that categorize groups of visitors based on the visitor data that you are
gathering about them. You build segments by determining which kinds of visitor data to
use as filtering criteria and then setting the values that qualify or disqualify a visitor for the
segment.

You use the “Segment Filtering” forms in Engage to categorize groups of visitors based on
the visitor attributes, history attributes, and history definitions created by the developers.

Segments are the key to personalization with Engage. When visitors browse your site, the
information they submit is used to qualify them for segment membership. When the site
displays a page with a recommendation or promotion, Engage determines which segments
a visitor belongs to and displays the product recommendations or promotional messages
that are designated for those segments.

9

For detailed information on segments, see Chapter 16, “Grouping Visitors into Segments.

Making Recommendations to Segmented Visitors

You create “Recommendation” assets and then configure them by rating assets based on
their importance to the segments that you have created.

Recommendations are assets that determine which products or content should be featured
or “recommended” on a site page. These assets are rules that are based on the segments the
visitors qualify for, and, in some cases, relationships between the product or content
assets.

Recommendations have templates. A recommendation returns a list of assets to its
template when the template is rendered on a site page. The items in a list of recommended
assets are rated according to their importance to the current visitor based on the segments
that the visitor belongs to.
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Basing Promotions on Buying Patterns

For detailed information on recommendations, see Chapter 17, “Creating and Configuring
Recommendations.”

Basing Promotions on Buying Patterns

Promotions are assets that define an offer of value (a discount) to the visitors based on the
products that the visitor is buying and the segments that the visitor qualifies for. This value
can be offered in several ways:

* A discount off the purchase price of the promoted products

* A discount off the entire value of the shopping cart

* A discount off shipping charges

* A combination discount: a shipping discount with a price or cart discount

Promotions use the same templates as recommendations. You decide which
recommendation the promotion overrides, and Engage uses that recommendation’s
template to render the promotion on the site page.

For detailed information on segments, see Chapter 18, “Creating Promotions.”
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Basing Promotions on Buying Patterns
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Chapter 16
Grouping Visitors into Segments

Segments are assets that categorize visitors into groups on the basis of visitor data that you
gather. You build segments by determining which kinds of visitor data to use as filtering
criteria and then setting values that qualify or disqualify a visitor for the segment.

This chapter describes segments and presents procedures for creating them. It includes the
following sections:

* About Segments

* About the Segment Forms
* Creating Segments

* Sample Segment Assets

* Publishing Segments

e After You Publish
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About Segments

About Segments

Segments are used to create recommendations and promotions. The segments determine
which content in the recommendations and promotions visitors qualify for and display that
content to the visitors.

Segments are the key to personalization and merchandising with Engage. You, as a
marketer, create the visitor segments that the site pages depend on because you know
which merchandising messages should be associated with specific visitor segments.

When you create a segment, you specify filtering criteria that a visitor must match in order
to be included as a member of that segment. This is comparable to when database or site
administrators create a database query, and they specify parameters that a database record
must match in order to be included in the results of the query.

Segments and Visitor Data Assets

You build segments by using the visitor data assets as filtering criteria. There are three
kinds of visitor data assets: visitor attributes, history attributes, and history definitions.

* Visitor attributes hold types of information that specify one characteristic only. For
example, there can be attributes named years of experience, job description, or
number of children.

When visitors change the data, the new data overwrites the old. For example, if a
visitor changes her job description from analyst to marketing specialist, there is no
record of the fact that the visitor used to be an analyst.

* History attributes are individual information types that you group together to create
a single type of historical record.

* This historical record is a history definition. For example, a history definition called
purchases could be made up of the history attributes SKU #, itemname, quantity, and
price.

Engage treats the data recorded as a history definition as a whole unit of information.
It assigns a timestamp to and stores each instance of the data, which means that you
can create segments based on counts or sums of history definitions.

Developers create the visitor data assets based on the kinds of information that the
marketing and design teams want to collect and analyze. You and the other marketers can
use those assets to create segments that categorize your visitors, and the developers
program your site pages to collect and store visitor information.

Developing Segments: Process Overview

There are five general steps for creating segments:

1. Planning. A cross-functional design team including developers and marketers
determines the data you want to gather about your site visitors.

2. Creating visitor data assets. The developers create and define the necessary visitor
attributes, history attributes, and history definitions using the forms in Engage.

3. Creating segments. You (the marketers) use the “Segment” forms in Engage to
categorize visitors on the basis of visitor attributes, history attributes, and history
definitions.
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About the Segment Forms

4. Collecting visitor data. The developers program the appropriate site pages to collect
and store visitor data. For example, they might create an online registration form for
visitors to fill out with information that qualifies them for segments. When visitors
browse your site, the information they submit is stored in the Sites database.

5. Segmenting visitors. Now when visitors browse your site, the information they
submit is used to qualify them for segment membership. The promotional messages
and recommended products are personalized based on the segments that visitors
qualify for.

About the Segment Forms

You will use two forms when creating segments, the “Segment Filtering Criteria” form
and the “Segment Definition” form. This section describes these forms.

“Segment Filtering Criteria” Form

The “Segment Filtering Criteria” form displays the visitor data assets that you can use to
create segments. In this form you select the criteria that will define your segment.

Categories

The visitor data assets in the “Segment Filtering Criteria” form are organized within
categories that are listed across the top of the form. For example:

Segment Filtering Criteria:Sales In 9

Buyer Contact *Profile *Buyer history *Shopping Cart

When you click a category, the form displays the visitor attributes or the history
definitions in that category.

Because visitor data assets are so varied, developers assign them to categories to organize
them. (Developers create categories when they define visitor data assets.) The Profile
category, for example, details visitor attributes such as age and income, that are related to
personal information about the visitors.

Note

The actual categories of visitor data assets will likely differ for your installation,
depending on the installation options and what your developers have defined. See
your developers if you need information about categories or visitor data assets.
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The “Shopping Cart” Form

“Shopping Cart” is listed with the categories on the segment filter forms but the shopping
cart is a special, default feature rather than a category of attributes.

Segment Filtering CriteriaiMovie Fan

*Buyer Contact  *Profile *Buyer history Shopping Cart
Shopping Cart

® Include Bl Total value of items in the cart s equal to § -$
O Include Bl Total count of items in the cart s equal to

Resttict to spedfic products:

@ Mo restrictions

O Restrict to specific items from the tree or search. (Drag items from the tree or docked search in to the drop zone).:

Mo products or product categaries have been selectad.

Cancel This Criterion Add This Criterion

o Assignees have been selected, (@ Dietais)

You can use the “Shopping Cart” form to create segments based on the following kinds of
conditions:

* The total value of all the products in the shopping cart

*  Whether a specific product is in the shopping cart

*  Whether a certain number of products are in the shopping cart

*  Whether a certain number of specific products is in the shopping cart

If you want to implement a promotion based on the current state of a visitor’s shopping
cart, use this form to build a segment and then use the segment in the promotion.

The “Shopping Cart” form is always available for defining your segments. Therefore,
even before your site developers create visitor attributes or history definitions, you can
create segments defined by shopping cart information.
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The “Segment Definition” Form

While you’re creating a segment, Engage displays each condition (criterion) that you add
to the segment in a form similar to the following:

Segment: Sales in9

*Name: |Salesind

Description:  |Large sales or past 9 months

o

Start Date:
End Date:
Filtering Criteria: This segment includes:
All isitars
Y
Restrict Visitors
Include {Purchase summary Include (Purchase summary Buyer Contact v

Total smount of sales = 50 Last date = June 15, 2012
Y

Restrict Yisitors

Buyer Contact

Restrict Further

Y

This segrent is:

Salesin 9

As you add criteria to a row (across the table), you create a more inclusive segment. In the
preceding form, the visitor can be one who spent over $50 or made a purchase since June
15, 2011 or both to be included in the segment. In other words, you add more factors that
can qualify a visitor for a segment by working across the table, adding criteria to the same
row.
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As you add criteria to a column (down the table), you create a more restrictive segment. In
the following example, a visitor belongs to the segment only if both the criteria are true:

Filtering Criteria: This segrment includes:

Al wisitars

A\

Restrict Wisitors

Include (Purchase summary Buyer Contact v

Total Amount of sales = 100 m
=

A4

Restrict Wisitors

Include Buyer Contact

-

Y
Resthict Wisitors
Buyer Contact
Y

This segrment is:

Target 100

The visitor must have previously spent over $100 in a purchase and be between the ages of
35 and 39 to belong to the segment. In other words, you add restrictions to a segment by
working down the form, adding them to the column.

In summary, segments broaden as you add criteria across the table and narrow as you add
criteria down the table.
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Creating Segments

Before you create segments, be sure the following tasks have been completed:

e The marketing, design, and development teams met to determine the kinds of data that
you want to collect about your visitors.

* The developers created the visitor attributes, history attributes, and history definitions
that the cross-functional team decided are necessary.

*  You (the marketers) obtained a list or overview of the visitor data assets that were
created and you understand what they mean and how they are categorized.

Step 1: Name and Define the Segment

1. Log in to WebCenter Sites, select the site you want to work with (FirstSite II in this
example) and the icon for the WebCenter Sites Contributor interface.

2. In the menu bar, select Content > New > New Segment.

Note

If New Segment does not appear in the “New” form, stop here. You do not have
the permissions to create segments. Consult your administrator for more
information on your permissions.

a. If the administrator configured the asset type such that all new assets of that type
are placed into workflow upon creation, a tab opens displaying the “Choose
Assignees”

Choose Assignees

The workflow associated with this asset requires you to select assignees, Select at least one user from each role.

workflow Process:  FSIL Approval for Promotions

*MarketingEditor: firstsite
fwadmin
bary

Select at least one user for each required role and click Set Assignees. Any of
these users can complete the next step in the workflow process. For more
information, see Chapter 14, “Workflow.”

b. Ifthe Create view of the “Segment” asset is displayed in Web Mode, switch to
Form Mode by clicking the Mode switch in the asset’s toolbar.
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The tab displays the “Segment” asset’s Create view in Form Mode:
Segment

*Name:
Description:

Start Date: .

End Date:

W Assignees have been selected, (@ Detalls)

3. Inthe Name field, enter a unique, descriptive name for the segment. You can enter up
to 64 alphanumeric characters, including spaces. The first character must be a letter.

4. In the Description ficld, enter a brief description of the segment. You can enter up to
128 alphanumeric characters.

5. (Optional) Assign a start and/or end date to the segment asset. For more information
about start and end dates, see “Assigning Start and End Dates,” on page 147.

6. Click Continue.

The tab displays the “Segment Filtering Criteria” form. The categories of visitor
attributes and history definitions you can use to build your segment are listed across
the top of the form.

Segment Filtering Criteria:New 2nd Use Filter

Buyer Contact *Profile *Buyer history *Shopping Cart

first

Include Login name | is equal to

Buyer Contact Criteria:

Login name

Street address

Additional street address information

City name

Twio character country code

County name

Ermail address

FAX number

Locale setting

Marne of person

Additional name information about a person such as a title

Postal or zip code

State or province narme

Telephone nurmber
WYY address (LRL)

Cancel This Criterion Add This Criterion
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Note that filtering on text strings is case-sensitive unless it is explicitly set not to be so.
Do one of the following:

- If you want to create a segment based on buyer contact information, go to
“Step 2: Create Segment Filtering Criteria with Visitor Attributes,” on page 277.

- If you want to create a segment based on the user profile, go to “Step 2: Create
Segment Filtering Criteria with Visitor Attributes,” on page 277.

- If you want to create a segment based on buyer history, go to Step 3: Create
Segment Filtering Criteria with History Definitions.

- Ifyou want to create a segment based on a history definition, go to Step 3: Create
Segment Filtering Criteria with History Definitions.

- If you want to create a segment based on the shopping cart, go to Step 4: Define
the Segment with Shopping Cart Criteria.

Step 2: Create Segment Filtering Criteria with Visitor Attributes

1.

In the “Segment Filtering Criteria” form, click the Profile category.
Engage displays a list of the attributes in the category.

Click the name of the attribute that you want to use to define the segment.
The form displays constraint fields that are meaningful for that attribute.

Use the form to set the attribute values that include a visitor in the segment or exclude
a visitor from the segment.

For example, if the attribute is “Age” and you want to include people between the ages
of 20 and 24, set the values as follows:

Profile

Include fge s equal to 20-24

To exclude people who are in that age range, set the values as follows:

Profile

Exclude &ge is equal to 20-24

Click Add This Criterion.
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The criterion is added to the segment.

Segment: SegmentTest

*Name: |SegmeniTest

Description:
Start Date:
End Date:
Filtering Criteria: This segment includes:
All isitars
Y
Restrict Wisitars
Exclude Buyer Contact v

¥
Restrict Yisitars
Buyer Contact
Y

This segrment is;

SegmentTest

) Assignees have been selected, (@ Detais)

5. Do one of the following:

- Ifyou are finished creating this segment, in the asset’s toolbar, click the
Save (# ) icon.

- To add another criterion to the segment, continue this procedure.
6. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the drop-
down list under (in the next row) the criterion that you just added, and click
Restrict Further.

7. Do one of the following:
- Ifyou selected a visitor attribute category, go back to step 2 of this procedure.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

- Ifyou selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.
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Step 3: Create Segment Filtering Criteria with History Definitions

1. In the “Segment Filtering Criteria” form, click a category for a history definition
(Buyer history in this example).

The “Segment Filtering Criteria” form for history definitions is displayed. It shows the
first history definition in the category. For example:

Segment Filtering Criteria:New 2nd Use Filter

}Buyer Contact  ¥Profile Buyer history  »Shopping Cart

Buyer history - Purchase summary

@ Include TDtaI --Pick Attribute-- is equal to

O Include Count | is equal to

O Include Earliest date recorded iz equal to n
Mar 13 2012 at 1 : 42 P time zone —D?:DDB

Restrict to a specific time period: Histary Attributes

(&) Cweral

(O The last weaks n

() A spedific tirme period:

(® Mo restrictions

(Orwalues for selected attributes

Purchase summary attributes:
between  Mar 13 2012
o Product list
at 1 42 PM b time zone -D?:DDB
s Store ID
and | Mar 13 2012

o Murmnber of itemns

o Amount of sales
Additional Buyer history criteria:

= Purchase summary

Cancel This Criterion Add This Criterion

It has three general areas that you use to restrict or filter items:
- The options area at the top of the form

- The time restriction area on the lower left of the form
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- The history attribute restriction area on the lower right of the form. This section
lists the history attributes that define the history definition.

Note

To use a different history definition from the one displayed in the form,
select one from the Additional Criteria list at the bottom of the form.

2. Use one or more of the following options to create simple or complex criteria by using
all three areas in the “Segment Filtering Criteria” form to restrict or filter one item.

Option 1: Filtering Based on a Total

You can define the segment based on a total, such as the total amount spent, a total price,
or a total number of items.

For example, a site developer could create a history definition named Buyer history,
which would be a historical record of purchases made by site visitors. One of the history
attributes in this definition could be number of items. Using this history definition, a
marketer could create a segment based on the total number of items purchased by site
visitors.

To define a segment based on a total, complete the following steps:

1. At the top of the form, select the Total option, and set the values that include a visitor
in the segment or exclude a visitor from the segment.

For instance, the example history definition could be set to include visitors who have
purchased 10 items or more:

Buyer history - Purchase summary

) Inchide Tu:utal Murmber of items ter than or equal il:l 10

2. Under Restrict to a specific time period, specify the time period to use for the total.

For example, to include visitors who bought the specified number of items during the
last six months, the time option values for the Buyer history history definition could
be set as follows:

Restrict to a specific time period:
(T Cwveral

®Thelast g ok |5
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To include visitors who bought the specified number of items on a specific day—
perhaps a holiday—the values could be set as follows:

(&) A spedific time period:

betweaen  aug 15 2011
at | 8 : oo A time zone -D?:DDB
and  Oct 15| 2012

at 10 : oo P time zone -D?:DDB

3. (Optional) To further restrict this criterion by adding a history attribute to it, go to
Option 5: Adding a History Attribute to Further Define the Segment.

4. Click Add This Criterion. The criterion is added to the segment.

Segment: Sales in 6

*Name: |Salesink

Description:
Start Date:
End Date:
Filtering Criteria: This segment includes:

Al wisitors
Y

Restrict Wisitors

Include (Purchase summary) Buyer Conladt v

Total Murnber of itemns == 50

Last & marths
=
L 4

Restrict Wisitors

Buyer Contact

Restrict Further

This segment is;

Sales in 6

¥

5. Do one of the following:

- If you are finished creating this segment, in the asset’s toolbar, click the
Save (4 |) icon.
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- To add another criterion to the segment, continue this procedure.
6. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.

7. Do one of the following:

- If you selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions

- If you selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria

Option 2: Filtering Based on a Count

You can define the segment based on the total number of times this history definition was
recorded for a visitor.

For instance, using the Buyer history history definition described in Option 1: Filtering
Based on a Total, a marketer could define a segment based on the number of times
Buyer history was recorded for a visitor. The effect of this criterion is that Engage would
consider how many times a visitor purchased anything instead of considering what they
bought or how much they spent.

To define a segment based on a count, complete the following steps:

1. Select the Count option at the top of the form and then set the values that include a
visitor in the segment or exclude a visitor from the segment.

For example, the Buyer history history definition could be set to include visitors who
have purchased something (anything) at least five times:

® Incude Count | ter than or equal iu:n 5

2. Under Restrict to a specific time period, specify the time period to use for the count.

For example, to include visitors who bought during the last six months, the time
option values for the Buyer history history definition could be set as follows:

Restrict to a specific time period;
(o Cweral

®Thelast g o |5
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To include visitors who bought something on a specific day or period of days—
perhaps a particular promotional period—the values could be set as follows:

(%) & spedific time period:

between  Aug 15 2011
at a2 n: Q0 Al tirne zone -D?:DDB
and  Oct 15| 2012

at 10 n: (i} P time zane -D?:Dliln

3. (Optional) If you want to further restrict this criterion by adding a history attribute to
it, go to Option 5: Adding a History Attribute to Further Define the Segment

4. Click Add This Criterion.
The criterion is added to the segment.

Filtering Criteria: This segrnent includes:

Al Visitors
v

Restrict Wisitars

Inchude (Purchase surmnmary ) Buyer Contact

Count == 5

Laszt & months

N S

v
Restrict Wisitars
Buyer Contact
Restrict Further
v

This segrnent is:

Mavie Fan

5. Do one of the following:
- Ifyou are finished creating this segment, click the Save (| ¥ ) icon.
- To add another criterion to the segment, continue this procedure.

6. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.
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- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.

7. Do one of the following:

- Ifyou selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions

- Ifyou selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.

Option 3: Filtering Based on the First Time a History
Definition Was Recorded

You can define the segment based on the first time the history record was recorded for
visitors.

For instance, using the Buyer history history definition described in Option 1: Filtering
Based on a Total a marketer could define a segment based on the first time the visitor
purchased something—in other words, the first time a Buyer history record was recorded
for the visitor.

To define the segment based on the first time the definition was recorded, complete the
following steps:

1. Select the Earliest date recorded option at the top of the form and then set the values
that include a visitor in the segment or exclude a visitor from the segment.

For example, the Buyer history history definition could be set to include visitors who
purchased something on or before January 1, 2012:

& Inchude Earliest date recarded  2ss than or equal 10
Jan 1 2012 at 1z : ao AM time zone —D?:DD

2. Under Restrict to a specific time period, specify the time period to use for this
condition.

For example, if a marketer wanted to include visitors who purchased something on or
before a specific date (in this example, January 1, 2007) but did not want to include
them if the date of that purchase was more than two years ago, the Buyer history time
values could be set as follows:

3. (Optional) If you want to further restrict this criterion by adding a history attribute to
it, go to Option 5: Adding a History Attribute to Further Define the Segment.

4. Click Add This Criterion.
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The criterion is added to the segment.

Filtering Criteria: This segrment includes:

Al visitors
v

Restrict Wisitors

Inchude (Purchase surmmary ) Buyer Contact v

.
First date == January 1, 2012

Last 2 years

=l S

v
Restrict Wisitors
Buyer Contact |+
v

This segrment is:

Movie Fan

5. Do one of the following:
- Ifyou are finished creating this segment, click the Save ( & ) icon.
- To add another criterion to the segment, continue this procedure.

6. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the drop-
down list under (in the next row) the criterion that you just added, and click
Restrict Further.

7. Do one of the following:

- Ifyou selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

- If you selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.

Option 4: Filtering Based on the Last Time a History
Definition Was Recorded

You can define the segment based on the last time (the most recent time) the history
definition was recorded for a visitor.

For instance, using the Buyer history history definition described in Option 1: Filtering
Based on a Total a marketer could define a segment based on the most recent time the
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visitor purchased something—in other words, the last time a Buyer history record was
recorded for the visitor.

To define the segment based on the last time the history definition was recorded, complete
the following steps:

1. Select the Latest date recorded option at the top of the form and then set the values
that include a visitor in the segment or exclude a visitor from the segment.

For example, to include visitors who have purchased something since January 1, 2012,
the Buyer history values could be set as follows:

@ Include Latest date recorded  is equal to n
Jan 1 2012 at 12 : ool AM n time zone -D?:DDB

2. Under Restrict to a specific time period, specify the time period to use for this
condition (Overall in our example).

3. (Optional) If you want to further restrict this criterion by adding a history attribute to
it, go to Option 5: Adding a History Attribute to Further Define the Segment.

4. Click Add This Criterion.
The criterion is added to the segment. For example:

Filtering Criteria: This segrment includes:

Al visitors
v

Restrict Wisitors

Inchude (Purchase surmmary ) Buyer Contact v

Last date January 1, 2012

v
Restrict Wisitors
Buyer Contact |+
Restrict Further
v

This segrment is:

Movie Fan

5. Do one of the following:
- If you are finished creating this segment, click the Save ( 8 |) icon.
- To add another criterion to the segment, continue this procedure.

6. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.
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- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.

Do one of the following:

- Ifyou selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

- Ifyou selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.

Option 5: Adding a History Attribute to Further Define the
Segment
You can add a history attribute to create a more complex segment—one that further

restricts the count, total, first, or last record by taking a specific attribute into
consideration.

To add a history attribute to further define the segment, complete the following steps:

1.

Select and configure one of the four options at the top of the form (Count, Total,
Earliest date recorded, or Latest date recorded). If you need help with this step, go
to one of the following procedures:

- Option 1: Filtering Based on a Total

- Option 2: Filtering Based on a Count

- Option 3: Filtering Based on the First Time a History Definition Was Recorded
- Option 4: Filtering Based on the Last Time a History Definition Was Recorded

Under History Attributes (on the right side of the Buyer history form), select the
Values for selected attributes option.

Under the attribute list for this history definition, click the history attribute that you
want to use as a filter. Typically this list will include items such as Product list,
Store ID, Number of items, and Amount of sales.

The form displays constraint fields that are meaningful for that attribute. Clicking
more than one attribute, or an attribute more than once, will display constraint fields
for each time an attribute is clicked.

Use the constraint fields to set the attribute values that further constrain the criterion.
For example:

(#1Walues for selected attributes

Store I |1 ¥
Under Restrict to a specific time period, specify the time period to use for this
condition.
Click Add This Criterion.

The criterion is added to the segment.
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7. Do one of the following:
- If you are finished creating this segment, click the Save (| & ) icon.
- To add another criterion to the segment, continue this procedure.

8. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.

9. Do one of the following:

- If you selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

- Ifyou selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.

Option 6: Adding Products to Further Define the Segment

You can add products to create a more complex segment—one that further restricts the
count, total, first, or last record by taking specific products into consideration—if the
history definition that you use to define this segment has a product list history attribute.

To add a product to the segment definition, complete the following steps:

1. Select and configure one of the four options at the top of the form (Count, Total,
Earliest, or Latest). If you need help with this step, go to one of the following
procedures:

Option 1: Filtering Based on a Total

Option 2: Filtering Based on a Count

Option 3: Filtering Based on the First Time a History Definition Was Recorded

Option 4: Filtering Based on the Last Time a History Definition Was Recorded

2. Under History Attributes (on the right side of the Buyer history form), select the
Values for selected attributes option.

3. Under the attribute list, select Product list.

The form displays a Browse button. Click Browse to open a new window to select
assets. This new window allows you to find assets in four screens: “Search,”
“Bookmarks,” “History,” and “My Assignments.”

4. In the window, select the assets to include in the product list.
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This image shows assets of type “Product” as found on the “Search” screen.

Select asset(s) for Product list

+ Search » Bookmarks » History » My Assighments

Asset Type: | Find Product v

Search For: | |

Mewt 7
Items 1 to 10 of 17
Type Name Locale Start Date End Date
O @ FSII AudioCo iAC-008 Port... @  en_Us
O @ FSII AudioCo iAC-083 Port... @  enUs
O o FSII FSE Digital sudio Player ®  enus
O o FSII FSE DWD WiCR Cornbio @ en_US
O & FSII FSE Plasma Screen T @ enUs
O @ FSII FSE Thple Play @ enus
O o FSII Innavative Hi-Def Pr.., @ en_us
O & FSII Innovative HiFi WHS @ en_US
O & FSII Innowvative MiniDisc ... @ en_US
0O @ FSII Supetior Hi-Def Plas... ® enus

Select the checkbox for each product that you want to select.
Click Select.

The window closes and the products you selected are displayed in the “Buyer history”
screen. For example:

(&) Walues for selected attributes

Product list

Product_C FSII AudioCo iaC-002 Portable MP2 Playver
Product_C FSII AudioCo isC-083 Portable Audio Player
Product_C FSII FSE Digital Audio Player

Product_C FSII FSE DvD WCR Combo

7. Under Restrict to a specific time period, specify the time period to use for this
criterion.
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8. Click Add This Criterion.
The criterion is added the segment.
9. Do one of the following:
- Ifyou are finished creating this segment, click the Save (| ¥ ) icon.
- To add another criterion to the segment, continue this procedure.
10. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.

11. Do one of the following:

- Ifyou selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

- If you selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.

Step 4: Define the Segment with Shopping Cart Criteria

1. In the “Segment Filtering Criteria” form, click the Shopping Cart category.
Engage displays the “Shopping Cart” section of the “Segment Filtering Criteria” form:

Segment Filtering Criteria:Movie Fan

rBuyer Contact *Profile *Buyer history Shopping Cart
Shopping Cart

® Include Total value of items in the cart  is equal to 4 -4
O Include Total count of items in the cart  is equal to

Restrict to specific products:

® Na restrictions

(O Restrict to spedific items from the tree or search. (Drag items from the tree or docked search in to the drop zona).:

Mo products or product categories have been selected,

Cancel This Criterion Add This Criterion

W Assignees have been selected. (@ Dietails)

Oracle WebCenter Sites User’s Guide

290



Chapter 16. Grouping Visitors into Segments

Creating Segments

2. Do one of the following:

- To define this segment based on the total value of the items in a visitor’s shopping
cart, select the first option and then set the values. For example, to include visitors
who have at least $50 worth of products in their carts, set the values as follows:

291

® Include n Total wvalue of items in the cart  is greater than or equal to t 50 -%

- To define this segment based on the total number of items in the visitor’s shopping
cart, select the second option and then set the values. For example, to include
visitors who have three or more items in their carts, set the values as follows:

@& Inchude Total count of itemns in the cart | is greater than or equal to 3 -

3. To restrict the item count or cart value to specific products in the catalog:

a. Select Restrict to specific items from the tree or search.
b. In the tree, select the Product tab.

c. Drag and drop the product that you want to select into the Drop Zone.

d. In the “Segment Filtering” form, click Add Selected Items.
4. Click Add This Criterion.
The shopping cart criterion is added to the segment.

Filtering Criteria: This segrment includes:

Al visitors
v

Restrict Wisitors

Include (Shopping Cart) Buyer Contact +

count - == 3

v
Restrict Wisitors
Buyer Contact |+
Restrict Further
v

This segrment is:

Movie Fan

5. Do one of the following:

- If you are finished creating this segment, click the Save (| & ) icon.

- To add another criterion to the segment, continue this procedure.
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6. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.

7. Do one of the following:
- Ifyou selected Shopping Cart, return to step 2 in this procedure.

- Ifyou selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

Sample Segment Assets

If you have installed the sample sites, the FirstSite II sample site comes with one sample
segment asset: AffluentYoungSingles. This segment is designed to work in concert with
the sample “Recommendation” and “Promotion” assets. Use these sample segments as
templates for creating segment assets for your site.

Publishing Segments

When your segments are ready, you must approve them so they can be published to your
delivery system. Engage can then use the segments to assess visitors and recommend the
appropriate items to them.

Be sure to examine or inspect your segments to verify that you configured them correctly
before approving them for publishing.

For more information about approving and publishing assets, see Chapter 12, “Approval
for Publishing.”

After You Publish

After you have created, verified, and published the segments, you must assign ratings to
the products and content that are significant to members of each segment. For details, see
Chapter 17, “Creating and Configuring Recommendations.”

You can also create promotions after you have created segments. For more information,
see Chapter 18, “Creating Promotions.”
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Recommendations are assets that determine which assets are featured or “recommended”
on a site page. Recommendations calculate which assets to recommend based on the
segments the visitors qualify for, and, in some cases, context-based relationships between
assets (for example, movies related to each other by genre).

After you create the “Recommendation” assets, (typically, marketing people create
“Recommendation” assets), you configure them by rating their child assets based on their
importance to the segments that visitors qualify for. Assets are recommended (or are not
recommended) based on those ratings. Additionally, the Related Items recommendation
defines relationships between assets that allow for cross- or up-selling items according to
how those items are related to one another. You determine which assets have those
relationships.

This chapter contains the following sections:

* Recommendation Assets

* Asset Selection Factors

* Creating Recommendation Assets

* Editing Recommendation Assets

* Configuring Assets to Be Recommended

* Configuring Asset Relationships Using Related Items Recommendations
* Veritfying Recommendation Assets

* Publishing Rated Flex Assets
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Recommendation Assets

A “Recommendation” asset collects, assesses, and sorts assets, and then recommends the
most appropriate of these assets to the current visitor. How does it determine which assets
are the most appropriate? By consulting the list of segments that the visitor belongs to and
any confidence set in the recommendation for each asset. (For information about
confidence, see “Confidence,” on page 298.)

You create segments and then rate the flex assets for their importance to each segment.
When a “Recommendation” asset is invoked from a site page, Engage determines which
segments the current visitor qualifies for, and then selects the assets that are identified by
the recommendation to have the highest rating for those segments. These are the assets
that are recommended to the visitor.

Engage provides the following types of recommendations:
* Static Lists — operates in two modes, List and Recommendation:

- In List mode, a Static Lists recommendation holds and returns a single static,
preselected list of assets regardless of segments (or whether segments apply at
all). Confidence values are automatically assigned to assets on the list based on
their position on the list; the first asset receives a confidence value of 100%, the
next one 99%, and so on, in descending order.

- In Recommendation mode, a Static Lists recommendation holds and returns static,
preselected lists of recommended assets when the visitor qualifies for segments
defined in the recommendation, and also when no segments apply.

When a template invokes the recommendation, the recommendation returns the
assets on the static lists. For each asset that you add to a segment’s static list, you
can assign a confidence value for In Segment and Out of Segment ratings. (A
variant of this type of recommendation was formerly known as “manual.”)

You create a static lists recommendation by selecting assets from your bookmarks and
adding them to each segment’s list (recommendation mode) or the common list (list
mode). Because this is a static lists recommendation, the assets in the list(s) remain the
same until you change them (or delete them from the database).

* Dynamic Lists — references a special asset called a “CSElement” asset, which your
developers have coded as a type of program known as an element. When a template
invokes the Dynamic Lists recommendation, it executes the element, which returns a
list based on the conditions defined in the element. For example, you could create a
recommendation named “New Products” whose referenced element selects only those
“Product” assets that have been added to the database in the past five days.

You create a Dynamic Lists recommendation by selecting a “CSElement” asset
(which contains the logic for generating the list) in the tree. You can then test the
selected element by displaying the current list results.

As its name implies, this type of recommendation is dynamic: each time it is invoked
by a template, the recommendation executes the element, which regenerates the list,
based on the current state of the database.

* Related Items — holds the name of a relationship between flex assets that are related
to one another based on context (for example, similarly themed movies). When a
template invokes a Related Items recommendation, assets are returned
(recommended) only if they are manually configured to have the relationship named
by the recommendation with the asset that is currently displayed on the page.
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Typical relationships between assets are cross-sell and up-sell relationships. For
example, a Related Items recommendation named “Cross-Sell” displays a list of
science fiction movies on rendered pages that display suspense movies because the
marketers determined that people who buy science fiction movies also buy suspense
movies.

You create a Related Items recommendation by naming it and specifying that it is a

The
sum

Related Items recommendation. You must then determine which flex assets should
have the relationship represented by this recommendation with other flex assets. You
assign these relationships in the parent asset’s “New” or “Edit” form, and you assign a
confidence value to each asset on the list for each segment.

When the recommendation is rendered by its template, Engage does the following:

Identifies which assets have the relationship named by the recommendation with
the currently displayed asset.

Examines the ratings for those assets to determine whether those assets are
relevant for the current visitor.

functionality of each of the available types of “Recommendation” assets is
marized in the following table:

Ratings (by segment) | Yes Yes Yes Yes
Confidence (by Determined by asset’s | Yes Yes Yes
segment) position in the list; no

segment distinction.

Selection Criteria Highest only Highest, Random Highest, Random Highest, Random
Sort Order Descending by Yes Yes Yes
confidence only
Options ¢ Can return the ¢ Can return the ¢ Can return the ¢ Can return the
children of children of children of children of
recommended assets recommended assets recommended assets recommended assets
¢ Can be overridden by| * Can be overridden by| ¢ Can be overridden by| * Can be overridden by
promotions promotions promotions promotions
* Can apply to all or e Can apply to all or e Can apply to all or e Can apply to all or
select asset types select asset types select asset types select asset types
Build Built by manually Built by manually Built in realtime by Built by adding assets to

adding assets to the list
and setting their order in
the list.

assigning assets to and
setting their confidence
values for each
segment’s list.

code in the assigned
“CSElement” asset.

each segment’s list in
the parent asset’s “New”
and “Edit” forms.
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When Engage determines which assets are the most appropriate to recommend to the
current visitor through a given recommendation, it multiplies each asset’s individual
rating in the segment by the confidence value assigned to the asset in the
recommendation to obtain the asset’s weighted rating. The following sections describe
these concepts in detail.

Ratings

An asset’s individual rating establishes how important the asset is to the visitor belonging
to a particular segment. You manually assign the rating to the asset in the asset’s Create or
Edit view.

Note

Only flex assets can be rated for segments. Basic assets do not support ratings and
are ignored by the recommendation if placed in it. Consult your administrator to
make sure you are only placing flex assets in the recommendations you create.

You can assign three kinds of ratings to an asset:

In Segment Used when the current visitor is a member of a specific
segment.
Out of Segment Used when the current visitor is not a member of a

specific segment.

When no segment ratings Used when no segments are defined for the current site,

apply or the asset is placed in a recommendation that does not
recognize segments (Static Lists recommendation in
List mode).

There is also a system default rating for flex assets or flex parents that have not been
assigned any of these specific ratings. The system default is set to 50 unless you and your
development team decide to change it (through an XML or JSP object method on your site
pages). The system default represents the average or middle point in the rating scale for
your site, which is why it is recommended that you keep the system default rating set to
50.

Range of Ratings

The valid range for individual ratings is 0 through 100. The individual values of 0 and 100
are special and affect an asset’s rating as follows:

* An asset rating of O for a segment tells Engage to never recommend the asset to a
member of the segment. For example, you might want to make sure that your site never
recommends PCs or PC software to members of a segment named “Macintosh Users.”

* An asset rating of 100 for a segment tells Engage to always recommend the asset to a
member of the segment.
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Inheritance of Ratings

Flex assets and flex parents inherit “In Segment,” “Out of Segment,” and “When No
Segment Ratings Apply” (“fallback”) ratings from their parents. The asset’s or parent’s
final rating is the average of its individual rating (which is the system default rating if it
has no individual rating) plus its inherited rating. The asset’s inherited rating is the final
rating of its parent, as illustrated by the following formula:

individual rating + inherited rating
2

Final rating =

where,
individual rating = system default if custom rating is not specified
inherited rating = parent’s final rating

For example:

Asset Parent A 70 no rating 70

(top-level group) inherited

Asset Parent B 60 70 (60 +70)/2 =265
(child of Asset Parent A)

Asset 1 95 65 (95+65)/2=280
(child of Asset Parent B)

If the flex asset inherits a rating for a segment that it does not have an individual rating for,
Engage averages the inherited rating with the system default rating (which is typically 50)
to determine the final rating. For example:

Asset Parent A 80 nothing 80
(top-level group) inherited
Asset Parent B none, so the 80 (50+80)/2 =65
. system default
(child of Asset Parent A) oF 50 is used
Asset 1 70 65 (70+65)/2=67.5
(child of Asset Parent B)

Because the values of 0 and 100 have special functions, the following rules apply to them
when inheritance is concerned:

* Ifeither the individual or the inherited rating is 0, the final rating is 0.
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* [feither the individual or the inherited rating is 100, the final rating is 100 unless the
other value is 0.

If the current visitor belongs to more than one segment and the asset has ratings for those
segments, the following rules apply:

* The highest of the ratings is the final rating.

* If one of those ratings is 0, the final rating is 0.

Confidence

Confidence in Engage indicates how likely your visitors are to want to view a particular
piece of content; thus, Engage uses confidence values assigned to each asset in a
recommendation to decide how often a piece of content is to be recommended to the
visitor. When a recommendation assesses an asset against a given segment, the asset’s
rating (either individual or final, depending on the scenario) is multiplied by the
confidence value for that segment in the recommendation to produce the asset’s weighted
rating. The weighted rating is then used by the recommendation to determine how relevant
the asset is to the current visitor. Confidence is therefore a scaling factor for the asset’s
rating. Keep in mind that neither an asset’s individual rating nor its confidence value alone
can be used to recommend the asset to the visitor; the weighting process applies to all
assets assigned to a given recommendation.

Note that when an asset is assessed by multiple recommendations, its respective weighted
ratings are calculated independently of one another; that is, the confidence values assigned
to the asset in one recommendation do not affect the asset’s rating “visible” to the other
recommendation. For example, if an asset has an individual rating of 80, a 60%
confidence for Segment A in Recommendation 1, and a 90% confidence for Segment A in
Recommendation 2, both recommendations use the asset’s individual rating of 80 when
calculating its respective weighted rating.

The way confidence is assigned depends on the type of recommendation:

- For Static Lists recommendations in List mode, Engage automatically assigns a
confidence value to each asset in the list based on the asset’s position in the list:
the first asset on the list gets a value of 100%, the second 99%, the third 98% and
so on, in descending order.

- For Static Lists recommendations in Recommendation mode, you manually assign
confidence values to assets for each segment in the recommendation via the
recommendation’s “New” or “Edit” forms.

- For Related Items recommendations, you manually assign confidence values to
assets for each segment in the recommendation via the parent asset’s “New”” or
“Edit” form.

- For Dynamic Lists recommendations, confidence values are returned to Engage
by the selected “CSElement” asset and assigned to the respective assets
automatically.

Range of Confidence Values

Because confidence is a scaling factor, it is presented as a percentage. The valid range of
percentage values is 0 through 100. The values of 0% and 100% affect an asset’s rating as
follows:
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A confidence value of 0% means the asset will never be returned by that
recommendation because the asset’s rating is multiplied by 0% (0), which results in a
rating of 0.

A confidence value of 100% means the asset’s rating is not scaled or affected by the
confidence at all because the asset’s rating is multiplied by 100% (1).

Inheritance of Confidence Values

Typically you designate relationships between flex assets and assign a confidence value to
that relationship at the parent level because assets inherit the confidence value assigned to
their parents by the recommendation.

If the asset has more than one confidence value for the same recommendation, Engage
uses the highest value (even if one of those values is 0); it does not average them.

Selection Criteria

Note

List mode Static Lists recommendations do not support the Random selection
criterion.

Selection Criteria is a configuration option that allows you to specify how the
“Recommendation” asset selects assets to be returned to the template that requests them.

The method that you select for Selection Criteria determines how Engage selects assets
from the database. There are two Selection Criteria methods:

Highest — Engage selects the assets with the highest weighted rating for the current
segments (that is, the segments that the current visitor belongs to).

Random — Engage uses a weighted random algorithm (operating on the assets’
weighted ratings) to select the assets from the list. Use this selection criterion to
design a recommendation that rotates its message, keeping the recommended assets
current or different each time a visitor returns to the site page. The selections are still
based on the weighted ratings of the assets, however, because this is a weighted
random algorithm. The higher the asset’s rating for the current segment, the more
likely it is to be chosen.

For example, a template is coded to call a recommendation that uses the random
selection criteria method for one asset. The possibilities include these three products:

Movie 123 95
Movie ABC 87
Movie RedYellowBlue 65

The probability of the product being selected is its rating divided by the sum of all the
ratings (247). Therefore, “Movie 123" has a 38% chance of being selected, “Movie
ABC” has a 35% chance, and “Movie RedYellowBlue” has a 26% chance.
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Sort Criteria

Sort Criteria is a configuration option that allows you to specify the order in which the
template should render the assets returned to it by the recommendation. Sort Criteria are
applied to the list of returned assets after the Selection Criteria method determines which
assets to include in the list.

By default, you can sort the list of selected assets by the following attributes:

e “ ASSETTYPE_” — sorts the assets in the list alphabetically by asset type. For
example, “Article” assets are first, then Image assets, and then the Product assets. (By
default, assets are sorted in ascending order; you can reverse the sort order by
selecting the Descending sort direction.)

e “ CONFIDENCE_” - sorts the returned assets by their confidence values.

e “ RATING_” —sorts the returned assets by their rating (individual or final, if
applicable).

For each attribute, you can specify either ascending or descending sort order.
Sort options specific to the asset types available on your site are set up by your

administrator. As an example, a site could be set up to include the following attribute types
and corresponding attributes:

*  “Product Attribute” — sorts by product attributes such as Price, SKU, or Color, and
so on (depending on which product attributes are used in your system).

*  “Content Attribute” — sorts by content attributes such as Headline, Filename, or
Author, and so on (depending on which content attributes are used in your system).
Note that content attribute means only those attributes that are used to define flex
assets, not basic assets.

You can add as many sort options as you want to a recommendation. Engage uses these
options in the order in which they appear on the recommendation form.
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Asset Recommendation Processes

The following section explains how Engage determines which assets to pass to the
template for each type of recommendation.

Static Lists in List Mode

List mode allows you to create a simple static list with the marketing options (such as selection
and sort criteria) fixed to specific values (see table on page 295 for this information). When a
List mode Static Lists recommendation is invoked by a template, all assets in the list will
always be displayed in the order you specify within the “Recommendation” asset.

e Ifatemplate invokes a List mode Static Lists recommendation but it does not ask for a
specific number of assets, the recommendation examines the ratings of the assets in
the recommendations and eliminates assets with a rating of 0. The recommendation
then returns all the assets on its list that are not rated 0, regardless of the segment(s)
the visitor belongs to.

*  When a template invokes a List mode Static Lists recommendation and it requests
fewer assets than are on the recommendation’s list, Engage recommends the assets
with the highest weighted ratings (the random weighted algorithm is not supported in
List mode).

The recommendation calculates the weighted ratings of the assets on its list as follows:

1. It examines each asset on the recommendation’s list to determine whether that asset
has a “No segment ratings apply” rating.

2. For each asset that has such a rating, Engage multiplies the rating by the confidence
value for the asset (determined by the asset’s position in the list). This value is the
asset’s weighted rating. For example, if the rating is 90 and the confidence is 75%, it
calculates the weighted rating to be 67.5 (that is, 90 x 0.75).

3. Engage recommends the assets using the Highest selection criterion to determine
which assets to return (the Random selection criterion is not supported in List mode).
For more information on selection criteria, see the section “Selection Criteria,” on
page 299.

Static Lists in Recommendation Mode

In contrast to List mode, when a Recommendation mode Static Lists recommendation is
invoked by a template, the order of the displayed assets is determined by segments and
ratings, not by the list order. Furthermore, the application of segments and ratings can
result in some assets in the list being filtered out entirely.

* Ifatemplate invokes a Recommendation mode Static Lists recommendation but it
does not ask for a specific number of assets, the recommendation examines the ratings
of the assets in the recommendations and eliminates assets with a rating of 0. The
recommendation then returns all the assets on its list that are not rated 0 for the current
visitor.

*  When a template invokes a Recommendation mode Static Lists recommendation and
it requests fewer assets than are on the recommendation’s list, Engage uses the
Selection Criteria method specified in the recommendation to determine which
assets to return.
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The recommendation calculates the weighted ratings of the assets on its list as follows:

1.
2,

It determines which segments the current visitor belongs to.

It examines each asset on the recommendation’s list to determine whether that asset
has a rating for any of the segments that apply to the current visitor.

For each asset that has a rating for the segment(s) the current visitor belongs to, Engage
multiplies the rating by the confidence value assigned in the recommendation for that

asset. This value is the asset’s weighted rating. For example, if the rating is 90 and the
confidence is 75%, it calculates the weighted rating to be 67.5 (that is, 90 x 0.75).

If the Selection Criteria method is Highest, Engage recommends the assets with the
highest weighted ratings. If the Selection Criteria method is Random, Engage uses a
weighted random algorithm to select and return the recommended assets (based on
their weighted ratings). For more information on selection criteria, see the section
“Selection Criteria,” on page 299.

Dynamic Lists

When a Dynamic Lists recommendation is invoked by a template, the order of the
displayed assets is determined by segments and ratings. Furthermore, the application of
segments and ratings can result in some assets in the list being filtered out entirely.

If a template invokes a Dynamic Lists recommendation but it does not ask for a
specific number of assets, the recommendation returns all the assets it obtains from the
generated list. Engage does not calculate weighted ratings in this case.

If a template invokes a Dynamic Lists recommendation and it requests fewer assets
than are on the recommendation’s list, Engage uses the Selection Criteria method
specified in the recommendation to determine which assets to return.

Engage calculates the asset ratings as follows:

1.
2,

It determines which segments the current visitor belongs to.

It examines each asset returned by the element to determine whether that asset has a
rating for any of the segments that apply to the current visitor.

For each asset that has an appropriate rating, it multiplies the rating by the confidence
value for that asset (from the element). This value is the asset’s final rating. For
example, if the rating is 90 and the confidence is 0.75, it calculates the final rating to
be 67.5 (90 x 0.75). If the element does not return a confidence value, Engage assigns
a confidence value of 1 to each asset in the list.

If the Selection Criteria method is Highest, Engage recommends the assets with the
highest final ratings. If the Selection Criteria method is Random, Engage uses a
weighted random selection to return the recommended assets.

Related Iltems

In this example, a template that displays a product description for a “Movie” asset named
Movie 123 invokes a Related Items recommendation named “Cross-Sell.” The template
for “Cross-Sell” asks for five assets that have the “Cross-Sell” relationship with Movie
123.

Engage does the following:

1.

Determines which segments the current visitor belongs to.
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Examines the Related Items section of the asset form for Movie 123 to determine
which assets are listed for the “Cross-Sell” recommendation. It also examines the
related assets for all parents of Movie 123.

Creates a preliminary list of all “Movie” and “Product” assets that have the
“Cross-Sell” relationship with Movie 123. (This list includes all the “Product” assets
that inherited this relationship from their parents.) This list also determines the
confidence value for each asset.

Examines the Ratings section on the asset forms for all of the “Movie” and
“Products” assets on the preliminary list.

Constrains the preliminary list to include only those “Movie” and “Product™ assets
that have applicable ratings for the segments that the current visitor belongs to.

Multiplies the rating by the confidence for each asset on the constrained list.

If the Selection Criteria method is Highest, Engage recommends the five assets with
the highest final ratings. If the Selection Criteria method is Random, Engage uses a
weighted random algorithm (operating on the assets’ weighted ratings) to return the
five recommended assets.

Creating Recommendation Assets

Note

Typically, marketing people create “Recommendation” assets and set confidence
values for assets referenced by Static Lists and Related Items recommendations.
(Confidence for Dynamic Lists recommendations is coded into the template that
renders the assets being recommended).

Business users assign individual ratings to assets referenced by recommendations
created by marketing.

Recommendation Development Overview

The basic steps for setting up recommendations are as follows:

1.

Designers and developers meet with the marketing team to define all the
merchandising messages that you want to display on your site and to plan how to
represent those messages using recommendation and promotion assets.

The designers and developers design and code templates for the recommendations. If
Dynamic Lists recommendations will be used, they also write “CSElement” assets
designed to generate dynamic lists.

Marketing then uses Engage Recommendation forms to create “Recommendation”
assets (that is, name and configure the recommendations).

Using the Engage flex asset forms, you rate how important the assets are to each
segment, and, therefore, to the individual visitors who become members of those
segments. (Typically, you assign ratings to flex parents instead of to individual flex
assets.)

For each Related Items recommendation, you assign to flex assets the assets with
relationships that are defined by that recommendation. (Typically, you specify
relationships for flex parents instead of for individual flex assets.)
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This section describes how to create and configure “Recommendation” assets (step 3
above). The section “Configuring Assets to Be Recommended,” on page 325 describes
how to assign ratings to assets and how to assign flex assets to flex parent assets via the
relationships defined in a Related Items recommendation (step 4 above).

This section covers the following procedures:

* Creating Static Lists Recommendations in List Mode

* Creating Static Lists Recommendations in Recommendation Mode
* Creating Dynamic Lists Recommendations

* Creating Related Items Recommendations

Creating Static Lists Recommendations in List Mode

List mode allows you to create a simple static list with the marketing options (such as
selection and sort criteria) fixed to specific values (see table on page 295 for this
information). When a List mode Static Lists recommendation is invoked by a template, all
assets in the list will always be displayed in the order you specify within the
“Recommendation” asset.

To create a Static Lists recommendation in List mode

Note

You can click Save as you progress through the sections of the “Recommendation”
form in this procedure to save the changes you have made up to and in that section.

Before you can assign assets to a recommendation, it is suggested that you add the source
asset(s) to your bookmarks for easy retrieval during the creation of the recommendation.

1. Log in to WebCenter Sites, select the site you want to work with (FirstSite II in this
example) and the icon for the WebCenter Sites Contributor interface.

2. Find the assets to be included in the recommendation and bookmark them (which adds
them to the Bookmarks node in the My Work tree):

a. In the Search field, enter the desired search criteria (if any) and click the
magnifying glass ({gJ) button.

b. If you want to narrow your search down to a specific type of asset, in the Search
field, click the down-arrow to render the “Search Type” drop-down box. Select
the asset type to which you want to limit your search.

c. In the search results list, select (Ctrl+click) the assets you wish to bookmark. In
the “Search” tab’s toolbar, click the Bookmark ( 4 ) icon.

For more information on searching for and bookmarking assets, see Chapter 6,
“Finding and Organizing Assets.”

3. In the menu bar, select Content > New > New Recommendation.

a. If the administrator configured the asset type such that all new assets of that type
are placed into workflow upon creation, a tab opens displaying the “Choose
Assignees” form.
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Select at least one user for each required role and click Set Assignees. Any of
these users can complete the next step in the workflow process. For more
information, see Chapter 14, “Workflow.”

b. Ifthe Create view of the “Recommendation” asset is displayed in Web Mode,
switch to Form Mode by clicking the Mode switch in the asset’s toolbar.

The tab displays the “Recommendation” asset’s Create view in Form Mode. Notice
the names of the form’s sections, Name, Options, and Build, near the top. When you
create a new Recommendation asset, the Name section of the form is displayed.

Recommendation

Mame * Options * Build

*Name:
Description:

Subtype: (no subtype)
Template: FFSIILayout

Start Date: w

End Date: w
Locale:

Mode: @ List

O Recommendation

Note

When creating or editing a “Recommendation” asset, you can switch between
the sections of the form by clicking the name of the section you want to switch
to.

4. In the Name section of the “Recommendation” form, do the following:

a. Inthe Name field, enter a unique, descriptive name for the list. You can enter up
to 64 alphanumeric characters, including spaces. The first character must be a
letter.

b. In the Description field, enter a brief description of the list. You can enter up to
128 alphanumeric characters.
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In the “Subtype” drop-down list, select a subtype for the recommendation. A
subtype is a method of categorizing lists. If the design team did not define
subtypes for this type of recommendation, the drop-down list is empty. Consult
your developers for information on available recommendation subtypes (if any).

In the “Template” drop-down list, select a template for the recommendation.

Note

If the Template field does not include a drop-down list, it means that no
templates have been created for recommendations on your site. Consult your
developers for information on recommendation templates.

In the Locale field, select the location that the asset will display in online.

In the Start Date and End Date fields, select a date range in which the asset will
display online. For more information on Start/End dates, see “About Start and End
Dates,” on page 146.

In the Mode field, select the List radio button.
Click Continue.

The tab displays the “Options” section of the “Recommendation” form:

Recommendation: List Recommendation
» Name Options » Build

Options:
(® Bring back children of returned assets,
() Do not bring back children of returned assets,
(® Promotions can override this recommendation.

() Promotions cannot averride this recormendation.

(& This recommendation applies to all asset types,
() This recommendation applies to the following asset types:

Adtribute Editor -~

CSElement

Content

Content Aftribute “
Content Definition

Content Filter
Content Parent

Content Parent Definition

Dimension

DimensionSet v

5. In the Options section, set the options appropriate for the list’s intended purpose.

When you are done, click Continue.
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The tab displays the Build section of the “Recommendation” form:

Recommendation: List Recommendation

+Name +Options Build

Static Lists:

6. In the “Static Lists” Drop zone, add the assets (which you bookmarked in step 2 on
page 308) that you want to include in this segment’s list. Do the following:

a. Inthe My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane).

b. In the list of bookmarked assets (displayed under the Bookmarks node) click the
name of the desired asset and then drag it to and drop it into the field.

7. (Optional) You can change the order in which the assets in the list are organized by
selecting an asset in the list and dragging within the list to move the asset up or down
the list.

8. Save the asset. Do one of the following:
- In the asset’s toolbar, click the Save (| ) icon.
- In the menu bar, select Content > Save.
9. Inspect the asset. Do one of the following:
- In the asset’s toolbar, click the Inspect (| & ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the asset’s Inspect view in Form Mode. You cannot modify the
asset’s content when the asset is displayed in the Inspect view.

Creating Static Lists Recommendations in Recommendation
Mode

In contrast to List mode, when a Recommendation mode Static Lists recommendation is
invoked by a template, the order of the displayed assets is determined by segments and
ratings, not by the list order. Furthermore, the application of segments and ratings can
result in some assets in the list being filtered out entirely.

Keep the following in mind:

* Ifyou are going to use segments, make sure you know which assets belong in which
segments.

e Ifthe segments you need do not exist, you can create them (assuming you have the
appropriate permissions). See Chapter 16, “Grouping Visitors into Segments” for
information on creating and configuring segments.

* You should know in advance the confidence values (in segment, out of segment, and
when no segments apply) you will assign to the assets you are adding to the list.
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Before you can assign assets to a recommendation, you should add the source asset(s) to
your bookmarks for easy retrieval during the creation of the recommendation.

To create a Static Lists recommendation in Recommendation mode

Note

You can click the Save ( B ) icon (located in the asset’s toolbar) as you progress
through the sections of the “Recommendation” form in this procedure to save the
changes you have made up to and in that section.

1. Log in to WebCenter Sites, select the site you want to work with (FirstSite II in this
example) and the icon for the WebCenter Sites Contributor interface.

2. Find the assets to be included in the recommendation and bookmark them (which adds
them to the Bookmarks node in the My Work tree):

a. In the Search field, enter the desired search criteria (if any) and click the
magnifying glass ({gJ) button.

b. If you want to narrow your search down to a specific type of asset, in the Search
field, click the down-arrow to render the “Search Type” drop-down box. Select
the asset type to which you want to limit your search.

c. In the search results list, select (Ctrl+click) the assets you wish to bookmark. In
the “Search” tab’s toolbar, click the Bookmark ( 4 ) icon.

For more information on searching for and bookmarking assets, see Chapter 6,
“Finding and Organizing Assets.”

3. In the menu bar, select Content > New > New Recommendation.

a. If the administrator configured the asset type such that all new assets of that type
are placed into workflow upon creation, a tab opens displaying the “Choose
Assignees” form.

Select at least one user for each required role and click Set Assignees. Any of
these users can complete the next step in the workflow process. For more
information, see Chapter 14, “Workflow.”

b. If the Create view of the “Recommendation” asset is displayed in Web Mode,
switch to Form Mode by clicking the Mode switch in the asset’s toolbar.
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The tab displays the “Recommendation” form. Notice the names of the form’s
sections near the top. When you create a new “Recommendation” asset, the Name
section of the form is displayed first:

Recommendation

Name FType + Dptions +Build + Selection »Sort
*Name:
Description:
Subtype: (no subtype)
Template: JFSIILayout
Start Date: w
End Date: w
Locale: n
Mode: OList
® Recommendation

Note

When creating or editing a “Recommendation” asset, you can switch between
the sections of the form by clicking the name of the section you want to switch
to.

4. In the Name section of the “Recommendation” form, do the following:

a. Inthe Name field, enter a unique, descriptive name for the recommendation. You
can enter up to 64 alphanumeric characters, including spaces. The first character
must be a letter.

b. Inthe Description field, enter a brief description of the recommendation. You can
enter up to 128 alphanumeric characters.

c. In the “Subtype” drop-down list, select a subtype for the recommendation. A
subtype is a way of categorizing lists. If the design team did not define subtypes
for this type of recommendation, the drop-down list is empty. Consult your
developers for information on available recommendation subtypes (if any).

d. In the “Template” drop-down list, select a template for the recommendation.

Note

If the Template field does not include a drop-down list, it means that no
templates have been created for recommendations. Consult your developers
for information on creating templates for recommendations.
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e. In the Start Date and End Date fields, select a date range in which the asset will

display online. For more information on Start/End dates, see “About Start and End
Dates,” on page 146.

f. In the Mode field, select the Recommendation radio button.

g. Click Continue.

The tab displays the Type section of the “Recommendation” form:

Recommendation: List recommendation

FName Type

Recommendation Type:

* Options » Build +Selection rSort

(O Related Items (defined on asset forms)
(®  Static Lists (optionally by segrnent )

() Dynamic Lists (generated by an element )

5. In the Type section of the “Recommendation” form, do the following:
a. Select Static Lists.

b. Click Continue.

The tab displays the Options section of the “Recommendation” form:

Recommendation: List Recommendation

*Name » Type

Options:

Options *» Build rSelection *Sort

@& Bring back children of returned assets.
) Do not bring back children of retumed assets.
& Promotions can overtide this recommendation.

) Promotions cannot override this recormendation.

@ This recormendation applies to all asset types,
O This recommendation applies to the following asset types:

Attribute Editor ”~
CSElement

Content

Content Attribute

Content Definition

Content Filter

Content Parent

Content Parent Definition
Dimeansion

DimensionSet v

Remove

6. In the Options section of the “Recommendation” form, do the following:

a. Set the options appropriately for the recommendation’s intended purpose.

b. Click Continue.
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The tab displays the Build section of the “Recommendation” form:

Recommendation: List recommendation

FName FType + Options Build +Selection »Sort

Static Lists:  New Static List: | <Select Segment:

Static Lists: I No Seaments Apply:

Item Name Confidence

Mo itemns specified

Drag Products

Hint: Drag iterns from the tree or docked search in to the drop zone..

7. In the Build section of the “Recommendation” form, do the following:

a.

In the “New Static List” drop-down menu, select a segment.
Sites creates a new static list for the segment and displays it in the form.

In the “Drag Products” Drop Zone, add the assets (which you bookmarked in
step 2 on page 308) that you want to include in this segment’s list. Do the
following:

1) In the My Work tree, expand the Bookmarks node. (If the My Work tree is
collapsed, expand it by clicking the My Work bar in the navigation pane).

2) In the list of bookmarked assets (displayed under the Bookmarks node) click
the name of the desired asset and then drag and drop it into the field.

Assign a confidence value for each asset, both In Segment and Out of Segment.
Confidence is a weighting factor for the recommendation to use in determining
which assets to return for the current visitor when that visitor is a member of the
segment and when that visitor is not a member of the segment. The defaults are
100% and 0% respectively.

If the asset is not added to a segment, then only one Confidence field appears.
For additional information, see “Confidence,” on page 298.

Repeat steps a — ¢ for as many segments as you want to include. After you select a
segment, it no longer appears in the drop-down list.

(Optional) Repeat steps b — ¢ for the If No Segments Apply category and assign
confidence values as appropriate.
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The completed form will look similar to the following:

Recommendation: List recommendation

FName HType +Options Build +Selection +Sort

Static Lists:  New Static List: | <Select Segment> n

] Segment: AffluentYoungSingles

Item Name In Segment Confidence Out of Segment Confidence
i onsdag - Digital Camera (Product ) an % 60 Yo
Wi FSII Superior Hi-Def Plasma Screen TV (Product) 75 % 75 %

Drag Products

Hint: Drag items from the tree or docked search in to the drop zone.:

Static Lists:  If No Seaments Apply:

Item Name Confidence

il FsuFSE Digitl Audio Player (Product) oo x %

Drag Products

Hint: Drag items from the tree or docked search in to the drop zone.:

==
f. Click Continue.

The tab displays the Selection section of the “Recommendation” form:

Recommendation: List recommendation
FName FType ' Options *Build Selection FSort

Selection Criteria: (O Random {weighted by rating)

(&) Highest Rating

8. In the Selection section of the “Recommendation” form, do the following:

a. Choose the selection criterion for the recommendation. For more information, see
the section “Selection Criteria,” on page 299.

b. Click Continue.
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The tab displays the Sort section of the “Recommendation” form:

Recommendation: List recommendation

»Name Type »Dptions »Build +Selection Sort
New sort Criteria: Attribute Type Attribute Direction
<Pick Types =Pick attribute: @ Ascending
() Descending
Sort Criteria: Attribute Type  Attribute Direction

i 1. SpstH _COMFIDEMCE_  Descending

9. In the Sort section of the “Recommendation” form, do the following:

a. In the “Attribute Type” drop-down list, select the type of attribute by which you
want to sort the asset list. By default, only the Special attribute type is available,
allowing you to sort by asset type, confidence, and rating. Attribute types specific
to the nature of the assets on your site are set up by the administrator and
developers.

For more information, see the section “Sort Criteria,” on page 300.

b. In the “Attribute” drop-down menu, select the attribute by which you want to sort
the asset list. The contents of the list depend on the option that you selected in the
Attribute Type field. For example, if you selected the Special attribute type in
step a, the Attribute field will contain the options, ASSETTYPE _,
_CONFIDENCE_, and _RATING _.

Note that attributes specific to the nature of the assets on your site must be set up
by the administrator and developers before you can use them.

c. In the Direction field, choose whether the sort direction should be ascending or
descending.

d. Click Add Sort Criteria. Your criteria appear at the bottom of the form.

e. (Optional) To add more sort criteria, repeat steps a —d. Be sure to add the new sort
criteria in the order in which you want Engage to sort the assets in the list. For
example, you might want to sort assets first by asset type, and then by rating.

10. Save the asset. Do one of the following:
- In the asset’s toolbar, click the Save (| g ) icon.
- In the menu bar, select Content > Save.
11. Inspect the asset. Do one of the following:
- In the asset’s toolbar, click the Inspect (| oo ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the asset’s Inspect view in Form Mode. You cannot modify the
asset’s content when the asset is displayed in the Inspect view.
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Creating Dynamic Lists Recommendations

Note

Before beginning this procedure, Consult your developers to find out which
“CSElement” asset(s) should be used with the Dynamic Lists
recommendation(s) you want to create.

To create a Dynamic Lists recommendation

1. Log in to WebCenter Sites, select the site you want to work with (FirstSite II in this
example) and the icon for the WebCenter Sites Contributor interface.

2. In the menu bar, select Content > New > New Recommendation.

a. If the administrator configured the asset type such that all new assets of that type
are placed into workflow upon creation, a tab opens displaying the “Choose
Assignees” form.

Select at least one user for each required role and click Set Assignees. Any of
these users can complete the next step in the workflow process. For more
information, see Chapter 14, “Workflow.”

b. Ifthe Create view of the “Recommendation” asset is displayed in Web Mode,
switch to Form Mode by clicking the Mode switch in the asset’s toolbar.

The tab displays the “Recommendation” asset’s Create view in Form Mode. Notice
the names of the form’s sections near the top. When you create a new
“Recommendation” asset, the Name section of the form is displayed first:

Recommendation

Name } Dptions +Build

*Name:

Description:

Subtype: (no subtype)
Template: fFSIILayout
Start Date: B
End Date: w
Locale:
Mode: ®List
O Recommendation
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Note

When creating or editing a “Recommendation” asset, you can switch between
the sections of the form by clicking the name of the section you want to switch
to.

3. Inthe Name section of the “Recommendation” form, do the following:

a. Inthe Name field, enter a unique, descriptive name for the recommendation. You
can enter up to 64 alphanumeric characters, including spaces. The first character
must be a letter.

b. Inthe Description field, enter a brief description of the recommendation. You can
enter up to 128 alphanumeric characters.

c. In the “Subtype” drop-down list, select a subtype for the recommendation.
A subtype is a way of categorizing lists. If the design team did not define subtypes
for this type of recommendation, the drop-down list is empty.

d. In the “Template” drop-down list, select a template for the recommendation.

Note

If the Template field does not include a drop-down list, it means that no
templates have been created for recommendations. Consult your developers
for information on creating templates for recommendations.

e. In the Start Date and End Date fields, select a date range for the asset to display
in Site Preview. For more information on Start/End dates, see “About Start and
End Dates,” on page 146.

f. Inthe Mode field, select the Recommendation radio button.
g. Click Continue.

The tab displays the Type section of the “Recommendation” form:

Recommendation: DynListRec
FName Type + Options *Build +Selection rSort

Recommendation Type: ) Related Items {defined on asset forms)
() Static Lists {optionally by segment )

# Dynamic Lists {generated by an element )

4. In the Type section of the “Recommendation” form, do the following:
a. Select Dynamic Lists.
b. Click Continue.
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The tab displays the Options section of the “Recommendation” form:

Recommendation: DynListRec

k Name * Type Options * Build FSelection *Sort

Options:

Bring back children of returned assets,

Do niot bring back children of returned assets,
Promotions can override this recommendation.

Promotions cannot overtide this recommendation.

This recormmendation applies to all asset types,

@ Oo0®O0o@

This recormmendation applies to the following asset types:

Adtribute Editor ~
CSElement

Content

Content Attribute

Content Definition

Content Filter

Content Parent

Content Parent Definition
Dimension

Dimensionset w

5. In the Options section of the “Recommendation” form, do the following:

Remove

a. Set the options appropriately for the recommendation’s intended purpose.
b. Click Continue.

The tab displays the Build section of the “Recommendation” form:
Recommendation: DynListRec
*Name »Type »Options Build + Selection Sort
CSElement: -- Mo element spedfied --
(2

Hint: Type in the input box to seatch for the elerments and select

one element from the drop dowr.:

6. In the Build section of the “Recommendation” form, do the following:

a. Inthe “CSElement” Type Ahead field, type the first characters of the CSElement

you want the recommendation to use to generate a drop-down list of elements that
match.
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When you select an asset from the drop-down list, WebCenter Sites refreshes the
form to display the added “CSElement” asset:

Recommendation: DyrListRec
FName F Type F Options Build rSelection FSort

CSElement: FSIICormmon/Login/Loginlser

Hint: Type in the input box to search for the elements and select

ohe element from the drop down to update.:

Display Results

Hint: Click Display Results to see the list generated by the

selected element.

b. If you want to replace the currently chosen “CSElement” asset, repeat step a. The
“CSElement” you select replaces the current one.

c. Click Display Results to view the list that the element will currently generate.
The element is required to return a list of a specific type containing these columns:

- Asset Name — the name of the asset, which is guaranteed to be unique for the
site

- Asset ID — generated identifier of the asset
- Asset Type — the name of the asset type (for example, “Products”)

- Confidence — a value that is either calculated by the developer, or assigned by
Engage as 1 (100%)

Remember that the list is dynamic, so the list contents are likely to change if
assets have changed in your database when the recommendation is invoked by the
template. If you select another “CSElement” asset from the tree, the currently
displayed list results will be cleared.

When you click Display Results, several other outcomes are possible:
- The element fails to return the expected list type.

- The returned list is missing a required column.

- The element encountered the displayed error condition.

- The element fails to return any assets (not necessarily an error; the expected
assets may not yet exist, in which case, you should contact your
administrator).

If you encounter any of these conditions, select another “CSElement” asset and
try again or consult your developers to troubleshoot the faulty “CSElement” asset.

d. Click Continue.
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The tab displays the Selection section of the “Recommendation” form:

Recommendation: List recommendation
+Name rType + Options * Build Selection FSort

Selection Criteria: 3 Random (weighted by rating)

(& Highest Rating

7. In the Selection section of the “Recommendation” form, do the following:

a. Choose the selection criterion for the recommendation. For more information, see
the section “Selection Criteria,” on page 299.

b. Click Continue.

The tab displays the Sort section of the “Recommendation” form:
Recommendation: DynListRec

* Name F Type + Dptions +Build +Selection Sort

New Sort Criteria: attribute Type Attribute Direction

<Pick Type:= <Pick Attribute:= ® Ascending

(O Descending

Add Sort Criteria

Sort Criteria:

8. In the Sort section of the “Recommendation” form, do the following:

a. In the “Attribute Type” drop-down list, select the type of attribute by which you
want to sort the asset list. By default, only the Special attribute type is available,
allowing you to sort by asset type, confidence, and rating. Attribute types specific
to the nature of the assets on your site are set up by the administrator and
developers.

For more information, see the section “Sort Criteria,” on page 300.

b. In the “Attribute” drop-down list, select the attribute by which you want to sort
the asset list. The contents of the list depend on the option that you selected in the
Attribute Type field. For example, if you selected the Special attribute type in
steps a, the Attribute field will contain the options, ASSETTYPE |,
_CONFIDENCE_, and _RATING _.

Note that attributes specific to the nature of the assets on your site must be set up
by the administrator and developers before you can use them.

c. In the Direction field, choose whether the sort direction should be ascending or
descending.

d. Click Add Sort Criteria. Your criteria appear at the bottom of the form.

e. (Optional) To add more sort criteria, repeat steps a —d. Be sure to add the new sort
criteria in the order in which you want Engage to sort the assets in the list. For
example, you might want to sort assets first by asset type, and then by rating.
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9. When you have selected the desired sort criteria, save the asset. Do one of the
following:

- In the asset’s toolbar, click the Save (| g ) icon.
- In the menu bar, select Content > Save.
10. Inspect the asset. Do one of the following:
- In the asset’s toolbar, click the Inspect (| & ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the asset’s Inspect view in Form Mode. You cannot modify the
asset’s content when the asset is displayed in the Inspect view.

Creating Related Items Recommendations
To create a Related Items recommendation

1. Log in to WebCenter Sites, select the site you want to work with (FirstSite II in this
example) and the icon for the WebCenter Sites Contributor interface.

2. In the menu bar, select Content > New > New Recommendation.

a. If the administrator configured the asset type such that all new assets of that type
are placed into workflow upon creation, a tab opens displaying the “Choose
Assignees” form.

Select at least one user for each required role and click Set Assignees. Any of
these users can complete the next step in the workflow process. For more
information, see Chapter 14, “Workflow.”

b. If the Create view of the “Recommendation” asset is displayed in Web Mode,
switch to Form Mode by clicking the Mode switch in the asset’s toolbar.

The tab displays the “Recommendation” asset’s Create view in Form Mode. Notice
the names of the form’s sections near the top. When you create a new
“Recommendation” asset, the Name section of the form is displayed first:

Recommendation

Name » Options +Build

*Name:

Description:

Subtype: (o subtype)
Template: JFSTILayout
Gtart Date: w
End Date: &
Locale:
Mode: ®List
O Recommendation
S
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Note

When creating or editing a “Recommendation” asset, you can switch between
the sections of the form by clicking the name of the section you want to switch
to.

3. Inthe Name section of the “Recommendation” form, do the following:

a. Inthe Name field, enter a unique, descriptive name for the recommendation. You
can enter up to 64 alphanumeric characters, including spaces. The first character
must be a letter.

b. Inthe Description field, enter a brief description of the recommendation. You can
enter up to 128 alphanumeric characters.

c. In the “Subtype” drop-down list, select a subtype for the recommendation. A
subtype is a way of categorizing lists. If the design team did not define subtypes
for this type of recommendation, the drop-down list is empty. Consult your
developers for information on available recommendation subtypes (if any).

d. Inthe “Template” drop-down list, select a template for the recommendation.

Note

If the Template field does not include a drop-down list, it means that no
templates have been created for recommendations. Consult your developers
for information on creating templates for recommendations.

e. In the Start Date and End Date fields, select a date range for the asset to display
in Site Preview. For more information on Start/End dates, see “About Start and
End Dates,” on page 146.

f. Inthe Mode field, select the Recommendation radio button.
g. Click Continue

The tab displays the Type section of the “Recommendation” form:
Recommendation: Related Items

»Name Type » Options ¥ Build »Selection ' Sort

Recommendation Type: ® Related Iterns (defined on asset formns)
O Static Lists {optionally by segrment)

(O Dwnamic Lists (@enerated by an element)

4. In the Type section of the “Recommendation” form, do the following:
a. Select the Related Items radio button.
b. Click Continue.
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The tab displays the Options section of the “Recommendation” form:

Recommendation: Related Items

rName rType Options ¥ Build + Selection r Sort

Options:
& Bring back children of returned assets,
O Do not bring back children of retumed assets.
(& Promotions can override this recommendation,

(& Promotions cannot override this recornmendation.

(& This recammendation applies to all asset types.
() This recammendation applies to the following asset types:

Attribute Editor ~
CSElement

Caontent

Content Attribute

Content Definition

Caontent Filter

Content Parent

Content Parent Definition
Dimension

DimensionSet v

5. In the Options section of the “Recommendation” form, do the following:

Remove

a. Set the options appropriately for the recommendation’s intended purpose.

b. Click Selection at the top of the form (Related Items recommendations have no
“Build” step).

c. Click Continue.
The following message appears:

Recommendation: Related Items
»Name ' Type » Options Build »Selection »Sort
Recommendation Type "Related Items" does not have a Build step. Related iterns are defined on asset forms,

6. In the “Build” section, click Continue to go to the Selection section of the form.
The tab displays the Selection section of the “Recommendation” form:

Recommendation: List recommendation
»Name » Type » Options » Build Selection » Sort

Selection Criteria: () Random (weighted by rating)

(® Highest Rating

7. In the Selection section of the “Recommendation” form, do the following:

Oracle WebCenter Sites User’s Guide

321



Chapter 17. Creating and Configuring Recommendations 322

Creating Recommendation Assets

a. Choose the selection criterion for the recommendation. For more information, see
the section “Selection Criteria,” on page 299.

b. Click Continue.

The tab displays the Sort section of the “Recommendation” form:

Recommendation: Related Items

* Name F Type } Dptions +Build +Selection Sort

Mew Sort Criteria: attribute Type Attribute Direction

=Pick Type: =Pick Attribute: @ Ascending

(O Descending

Add Sort Criteria

Sort Criteria:

8. In the Sort section of the “Recommendation” form, do the following:

a. In the “Attribute Type” drop-down list, select the type of attribute by which you
want to sort the asset list. By default, only the Special attribute type is available,
allowing you to sort by asset type, confidence, and rating. Attribute types specific
to the nature of the assets on your site are set up by the administrator and
developers.

For more information, see the section “Sort Criteria,” on page 300.

b. In the “Attribute” drop-down list, select the attribute by which you want to sort
the asset list. The contents of the list depend on the option that you selected in the
Attribute Type field. For example, if you selected the Special attribute type in
step a, the Attribute field will contain the options, ASSETTYPE _,
_CONFIDENCE_, and _RATING _.

Note that attributes specific to the nature of the assets on your site must be set up
by the administrator and developers before you can use them.

c. In the Direction field, choose whether the sort direction should be ascending or
descending.

d. Click Add Sort Criteria. Your criteria appear at the bottom of the form.

e. (Optional) To add more sort criteria, repeat steps a —d. Be sure to add the new sort
criteria in the order in which you want Engage to sort the assets in the list. For
example, you might want to sort assets first by asset type, and then by rating.

9. When you have selected the desired sort criteria, save the asset. Do one of the
following:

- In the asset’s toolbar, click the Save (| g ) icon.
- In the menu bar, select Content > Save.
10. Inspect the asset. Do one of the following:
- In the asset’s toolbar, click the Inspect (| & ) icon.
- In the menu bar, select Edit > Inspect.

The tab displays the asset’s Inspect view in Form Mode. You cannot modify the
asset’s content when the asset is displayed in the Inspect view.

Oracle WebCenter Sites User’s Guide



Chapter 17. Creating and Configuring Recommendations 323

Editing Recommendation Assets

This recommendation now appears in the “Related Items” field (located in the Metadata
section) of the Create and Edit views for flex assets and flex parent assets. You can now
configure relationships for flex assets.

For more information, see “Configuring Asset Relationships Using Related Items
Recommendations,” on page 327.

Editing Recommendation Assets

To edit a “Recommendation” asset

1. Log in to WebCenter Sites, select the site you want to work with (FirstSite II in this
example) and the icon for the WebCenter Sites Contributor interface.

2. Find and open the “Recommendation” asset you wish to edit:
a. Inthe Search field, enter the desired search criteria (if any).

b. If you want to narrow your search down to a specific type of asset, in the Search
field, click the down-arrow to render the “Search Type” drop-down box. Select
the asset type to which you want to limit your search.

c. Click the magnifying glass ({gJ) button.

For more information on searching, see the section “Finding Assets,” on
page 126.

d. In the search results list, right-click the desired asset and select Edit from the
context menu.

For more information on searching, see the section “Finding Assets,” on
page 126.

Oracle WebCenter Sites User’s Guide



Chapter 17. Creating and Configuring Recommendations

324
Editing Recommendation Assets

A tab opens displaying the asset’s Edit view in Form Mode:

Recommendation: FS11Advertisement

*Name: FSIIadvertisernent
Description: Advertisernent
Subtype: (o subtype)
Template: JFSIILayout
Start Date:
End Date:
Locale: en_ LS
Mode: @ List
O Recommendation
Options: Dioes not bring back children of returmed assets.m
Promations can averride this recormmendation.
This recormmendation applies to all asset types,
Type: Static Lists
Static Lists: m

Selection Criteria:

Sort Criteria:

Created:

Modified:

Confidence

Item Name

FSITIES_HDTV.jpg (Media)  100%

Highest Rating

Attribute

Attribute Type

Direction

1. Special _COMFIDEMCE_  Descending

Friclay, Juky 8, 2005 4:32:36 PM EDT by firstsite

Sunday, July 17, 2005 9:57:08 PM EDT by firstsite

3. Click the Change button next to the section you want to edit. For example, to edit the
“Options” section, click the Change button next to the “Options” field in the
recommendation form.
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The tab displays the corresponding section of the recommendation’s form with the

current configuration options preselected:
Recommendation: FS11Advertisement
»Name Options »Build

Options: (O Bring back children of returned assets,

(& Do not bring back children of returned assets,

(@ Promotions can override this recormmendation.

(O Promotions cannot override this recormmendation.

@ This recommendation applies to all asset types,

(O This recormmendation applies to the following asset types:
Adtribute Editar )

CSElement

Content

Content Attribute “

Content Definition

Content Filter m

Content Parent

Content Farent Definition

Dimension
DimensionSet v

4. When you have made the desired changes to the section, save the asset. Do one of the

following:
- In the asset’s toolbar, click the Save (| |) icon.
- In the menu bar, select Content > Save.
5. Inspect the asset. Do one of the following:
- In the asset’s toolbar, click the Inspect (| 4 ) icon.

- In the menu bar, select Edit > Inspect.

The tab displays the asset’s Inspect view in Form Mode. You cannot modify the

asset’s content when the asset is displayed in the Inspect view.

Configuring Assets to Be Recommended

The next step is to configure the segment ratings and asset relationships for the assets that
you want to promote using recommendations. Specifically, you need to use the flex asset

and flex parent asset forms in Sites’ interface to do the following:

* Rate how important the assets and parent assets are to the members of each segment.

* Configure the asset relationships that are represented by the Related Items
recommendations.

Note

Typically, business users configure assets to be recommended.
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Assigning Ratings to an Asset

You can assign ratings to individual flex assets or to flex parents. However, it is
recommeded that you use parents to assign ratings, for the following reasons:

It is much easier to manage the ratings for multiple assets if those assets reside in
groups. In fact, it is often a good idea to create flex parents whose sole purpose is to
assign ratings to child assets. You can make all of the assets that have identical rating
conditions children of the same parent. Then, you can modify the ratings for all the
child assets by making a single change.

It is easier to compare the ratings for one group of assets to the ratings of another
group than it is to compare the ratings of individual assets.

Ratings are calculated more quickly because there are fewer assets with individual
ratings; this speeds up system performance.

You should avoid using ratings to try to promote a specific flex asset in a specific
circumstance. Instead, you should recommend specific assets, using either a Static Lists
recommendation or a promotion to accomplish your goal.

Before you begin, be sure to complete the following tasks:

Examine the segments to understand how they are defined and then determine which
flex parents are significant for which segments.

Ask your site developers whether they changed the system default rating for unrated
assets. If they did not override the system default rating, that default rating is 50. This
rating represents the average or middle point in your rating scale. Make a note of this
value and keep it in mind while you rate assets. For example, rating an asset at lower
than the system default rating means that it is unlikely that it would ever be
recommended to a site visitor.

To assign ratings to an asset

1.

Log in to WebCenter Sites, select the site you want to work with (FirstSite II in this
example) and the icon for the WebCenter Sites Contributor interface.

Find the flex asset or flex parent you want to assign ratings to and open its Edit view:
a. Inthe Search field, enter the desired search criteria (if any).

b. If you want to narrow your search down to a specific type of asset, in the Search
field, click the down-arrow to render the “Search Type” drop-down box. Select
the asset type to which you want to limit your search.

c. Click the magnifying glass ({gJ) button.

For more information on searching, see the section “Finding Assets,” on
page 126.

d. In the search results list, right-click the desired asset and select Edit from the
context menu.

For more information on searching, see the section “Finding Assets,” on
page 126.
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3. Inthe asset’s Edit view, Select the Marketing tab and navigate to the Ratings section.
This section of the form lists all the segments that have been created for this site. For
example:

Ratings:

Segment In Segment Out of Segment

AffluentoungSingles

Mo segrment ratings apply:

4. Using a range of 0 through 100 (100 is the highest value), rate this asset for the
segments in the list:

- Enter a value in a segment’s In Segment column to rate the asset for members of
this segment.

- Enter a value in a segment’s Qut of Segment column to rate the asset for visitors
who are not members of this segment.

- Enter a value in the no segment ratings apply field to assign an intrinsic rating to
the asset; this rating is used when no segments are defined or the asset is assigned
to a recommendation that does not recognize segments (List mode Static Lists
recommendation).

For more information about ratings, see “Ratings,” on page 296.

5. When you have selected the desired sort criteria, save the asset. Do one of the
following:

- In the asset’s toolbar, click the Save (| ) icon.
- In the menu bar, select Content > Save.
6. Inspect the asset. Do one of the following:
- In the asset’s toolbar, click the Inspect (| j» ) icon.

- In the menu bar, select Edit > Inspect.

Configuring Asset Relationships Using Related Items
Recommendations
Before you begin, be sure to complete the following tasks:

* Ask the developers to describe each of the Related Items recommendations so that you
are familiar with the relationships the Related Items recommendations represent.

* Find out whether the recommendation is programmed to display a combination of flex
assets, for example, “Product” and “Content” assets, so that you can configure the
relationships correctly.

To configure relationships between assets

1. Log in to WebCenter Sites, select the site you want to work with (FirstSite II in this
example) and the icon for the WebCenter Sites Contributor interface.
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2. Before you work with the flex parent asset which has Related Items relationship(s)
that you want to configure, you should find and bookmark the assets that you will
want to put in these relationships. Bookmarked assets will be available in the
Bookmarks node in the My Work tree.

a.
b.

In the Search field, enter the desired search criteria (if any).

If you want to narrow your search down to a specific type of asset, in the Search
field, click the down-arrow to render the “Search Type” drop-down box. Select
the asset type to which you want to limit your search.

Click the magnifying glass ({fgJ) button.

In the search results list, select (Ctrl+click) the assets you wish to bookmark. In
the “Search” tab’s toolbar, click the Bookmark ( 4 ) icon.

3. Find the flex parent that has the Related Items relationship(s) that you want to
configure and open its “Edit” form:

a.
b.

In the Search field, enter the desired search criteria (if any).

If you want to narrow your search down to a specific type of asset, in the Search
field, click the down-arrow to render the “Search Type” drop-down box. Select
the asset type to which you want to limit your search.

Click the magnifying glass (a) button.

In the search results list, right-click the desired asset and select Edit from the
context menu.

For more information on searching, see the section “Finding Assets,” on
page 126.

4. In the parent asset’s “Edit” form, scroll to the Related Items section, which will look
similar to the image below:

Ratings: Segment In Segment Out of Segment

AffluentyoungSingles

TargetHighvolume

Mo segment ratings

apply

Related Items:  List Recommendation  (recaommendation

RecRec  (recommendation)
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Note

The Related Items section will only be available if you have created a Related
Items type of Recommendation that specifies the asset type of the asset you want
to add. See “Creating Related Items Recommendations,” on page 319 for more
information.

5. In the tree, open the Bookmarks node on the My Work tree. Drag and drop the flex
asset or flex parent into the appropriate recommendation’s Drop Zone.

Engage lists the assets under the recommendation.

Related Items: List Recommendation  {recommendation’)

FSII Innovative Ent. Sys.ems

Confidence = 100

FSII AudioCo
Confidence = 80

FSII Superiar Systems Irc.
Confidence = 75

RecRec  (recommmendation)

FSII Standard DWD Playe.s
Confidence = 100

FSII Combination DWD Puayers

Confidence =

6. In the Confidence column next to an asset or parent asset, enter a confidence value
that represents the weight of this relationship; confidence is expressed as a percentage
ranging between 0 and 100. If you enter 0 or leave the field empty, the asset is
excluded from this recommendation.

For more information on confidence, see “Confidence,” on page 298.

7. When you have selected the desired sort criteria, save the asset. Do one of the
following:

- In the asset’s toolbar, click the Save (| g ) icon.
- In the menu bar, select Content > Save.
8. [Inspect the asset. Do one of the following:
- In the asset’s toolbar, click the Inspect (| & ) icon.

- In the menu bar, select Edit > Inspect.
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Verifying Recommendation Assets

To verify that you configured your “Recommendation” assets correctly, complete the
following kinds of exercises:

* Create some test segments (see Chapter 16, “Grouping Visitors into Segments” for
information on creating segments).

* In the flex asset and flex parent asset forms (for example, “Product” and “Product
Parent”), assign ratings for the segments.

* Browse your site as a visitor and register yourself so that you qualify for the test
segment.

¢ Examine the items that the “Recommendation” assets return.

e If you find problems, ask your developers to write test pages that isolate the problem.

Publishing Rated Flex Assets

Since asset ratings and relationships take effect only after they are published, you must
approve the assets whose ratings and relationships you configured so they can be
published to your delivery system.

For more information about approving and publishing assets, see Chapter 12, “Approval
for Publishing.”
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Chapter 18
Creating Promotions

Promotions are merchandising assets that offer some type of value or discount to your site
visitors based on the products the visitors are buying and the segments they qualify for.

This chapter describes how promotions work and how to create them. It contains the
following sections:

* About Promotions
* Creating Promotions
* Sample Promotion Asset

* Publishing Promotions
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About Promotions

Promotions offer some type of value to your site visitors and customers based on the

segments the visitors belong to and products that they buy or view. This value can be
offered in several ways:

* A discount off the purchase price of the promoted products.

* A discount off the entire value of the shopping cart.

* A discount off shipping charges.

* A combination discount: a shipping discount with a price or cart discount.
You (the marketers) define your promotions by using the following criteria:

* The segment members who qualify for the promotion. Promotions can be offered to
everyone or to visitors in selected segments.

* The products to promote.
* The value the customers receive when they purchase the promoted product.
e The duration of the promotion.

* The text or graphics (or both) that appear on the rendered site page that notifies
visitors of the promotion.

* The location of the notification. Promotions are displayed on the live (public) site
pages by replacing the recommendation that would normally appear there.

About Promotions and Recommendations

“Recommendation” assets are the delivery mechanism for all promotional content. When
you create a promotion asset, you determine where you want the promotion to be
displayed by selecting a “Recommendation” asset. The promotion replaces, or overrides,
the recommendation and uses the template assigned to that recommendation to render the
promotion in place of the recommendation that would normally be displayed.

Consequently, when Engage calculates the recommendation that a template asks for, it
automatically checks whether there are any promotions that should override the
recommendation. If so, it passes the promotion back to the recommendation’s template
and the template displays the promotion instead.

When Promotions Overlap

More than one promotion can use the same recommendation. What happens, then, when a
visitor qualifies for more than one promotion and those promotions are using the same
recommendation? It is easiest to explain with an example:

Example: Overlapping Promotions

There are two promotions running and both override the same recommendation:

Name: End-of-Summer Sale
Discount: 10% off the entire contents of the visitor’s shopping cart
Segments it All segments

applies to:
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Name: Printer Sale

Discount: 30% off all printers
Segments it 1) Home Office Worker
applies to: 2) Back to School

Note

Promotions do not have segment ratings. Either the promotion applies to the
segment or it doesn’t.

Question: How does Engage decide which promotion to display if the visitor is from
either the Home Office Worker segment or the Back to School segment? And which
discount is applied?

Answer: Engage randomly selects which promotion to display (each has a 50/50 chance)
but it applies both discounts. However, applying both discounts does not mean that
printers are discounted twice.

Examine the contents of this shopping cart:

Item in Cart

box of paper
printer
toner cartridge

Before Engage applies the discounts, it lists and compares the promotions for all the items

in the cart:

Item in Cart Summer Sale Printer Sale
box of paper 10%

printer 10% 30%

toner cartridge 10%

Engage then applies the largest discount to each item. Therefore, on the final bill, the box
of paper and the toner cartridge are 10% off and the printer is 30% off (not 40%).

Question: Only one of the promotions was displayed: how do the shoppers understand the
total on the invoices?

Answer: If you (the marketers) created the promotions correctly, you entered a
meaningful description of the discount in the Engage discount forms. Those descriptions
are printed on the invoice next to the discounted items.
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To create a promotion
Before you create your promotions, be sure that you complete the following tasks:

* Ask your site developers for a list of all the recommendations in your system and a
description of where each one is programmed to appear.

* Ifyou are creating promotions that apply to specific segments, you and the other
marketers must create the segments.

Step 1: Name and Define the Promotion

Note

You can click Save as you progress through the sections of the “Promotion” form in
this procedure to save the changes you have made up to and in that section.

1. Log in to WebCenter Sites, select the site you want to work with (FirstSite II in this
example) and the icon for the WebCenter Sites Contributor interface.

2. In the menu bar, select Content > New > New Promotion.

Note

If New Promotion is not on the list, stop here. You do not have the permissions
to create promotions. If you have questions about your permissions, contact your
administrator.

If the administrator configured the asset type such that all new assets of that type are
placed into workflow upon creation, a tab opens displaying the “Choose Assignees”
form:

Choose Assighees

The workflow associated with this asset requires you to select assignees, Select at least one user from each role,

workflow Process:  FSIT: 8pproval for Promotions

*MarketingEditor: firstsite
fwvadrnin
hary

Select at least one user for each required role and click Set Assignees. Any of these
users can complete the next step in the workflow process. For more information, see
Chapter 14, “Workflow.”
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A tab opens displaying the “Promotion” asset’s Create view. Notice the names of the
form’s sections near the top. The Name section of the form is displayed:

Promotion
Name *Goals } Segments } Discount *Duration +Display

Name & Description

*Name:

Description:

Start Date: w

End Date: D

) Assignees have heen selected. (@ Dietails)

Note

When creating or editing a “Promotion” asset, you can switch between the
sections of the form by clicking the name of the section you want to switch to.

3. In the Name section of the “Promotion” form, do the following:

a. Click in the Name field and enter a unique, descriptive name for the
recommendation. You can enter up to 64 alphanumeric characters, including
spaces. The first character must be a letter.

b. Click in the Description field and enter a brief description of the promotion. You
can enter up to 128 alphanumeric characters.

c. In the Start Date and End Date fields, select a date range for the asset to display
in Site Preview. For more information on Start/End dates, see “About Start and
End Dates,” on page 146.

d. Click Continue.

The tab displays the Goals section of the “Promotion” form, as shown in the next
step.

Even though you can skip to any section of the “Promotion” form, be sure that you create
your first promotions in the sequence that takes place when you use the Continue button.
Remember that the information you enter on any form is not saved to the database until
you click Save.
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Step 2: Define the Goals for the Promotion

Promotion: Winter promotion

FWame Goals FSegments FDiscount ¥ Duration rDisplay

Goals

Optionally, enter in your goals for this promotion, This information wil be included in the Prormotion Surnmary,

1,

2,

3

A statement of goals is useful if your work is to be reviewed by others. Additionally, you
might want to document why you designed the promotion a certain way after the
promotion is complete.

In the Goals section of the “Promotion” form, do the following:
1. Click in the first Goal field and describe a goal.

2. Enter goals in the second and third Geal fields, as needed.
3. Click Continue.

The tab displays the “Segments” section of the “Promotions” form, as shown in the
next step.

Step 3: Define Which Visitors Are Eligible for the Promotion
Promotion: Winter promotion

FName ¥ Goals Segments FDiscount ¥ Duration ¥ Display

Segments

(& Apply to al visitors

() Apply to the selected segments:

Segment Name Description

O AffluentyoungSingles AffluentvoungSingles

Use the Segments section of the “Promotion” form to select the visitors who are eligible
for the promotion. If you do not make any selections on this form, all visitors to the site
are eligible for the promotion.

1. Do one of the following:
- To offer the promotion to all visitors to the site, select Apply to all visitors.

- To restrict the promotion to visitors from certain segments, select Apply to
selected segments and select the segments to whom you want to offer the
promotion.
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2. (Optional) If you need to create a new segment for the promotion, complete the
following steps:

a. Create a new segment. For help with this step, see “Creating Segments,” on
page 275.

b. Click the Refresh icon in the tab displaying the promotion you are creating.
c. Repeat the first step in this procedure to include this segment in the promotion.
3. Click Continue.

The tab displays the “Discount” section of the “Promotion” form, as shown in the next
step.

Step 4: Define the Discount

Promotion: Winter promotion

FName »Goals FSegments Discount ¥ Duration + Display
Discount Value

Purchases:

(%) Mo Discount
@] ' percent fo the promoted products
() Every product in the catalog

OSpecwﬁc itern(s) from the tree or docked search. (Drag items from the tree or docked search in to the drop zone. )

Describe purchase discount for display on invoices or receipts:  item

Shipping Fees:

percent off shipping fees

Describe shipping fee discount for display on invoices or receipts: | shipping

Stare IDis 0

O Assignees have been selected, (@ Details)

Note

To configure the discount to be based on the current state of a visitor’s shopping cart,
create a segment based on the shopping cart. Then, select that segment for the
promotion. For information about creating segments based on the shopping cart, see
“Step 4: Define the Segment with Shopping Cart Criteria,” on page 290.

To define the discount, use the following options:

* Option 1: Discounting the Entire Shopping Cart
* Option 2: Discounting Specific Products

* Option 3: Discounting the Shipping Costs

You can combine either of the first two options with the third option, but you cannot
combine the first two options.
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Option 1: Discounting the Entire Shopping Cart
In the “Discount” section of the “Promotion” form, do the following:

1. Select the second option under Purchases and then set the values that define the
discount.

For example, to offer $5.00 off, set the values as follows:
Purchases:

(Mo Discount
® 5 ¢ | dollars njff the promoted products

To offer 10% off, set the values as follows:

Purchases:

(Mo Discount
® 10 || percent njff the promoted products

Select Every product in the catalog.

Click in the Describe purchase discount text box and enter a meaningful description
of the discount. The text that you enter in this field is displayed on the invoice or
receipt next to the items that it applies to. Use it to describe to your visitors how their
bill is calculated. For example:

Describe purchase discount for display on invoices or receipts:  Winter Special: 10% Off

4. Either click Continue or go to Option 3: Discounting the Shipping Costs.

Option 2: Discounting Specific Products
In the “Discount” section of the “Promotion” form, do the following:

1. Select the second option under Purchases and then set the values that define the
discount.

For example, to offer $5.00 off, set the values as follows:
Purchases:

(Mo Discount
® 5 ¢ | dollars njff the promoted products

To offer 10% off, set the values as follows:
2. Select the products that the discount applies to:

Purchaszes:

()Mo Discount
® 10 : ‘ percent nzf'f the promoted products

Select Specific item(s) from the tree or docked search.

Select the products or product categories from the Content Tree, My Work tree,
or docked search results list, and drag and drop the selected items into the
“Drag Products” Drop Zone.
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3. Click in the text box and enter a meaningful description of the discount. The text that
you enter in this field is displayed on the invoice or receipt next to the items that it
applies to. Use it to describe to your visitors how their bill is calculated.

For example:

Describe purchase discount for display on invoices or receipts: | Winter Special: 10% Off

4. Either click Continue or go to the procedure Option 3: Discounting the Shipping Costs.

Option 3: Discounting the Shipping Costs

You can discount shipping in addition to, or instead of, discounting purchases. In the
Discount section of the “Promotion” form, do the following:

1. Under Shipping Fees, set the values that define the discount.

For example, to offer 15% off shipping set the values as follows:

Shipping Fees:

15 percent n:ff shipping fees

2. Click in the Describe shipping fee discount for display on invoices or receipts text
box and enter a meaningful description of the discount. The text that you enter in this
field is displayed on the invoice or receipt next to the items that it applies to. Use it to
describe to your visitors how their bill is calculated. For example:

Diescribe shipping fee discount for display on invoices or receipts: | 15% off Fhipping

3. Either click Continue or go to the procedure Option 3: Discounting the Shipping Costs.

Option 4: Specifying a Store

You can specify the discount to apply to a certain store, if you have multiple stores. In the
Store ID section, select the store.

1. Under Store ID, set the values that define the store discount.

Store IDis 0O

2. Click Continue.

The tab displays the “Duration” section of the “Promotion” form, as shown in the next
step.
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Step 5: Define the Promotion’s Duration

Promotion: Winter promotion

*» Name *Goals »Segments *Discount  Duration * Display

Duration

Specify a start date: 2012 Mar 15 at 12 : 53 PM —D?:DD

Specify an end date:

@& Apply until deleted
O Apply far days
© Aerlyumt: (2012 Mer 16 at 1 -~ N PH -07:00

Note

If you do not specify how long the promotion should run, the promotion runs until
you delete it.

In the Duration section of the “Promotion” form, do the following:
1. Under Duration, set a start date and start time.
2. Specify when the promotion will end. Do one of the following:

- If you want the promotion to run until you delete it or change its duration, select
Apply until deleted. Use this option if you are designing an ongoing promotion
with an indefinite duration. When you want to cancel it, you can either delete it or
you can edit it and apply an end duration date.

- If you want the promotion to run for a certain period of time after the start time
that you specified in step 1, click Apply for. Enter a whole number (not a fraction
or decimal) in the text box and choose hours, days, weeks, months, or years from
the drop-down field.

- Ifyou want the promotion to run until a specific date, select Apply until and enter
the date and time that you want it to end. The current date and time are displayed
by default.

3. Click Continue.

The Display section of the “Promotion” form appears, as shown in the next step.
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Step 6: Advertise the Promotion on Your Site

Promotion: Winter promotion

FName k Goals FSegments * Discount FDuration Display

Site Display

Select the asset from the appropriate tab in the tree and then click on the 'Add Selected Items' button
bielowe, This option allows you to specify a promotion which will override a recormmendation, The asset type

for the promotion must be a subset of the asset type specified for the recommendation. :

Add Selected Items

In the Display section of the “Promotion” form, do the following:

1. Find the assets to be included in the recommendation and bookmark them (which adds
them to the Bookmarks node in the My Work tree):

a. Inthe Search field, enter the desired search criteria (if any) and click the
magnifying glass ([gJ) button.

b. If you want to narrow your search down to a specific type of asset, in the Search
field, click the down-arrow to render the “Search Type” drop-down box. Select
the asset type to which you want to limit your search.

c. In the search results list, select (Ctrl+click) the assets you wish to bookmark. In
the “Search” tab’s toolbar, click the Bookmark ( 4 ) icon.

For more information on searching for and bookmarking assets, see Chapter 6,
“Finding and Organizing Assets.”

2. Drag and drop the asset that you want to use to advertise this promotion from your
Bookmarks into the Drop Zone. (Typically a promotional banner is stored as either an
article or an image.)

Note

If you select multiple assets, when the promotion is displayed on your site pages,
Engage displays the content that was rated the highest for the segments that the
visitor belongs to. In other words, if you are using this promotion for more than
one segment, you can use segment-specific ad banners for the promotion.
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Once placed in the Drop Zone, the items appear on a list in the form with a drop-down
list box of recommendations next to each name. For example:

3 This promotion uses FSIT OWD Players (Product Parent) with | --Pick recommendation--

3 This promotion uses FSIT Televisions (Product Parent) with | --Pick recommendation--

Add Selected Ttems

3. In the Pick recommendation field next to the first item, select the name of the
recommendation that you want to replace or override with this item.
(The recommendation provides the location for the text you selected in step 2.)

For example:

3 This promotion uses FSITOWD Players (Product Parent) with | FSITtemOfThetWeek
3 This promotion uses FSIT Televisions (Product Parent) with | FSIIHotProducts
———

Repeat step 3 for each item that you selected in step 2.

Save the asset. Do one of the following:

- In the asset’s toolbar, click the Save (| g ) icon.

- In the menu bar, select Content, then select Save.
6. Inspect the asset. Do one of the following:

- In the asset’s toolbar, click the Inspect (| o ) icon.

- In the menu bar, select Edit, then select Inspect.

Sample Promotion Asset

When you work with the FirstSite II sample site, you get a sample promotion asset,
SummerSale. This promotion is designed to work in concert with the sample “Segment”
and “Recommendation” assets (also available from the FirstSite Il sample site). Use the
sample promotion as a template for creating promotion assets for your site.

Publishing Promotions

After you create a promotion, it must be approved before it can be published to your
delivery system. The promotion takes effect only after it is published. Be sure to examine

or inspect your promotion to verify that you configured it correctly before you approve it
for publishing.

For more information about approving assets, see Chapter 12, “Approval for Publishing.”
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Appendices

This part contains the following appendix:
e Appendix A, “The Flex Asset Model”

* Appendix B, “Navigational Reference”
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Appendix A
The Flex Asset Model

As a content provider, you do not need to understand all of the details of the flex asset
model. The purpose of this appendix is to help you develop a general understanding of this
data model and how it relates to you as a content provider.

This appendix contains the following section:
* Overview of the Flex Asset Model
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Overview of the Flex Asset Model

As mentioned in Chapter 1, “Overview,” WebCenter Sites developers use two asset data
models to create asset types and define how asset data is stored in the WebCenter Sites
database: the basic asset model and the flex asset model.

The flex asset model is more complex than the basic asset model. Unlike basic assets,
where the information for one instance of an asset is stored in one row of a database table,
the information for one instance of a flex asset is stored in multiple database tables.

Whereas basic asset types are standalone asset types, flex asset types are composed of
families of asset types. The members of a flex family are:

flex attribute type (required)
flex asset type (required)

flex definition (required)

flex parent (required)

flex parent definition (required)

flex filter type (optional)

The members of a flex family form an asset inheritance tree, where child assets inherit
various attributes from their parents.

As a content provider, you will not directly work with all of the members of the flex
family. In fact, you will mainly be working with flex assets, which are the key members of
flex families (all of the other members of a flex family contribute to the flex asset in some
way). If you have the appropriate permissions, you may also be responsible for creating
new flex attributes, which are characteristics of flex assets.
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Navigational Reference

This appendix provides a navigational reference briefly explaining the functions of the
most commonly used components of the Contributor interface.

This quick reference provides information about the following:
* Menu Bar

* Navigation Pane

*  Workspace: Home Tab
*  Workspace: Asset Tab
* Search/Browse Tab

e Split View: Asset Tab and Search Results List

e Jcons
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MenuBar

Menu Bar

ORACLE WebCenter Sites Content Edt.

4 Bookmarks (7) # 9 ] Assignments (0) # 9

artcle o2nER0iz 132518

JE smartuists (1) 4 @ 2 checkouts (0) ¢ Q

ORACLE WehCenter Sites Content

The menu bar contains the following options:

* Content — Opens a menu containing options to manage the assets you are currently
working with. This includes: Creating an asset, saving an asset, approving an asset for
publishing, bookmarking an asset, sharing an asset to another site, and setting access
permissions for a specific asset.

* Edit — Opens a menu containing content management tools to inspect, modify, copy,
and delete an asset. This menu also allows you to change the layout (template)
assigned to an asset and work with revision tracking.

* View — Opens a menu containing tools to view an asset in either Form Mode or Web
Mode as well as options for previewing an asset in different ways, such as previewing
an asset using a different layout (template) or site wrapper, or previewing an asset in a
separate browser window. This menu also contains an option to view an asset’s status
summary screen, which contains information about the asset’s workflow and approval
status.
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Navigation Pane

*  Down-arrow icon — Click this icon to open the applications bar. When you first log in
to WebCenter Sites, the applications bar is already open, in which case you will see an
up-arrow icon which you can click to close the applications bar. The applications bar
contains the following:

- Up to five of your most recently used applications. You can switch to a different
application to which you have permissions without having to log back in to
WebCenter Sites.

If you have permissions to access the WebCenter Sites Admin interface, the
Admin application icon will be displayed to you in the applications bar. Clicking
this icon opens the WebCenter Sites Admin interface.

- Your user name, which you can click to manage your profile.

- Sites drop-down menu, which enables you to switch to a different site to which
you have permissions.

- Logout button, which ends your session and logs you out of WebCenter Sites.

Navigation Pane

avisports Site
=) [ Placed Pages
=) [;~| Home
i [ Basehal
- [] Foothl
@ | Tennis

L[] Mbout us

=) [ Unplaced Pages

= | Copy Of Bazeball

[ Copy Of Home

Content Tree

My Work

Tip

Drag the right edge of the navigation pane to adjust the pane’s width. To hide the
navigation pane, click the Hide Tree Navigation bar, located on the right edge of the
navigation pane

The navigation pane contains the following:

* Site Tree— Provides a hierarchical view of the way the pages on your site are
organized, which helps you visualize the configuration of pages and allows you to
place and unplace pages in the site’s hierarchy. The Site Plan tree also helps you
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understand the relationships and dependencies that exist for any given page. For
instructions on placing and unplacing pages, see “Placing and Unplacing Pages,” on
page 171.

* Content Tree— Shows the asset types and flex relationship hierarchies available in the
current site. Double-click a parent asset to open a “Browse” tab, and view the
associated child assets. For more information about flex relationship hierarchies, see
“Parent-Child Relationships,” on page 161

* My Work tree — Allows you to work with the My Work and History nodes. For more
information, see “Organizing Assets,” on page 135.

Workspace: Home Tab

The workspace is at the center of the Contributor interface. The Home tab is the first tab
you see when you first log in to the Contributor interface. This tab contains your
dashboard, as shown below.

Note

You can return to the Home tab at any time by clicking the Home (n) tab. The
Home tab cannot be closed.

“Bookmarks” widget
g “Assignments” widget

JE smartists (1) 4 @ & checouts (@) 4 Q

[ WOR————)
“SmartLists” widget “Checkouts” widget
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The dashboard will look different from user to user. This is because your dashboard only
displays information pertaining to you. You can even reposition the widgets on your
dashboard by dragging and dropping the widgets into the desired location on the
dashboard. The following provides information about the widgets you will see on your

dashboard:

* Bookmarks — When you bookmark an asset for easy retrieval at a future time, the
asset will be accessible from this widget. Bookmarked assets are also accessible from

the Bookmarks node in the My Work tree.

* SmartLists — A SmartList is search criteria that you have saved to use on a later date.
This widget lists all of the SmartLists you have created and all of the SmartLists other
WebCenter Sites users have shared with the role(s) you are assigned.

e Assignments — Provides a summary of your present workload in the current site.
From this widget you can access an asset that has been assigned to you during its

workflow process and finish your assignments.

* Checkouts — Provides a summary of the assets that are presently checked out to you.

Bookmarks Widget

Bookmarking assets enables you to quickly access those assets at a future time.
Bookmarked assets are listed under the Bookmarks node in the My Work tree and in the

“Bookmarks” widget on your dashboard, as shown below:

¢r Bookmarks (7)

Asset Hame Asset Type
25 Nevada Resorts Serving Snovw Articls
Canadian Iz First Ywoman to Ski Solo Across Continent Article
Cold Snap Back on the Scene Article
Schlierenzauer Wins Ski Jumping Event Article
ki Castle and Snowhoard Wizards Unite Article
Skiing legend return to Aspen Article
LS. Olympic Skiers Prep for Games Article

+

Created Date

0262012132518
O2ME2012 132519
O2M 62012132519
02162012 132519
O2M 62012132519
O2ME2012 132519
O2M 62012132519

You can access a bookmarked asset by clicking the asset’s name in the “Bookmarks”
widget. You can also remove an asset from the list of bookmarked assets by selecting the
desired asset’s row and clicking Delete Bookmark. The asset is removed from the
“Bookmarks” widget and from the Bookmarks node in the My Work tree.

For more information about bookmarking assets, see “Bookmarking Assets,” on page 136.
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SmartLists Widget

You create a SmartList by conducting a search and then saving the search criteria you used
to render the results of that search. Once a SmartList is created it is automatically made

accessible in the “SmartList” widget. If another WebCenter Sites user created a SmartList
and shared it to one or more of your assigned roles you will also see that SmartList in your

“SmartLists” widget.

JE SmartLists (2) LS 7 ]
Hame Share Status
Baseball Aricles public:
Skiing Aricles private

“ Delete SmartList

For more information about SmartLists, see “Saving Your Search Criteria (Creating
SmartLists),” on page 131.
Assignments Widget

If workflow is enabled for an asset type on the site you are currently working with, the
“Assignments” widget lists all of the assets currently assigned to you, as shown below:

.| Assignments (4) O
Asset Hame Action to Take Assigned by Due {Days)
FElIHome Make sure the translations of this page are correct Twvadmin
Home: (de) Enzure that this German translation of the home page is accurate Twvadmin
Home (es) Ensure that this Spanish tranzlation of the home page is accurate Tavacdmin
Home: (fr) Enzure that this French translation of the home page is accurate Twvadmin

Finish Assignment

In the “Assignments” widget, you can work with an asset that has been assigned to you
and finish an assignment in order to pass it through to the next step in the workflow
process. For more information about workflow, see Chapter 14, “Workflow.”
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If revision tracking is enabled for an asset type on the site you are currently working with,
the “Checkouts” widget displays a list of assets that have been checked out by you, as

shown below:

-4
—o, Checkouts (4)
Asset Hame
25 Newvada Resorts Serving Snowvy
Cold Snap Back on the Scene
Crozz-country sking

Schlierenzauer YWins Ski Jumping Event

. Asset Type

Article
Article
Article
Article

#

Days Checked out

1
1
1
1

For more information about revision tracking, see Chapter 13, “Revision Tracking.”
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When you log in and access an asset, a tab opens in the workspace displaying the asset in
either Form Mode or Web Mode. Depending on whether you are creating, editing, or
inspecting the asset determines the view in which the tab displays the asset. There is no
limit to the amount of tabs that can be opened in the workspace at one time.

* Asset tab displaying the Inspect view of an asset in Form Mode:

25 Nevada Reso...

L5

Asset toolbar

Content Metadata
Form section J

selector Article: 25 Nevada Resorts Serving Snow

Name: 25 Nevada Resorts Serving Snow
Template:  Articlelayout
Category:  Sking articles
Headline: Al 25 Navada Resorts Serving Lp Great Snow
Sub-headline: ko sign of mild weather to slow dawn the Ski Season

Abstract:  with the crisp cold temperatures, you know you are up north and ready to take on the elements,

Lodging has gotten more [usurious,
Author:  CASEY THOMAS
Post Date:  Tuesday, January 10, 2012 2:25:03 PM EST
Main Image:  Lodge

Body:
Today marked the start of the winter season for Mevada's newest ski resort Ice Point, The opening

signifies that every Nevada ski and snowhoard resort is open for the season, & fresh blanket of snow
during the past 24 hours added three to ten inches to resort snow totals, This snowfal, in addition to
the past weskend's storm cycle, has created wonderful conditions for sking and snowhoarding in

Mevada,

Forecasts call for sunny and sensational ski conditions over the weekend with an additional chance of

sniowfall occuring eatly next week.

For a list of fantastic vacation deals avalable at Nevada resorts and lodging properties visit:

kit f v nevadaskivacationdeals.com.

Those who have missed the recent powder conditions at Newada's resorts can still indulge with videos

located at: http: ffwww videosofnevadaskiingvacations.com.
Related Stories: Sl Castle and Snowboard Wizards Unite
Alexandra Srith Extends world Cup Lead

Related Links:  ‘eteran Skier Says Goodbye
Cross-Cauntry Ski Clathing

Canadian Is First Wornan ta Ski Solo Across Continent
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25 Nevada Resao...

Workspace: Asset Tab

Asset tab displaying the Inspect view of an asset in Web Mode:

355

€ avisports

SKING  JAMUARY 10, 2012

All 25 Nevada Resorts Serving Up Great Show

No sign of mild weather to slow down the Ski Season
BY CASEY THOMAS

With The Crizp Cold Temperatures, You Knowve You Are Up North

Today marked the start of the winter season for Nevada's newest ski resart Ice Point. The
opening signifies that every Nevada ski and snowboard resort is open for the season. A fresh
hlanket of snow during the past 24 hours added three ta ten inches to resort snow totals. This
snowfall, in addition to the past weekend's storm cycle, has created wonderful conditions far
skiing and snowhoarding in Mevada

Forecasts call for sunny and sensational ski conditions over the weekend with an additional
chance of snowfall occurring early next week.

For a list of fantastic vacation deals available at Nevada resorts and lodging properties visit
hittp: ey nevadaskivacationdeals com

Those who have missed the recent powder conditions at Nevada's resorts can still indulge with
videas located at: hitp: it videosofnevadaskiingvacations.com

Related Stories

Ski Castle and Snowboard
Wizards Unite to Create Show
Ski and snowhaarders will flock to nev shaw

for the latest gear and to watch their favortes
take runs under the most fierce conditions

Alexandra Smith Extends World
Cup Lead

Alexandra Smith is & sking talert fie no other
Her competition is anly herself. She has no squsl
for the upcoming winter evert. There wil be only
one record to beat and thet is her own

Related Links

* Farewell Win Makes Crowe King of
Snow City
« Cross-Country Ski Clothing

* Canadian Is First Woman to Ski Solo
Across Continent

Asset Toolbar

The asset toolbar is available in both Form Mode and Web Mode and allows you to initiate
the most commonly used content management functions, such as editing, saving,
inspecting, and previewing an asset.

The asset toolbar is dynamic; that is, it displays different functions based on the following:

The content management task you are performing at the time

Oracle WebCenter Sites User’s Guide
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Form Section Selector

When you work with an asset in Form Mode, the tab displays the content entry form of
that asset. An asset’s form is divided into sections, accessible via the form section selector.
Your administrator has the ability to customize asset forms (and their individual sections)
on your site, as well as grant or deny you permissions to access specific form sections.

Table 7 lists the form sections available by default in a WebCenter Sites implementation.

Table 7: Form sections

Content View and edit the content stored in the asset.

For more information, see Chapter 3, “Creating, Sharing, and
Editing Assets in Form Mode” and Chapter 4, “Creating, Sharing,
and Editing Assets in Web Mode.”

Marketing View and edit Engage options for the asset.
For more information, see Part 3, “Using Oracle WebCenter Sites:
Engage Assets.

Metadata View the asset’s metadata, such as creation date, modification date,

asset ID, and any asset-specific attributes.

Assign a start and end date (for more information, see “Assigning
Start and End Dates,” on page 151).

Modify the asset’s Locale setting (for more information, see
“Setting or Changing an Asset’s Locale Designation,” on
page 204).
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Search/Browse Tab

The “Search” tab opens when you conduct a search or advanced search in the Contributor
interface and displays a list of assets matching your search criteria, as shown below:

B a
“Search"g[ £ & 0 @

t00| bar ’—i Dack. Showing results for keyword: ki (Create SmartList) =
“Search” list Hame Type Modified
OptionS bar [ | 25 Nevads Resorts Serving Snovy Articl 04372012 11:16 AM EDT
I= Heli Skiing Extreme Article 04106/2012 01: 33 PM EDT
Heii-Skiing Article 0490272012 10:47 PM EDT
Weteran Skier Says Goodbye Article 0490272012 01: 55 PM EDT
Fookie Skier Makes Her Mark Aricle 0490272012 01:00 PM EDT
Alexandra Smith Extends YWorld Cup Lead Aricle 0402720121253 PM EDT
How to Dress in Layers Aricle 03/08/2012 03:00 PM EST
Grip¥Waxing Your Cross-Country Skis Aricle 03/08/2012 0258 PM EST
Search How to choose the right snowhoard Aricle 03008/2012 02:57 PM EST
resu |ts ||St Crogs-Country Ski Clothing Article 03/08/2012 02:54 PM EST
Howe to Choose Skiand Snowhoard Googles Article 03108/2012 02:53 PM EST
Howe to Choose Dowvenhill Ski Bindings: Article 03108/2012 02:51 PM EST
Kids and Snoveboarding Aticle 03M08/2012 02:50 PM EST
Ski Out of an Avalanche Aricle 03A05/2012 02:45 PM EST
Boost Your Cardio for Dovenhill Sking Article 03M06/2012 02:47 PM EST
Ski Castle and Snowhoard Wizards Unite Aticls 03A04/2012 02:15 PM EST
“eteran European Team Finishes Sscond in Sprint Article 03104/2012 0210 PM EST
Ski mountsineers sesk sense of adventurs in races Article 030272012 09: 29 PM EST
Snow Horse Adds Mew Beginner Terrain And Family Fun Aricle 030272012 0127 PM EST
LS. Olympic Skiers Prep for Games Aricle 02/20/2012 03.05 PM EST
Cold Snap Back onthe Scene Aricle 02AB/2012 0520 PM EST
For Young American, Victory Amid Allegations of Cheating Aricle 02A6/2012 0507 PM EST
Canadian Iz First Woman to Ski Solo Across Continert Aricle 021 6/2012 05,05 PM EST
|| Paul torth wins Cross Country Race Article 02/1E/201205:01 PM EST
1 - 24 of 24 items 10 ] 25 | 50 | 408 | Al Mol 1 ke o

The “Search” tab consists of the following components:

e Search toolbar — Enables you to approve, bookmark, and delete assets listed in the
“Search” tab, as well as to refresh the search results list.

* Search list options bar — Enables you to dock the search results list to the right of
your workspace, save the search criteria you used to conduct the search, and toggle the
search results list between thumbnail view and list view. This bar also provides search
query tips.

If the search results list is docked to the right of the workspace, you will also see a
Sort menu that enables you to sort the results of your search.

* Search results list — Displays a list of assets matching your search criteria. Clicking
an asset’s name in the list opens a tab displaying that asset’s Inspect view. Right-
clicking an asset’s name in the list displays a context menu for that asset containing
content management options you can perform.

For more information about conducting a search, see Chapter 6, “Finding and Organizing
Assets.”

The “Browse” tab displays a list of assets returned by performing the following content
management functions:

e Double-clicking the Bookmarks node in the My Work tree — the “Browse” tab opens
displaying a list of bookmarked assets. For more information, see “Accessing
Bookmarked Assets,” on page 137.
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Double-clicking a parent asset in the Content Tree — the “Browse” tab opens
displaying a list of children belonging to the parent. See “Additional Ways of

Accessing Assets,” on page 60.

D Browse x

“Browse” toolbar{ £ ¥ i
Dock | Browsing: Sking articles
“Browse” list —‘—>

options bar

List of assets
either associated
with the selected
parent asset or
contained within
the Bookmarks
node

\ ski

Hame

25 Nevada Resorts Serving Snow

Is Heli Skiing Extreme

Heli-Sking

“eteran Skier Says Goodhye

Fookie Skier Makes Her Mark

Alexandra Smith Extends World Cup Lead

Howy to Dress in Layers

Grip Waing Your Cross-Courtry Skis

Howy to choose the right snowdoard

Cross-Country Ski Clothing

Howy to Choose Ski and Snowhoard Goggles

Howy to Choose Downhill Ski Bindings

Kidls and Snowhoarding

ki Out of an Avalanche

Boost Your Cardio for Downhill Skiing

Ski Castle and Snowboard Wizards Unite

“veteran European Team Finishes Second in Sprint

Ski mourtsineers seek sense of adverture in races
Snowy Horse Adcds Mew Beginner Terrain And Family Fun
LS, Olympic Skiers Prep for Games

Cold Snap Back on the Scens

For “ouny American, Yictory Amic Allegations of Cheating
Canadian Is First Woman to Ski Salo Across Continent

Paul Morth wins Cross Courtry Race

1 - 24 of 24 tems

Type

Article
Article
Article
Auticle
Auticle
Article
Article
Article
Article
Article
Article
Article
Article
Article
Article
Article
Article
Auticle
Auticle
Article
Article
Article
Article
Article

Modified

041372012 11:16 AM EDT
04/06/2012 01:33 PM EDT
04/02/2012 10:47 PM EDT
04022012 01:55 PMEDT
04022012 01:00 PM EDT
040212012 12:59 PM EDT
0302012 0300 PMEST
03/05/2012 02:53 PMEST
03052012 0257 PMEST
03052012 02:54 PMEST
03/08/2012 02:53 PM EST
030872012 0251 PMEST
03/08/2012 02:50 PM EST
030872012 0248 PMEST
030872012 D247 PMEST
030472012 0215 PM EST
03042012 0210 PM EST
03022012 01:29 PMEST
030252012 01:27 PMEST
0272012012 0305 PMEST
02MG2012 0520 PMEST
02M62012 0307 PMEST
02M6/2012 0303 PMEST
02162012 0301 PMEST

10 | 25 | S0 | 180 | Al

The “Browse” tab consists of the same components as the “Search” tab. The only
difference is that you will not see the Create SmartList option in the Browse list options
bar. Since this list of assets is returned by either double-clicking a parent asset in the
Content Tree or double-clicking the Bookmarks node in the My Work tree, there is no
search criteria to save as a SmartList.
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Split View: Asset Tab and Search Results List

The first time you search for an asset after logging in, the list of returned assets fills the
workspace in a “Search” tab. When you click an asset in the list, a separate tab opens in
the worskpace and displays the asset you selected. If you switch back to the “Search” tab
and click Dock, the search results will be docked to the right of the tab displaying the asset
(as shown below). This enables you to view the asset and the search results list
simultaneously.

Here is an example view of the workspace with the search results list docked to the right of
a tab displaying an asset’s Inspect view in Form Mode:

Split View

ocked search
results list

Asset Tab

ORACLE WebCenter Sites

© avisports Ste
5) 8 FacedPages

51 8 Urpiaced Pages

Content Metadata

Article: 25 Nevada Resorts Serving Snow

How ta Chaose Ski and Snowhaard Goggles

Headline:

Sub-headline:

Abstract:

Name: 25 Nevada Resorts Serving Snow

Il 25 Nevads Resarts Serving Up Some Really Grest Srow
Ho sign of mild weather to slaw down the Ski Season

With the crisp cold temperatures, you know you are up north and ready to take on the slements. Lodging has gotten

mare lusrious,

HeiSking
Template:  ArticleLayout
Kok and Snowhosrding
KOt of an Av
Category:  Sking articles

How to Choose Davwnhil Sk Bindings

Snow Horse Adds Mew Beginner Terrain And Fa

Rookis Sker hiakes Her Mark
LS. Olympic Skiers Prep for Games

25 Nevada Resarts Serving Snow

ol Snap Back on the Scene

Author:  CASEY THOMAS For Voung American, Victary Amid Allgations of

-4+ Canaian Is First Woman to Sk Solo Across Cort

Post Date:  Tuesday, January 10, 2012 2:25:03 FM EST

Tustration:  Lodge

Body:

g Today marked the start of the winter seasan for Nevadas newest ski resort Ice Paint, The opening
sigrifies that every Nevarta ski and snowboard resort is open for the season. A fresh blarket of snow
during the past 24 houws arded three to ten inches to resort snow tatals. This snowfal, in addition to
the past weskend's storm cycle, has crested wonderful conditions for sking and snowboarding in

Nevada,

Farecasts cal for sunny and sensational sk conitions over the weskend with an additional chance of
snowfall occuring ety next wesk.
For alist of fantastic vacation deals avaiable at Nevada resorts and lodging properties visit

hittp:d fururwr. nevadaskivacationdeals.cam,

Thess who have missed the recent powdsr canditions at Nevads's resorts can stil indulge with videos

Content Tree

Related Stories: ki Castle and Snowboard Wizards Unite
My Work ] - 170117 ems R

Tip: When a tab is open displaying an asset in its Edit view and you perform a search, the
search results list is automatically docked to the right of the asset’s tab.

Click this icon to close the

Click this icon to display the C
search results list

search results in a “Search” tab

X

* Ifyou want to see the search results in a “Search” tab, click Undock in the search
results pane.

- — -
- — T
- — - =

Sork

* Ifyou want to close the search results list, click the X icon.
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The tables below shows icons you may see in your interface, depending on your
permissions.

Table 8: Asset Toolbar Icons

Edit:

.] Click to display the asset in its Edit view, where you can modify the
asset.

This icon is disabled (grayed out) if you do not have permission to
edit an asset.

Inspect

e Click to display the asset in its Inspect view.
Preview:

] Click to display the preview of the asset.

This icon is disabled (grayed out) if you do not have permissions to
preview the asset.

Save:

Click to save the changes you have made to an asset so far, but keep
B the asset’s “Edit” form open.

Delete:
ji Click to manually delete an asset.
This icon is disabled if you do not have permissions to delete assets.

Approve:
V’ Click to approve the asset for publishing.

This icon is disabled (grayed out) if you do not have permissions to
approve an asset.

Change Template:

Click to select another template for the asset you are working with.
P The template you choose will determine how the asset is rendered on
— the website.

This icon is disabled (grayed out) if you do not have permissions to
change the template of the asset.
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Table 8: Asset Toolbar Icons (continued)

Check Out:

If revision tracking is enabled for this type of asset, click this icon to
check the asset out to you. Other users will not be able to make

- changes to this asset until you check the asset back in.
This icon is disabled (not shown) if the asset is not being revision
tracked.
Check In:
If revision tracking is enabled for this type of asset, and the asset is
é checked out to you, click this icon to check the asset back in. Now
other users will be able to work with the asset.
This icon is disabled (not shown) if the asset is not being revision
tracked and/or the asset is not checked out to you.
Undo CheckOut:
& If revision tracking is enabled for this type of asset, click this icon to
e undo the check out.

This icon is disabled (not shown) if the asset is not being revision
tracked.

Rollback:

If revision tracking is enabled for this type of asset, click this icon to
go roll the asset back to a previous version.

This icon is disabled (not shown) if the asset is not being revision
tracked.

Show Versions:

If revision tracking is enabled for this type of asset, click this icon to
display the asset’s revision history report.

This icon is disabled (not shown) if the asset is not being revision
tracked.

['s

Checkin/Checkout

Displayed in an asset’s toolbar when the asset is displayed in Web
Mode. Click this icon to perform revision tracking functions on the
primary asset (asset with which you are working) and all the assets
displayed in the primary asset’s web page view.

This icon is always displayed, even if revision tracking is disabled.
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