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About This Guide

This guide provides an overview of FatWire Content Server’s functionality that you as a
content provider will utilize to create, edit, and approve content for publication on your
organization’s online site.

Who Should Use This Guide

This guide was written especially for content providers — anyone who creates, reviews,
and approves content from Content Server’s Advanced 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 Content Server’s basic concepts. For example, this
guide is helpful to the Content Server 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.

How This Guide Is Organized

SOETWARE

To help you navigate through the information in this guide, the guide is divided into parts.
Each part deals with a particular aspect of Content Server, 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 Content Server and its underlying architecture. It
describes the basic concepts and dependencies on which Content Server constructs are
based.

e Part 2: Working in the Dash Interface

This part describes how to use Content Server’s Dash interface. It explores the basics
of navigating and interacting with the Dash 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 Content Server.
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About This Guide

Related Documents

e Part 3: Appendices

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

e Other Helpful Information

In addition to a general index, the end of this guide includes an index of procedures to
help you quickly navigate to content management steps.

Related Documents
See the following documents in the FatWire documentation set:
e FatWire Content Server Advanced User’s Guide
e FatWire Content Server Administrator’s Guide

Figures and Diagrams

This guide contains figures and diagrams that show parts of the Content Server interface
running the FirstSite Il sample site. Due to the highly customizable nature of Content
Server, your interface might appear slightly different from the depictions used in this
guide. Because of that, all such depictions are for reference only.

Conventions
The following text conventions are used in this guide:
« Boldface type indicates graphical user interface elements that you select.

« Italic type indicates book titles, emphasis, or variables for which you supply particular
values.

¢ Monospace type indicates file names, URLS, sample code, or text that appears on the
screen.

e Monospace bold type indicates a command.

Third-Party Libraries

FatWire Content Server 7.6 patch 2 and its applications include third-party libraries. For
additional information, see FatWire Content Server 7.6 Patch 2: Third-Party Licenses.
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Part 1
Introduction

This part provides an introduction to FatWire Content Server. It contains the following
chapter:

e Chapter 1, “Overview”
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Chapter 1
Overview

As a content provider, you create, manage, and deliver web site 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 FatWire Content Server
efficiently to perform your content management tasks, without requiring technical
proficiency.

This chapter contains the following sections:

e Introduction to FatWire Content Server

e Exploring Content Management Concepts
e What Can You Do with Assets in the Dash Interface?
e Permissions to Assets

« Selecting Page Content

» Dependencies

* Approving and Publishing Assets

« Users, Roles, and Workflow Assignments
* Revision Tracking

e Features in the Dash Interface
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Chapter 1. Overview

Introduction to FatWire Content Server

Introduction to FatWire Content Server

From

SOFTWARE

FatWire Content Server is a software suite that allows you to create and manage content
for publication to your online site. The content is stored in Content Server’s database. You
create and manage the content using Content Server’s 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 to
your online site in steps, from person to person, in a process called workflow. Along the
way, collaborators can use revision tracking to audit changes made to the asset. Your end
goal is to publish content so that site visitors can view it. (Publishing functions are
available in the Advanced interface.)

Content Server Systems

Content management (CM) system: a Content Server system used by content
providers to create and edit content. When ready for public delivery, the content is
published (copied) from the CM system database to the delivery system, and from
there, served to visitors’ browsers.

Delivery system: a Content Server system that accepts and stores a duplicate of the
content published from the content management system. The delivery system is the
online site that visitors access. When content is requested by a site visitor, the
delivery system formats, lays out (unless the content is already cached) and delivers
that content to the site visitor’s browser.

the Content Entry Interface to the Online Site

When creating and editing content in Content Server, you use content entry forms. Their
purpose is to give you an easy, intuitive way to store content in the CS database, without
having to access the database directly. Content that you enter is related to the CS database
and the visitor’s site as shown in Figure 1 and Figure 2, and explained below:

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

2. After you (or another user) approves and publishes the content, it is copied to the
delivery system (a duplicate database in our example, as shown in step 2, Figure 1).

3. Finally, when the content is requested by a site visitor, it is automatically retrieved
from the delivery system, formatted, laid out, (step 3 in Figure 1) and delivered to the
visitor’s browser by code (step 4 in Figure 2). (This code is written by developers
according to site designers’ specifications.)

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.
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SOETWARE

Introduction to FatWire Content Server

Content entry forms offer the following advantages:

Users don’t need to learn the specifics of Content Server’s database.

A content entry form can be thought of as a window into Content Server’s 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 Content Server 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.

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.

Required information is clear.

In content entry forms, field names prompt users for certain kinds of information: a
phone number, a job description, a file name, and so on. You always know what kind
of content is expected from you.

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 online site
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
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Figure 2: Online site
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Exploring Content Management Concepts

Exploring Content Management Concepts

Content Server defines content in terms of “assets,” and “asset types,” which are used
throughout this guide.

Content: Asset Types and Assets

SOETWARE

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

An asset type is an object that defines to CS 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 CS interface as a content entry form (such as the one
you see in Figure 3, on page 19) 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 CS database table. That asset is content, which you can edit or delete, pass through a
workflow, and publish. (Note that by using the content entry form, you never have to
access the database directly.)

Figure 3 illustrates the concept of “asset type” and “asset” by relating a news article to the
“Article” asset type.
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Exploring Content Management Concepts

Figure 3: Relation between an asset and its asset type
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Exploring Content Management Concepts

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 3, on page 19, we have the “Article” asset type from which a
content provider created a newspaper 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.

Content (FSII Article): My Article
|.& Save & Close | B Save | 3T Cancel | FI nance
Name: Arth'e
Sports
Article
Headline:
Byline:
Body: .
Music
Article
Gardening
Article

e Add Link | [l Include

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.”

Sports Car: My New Car
|8 save & Close | B Save | 3T, Cancel | Lotus
_ Esprit
el Feran
© relations 330
o)
©
() Maker:
©
o)
Model:
Engine Type: Bugatt|
Type 35B
Price: Maserati
200sSI
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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 19, but with a unique set of fields. When saved, an asset is
stored in Content Server’s database. The asset can be edited, inspected, deleted,

duplicated, placed into workflow, tracked through revision tracking, searched for, and
delivered to the online site.

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 Content Server.

For this reason, the terms “field” and “attribute” are used interchangeably
throughout this guide.
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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 Content Server 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

soF

TWARE

structured content, or documents, or both.

Structured content is used to enforce uniformity and standards. 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.

e 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.

e When creating a document asset,
you enter content into a file of the
format of your choice (a Word
document in this example), 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.

CS-DocL.ink, an extension to
Windows Explorer, provides an easy
way to create and manage document
assets outside the CS interface. See

Structured Content Asset

Content (FSII Article): My Article

| & 5ave & Close, | B Save, | 3T cancel |

Name:

Headline:

Byline:

Body: /

e add Link | | Tk, Include

Document Asset

Document (FSII Document): FSII iac-083.doc

| & save & Close | & save | 3 Cancel |

© content *
O Metadata
O Relatiens

Name:

FSII iac-083.doc

© Marketing
O workflow
O publishing
(o]

FSII Folder(M):

(B Show Assets | | L3 Link Parent |

Document File:

File: iac-083.doc

I

Title:

Product Information Sheet

“Creating a New Asset in CS-DocL.ink,” on page 81 for more information. To find out
if your system is set up to support the CS-DocL.ink client, contact your administrator.
Depending on how your site is designed by developers, you might encounter assets
that accept both structured and document-based content — for example, an “Aurticle”
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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ingual 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.

Content Server 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 Content Server 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 (or languages). 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 online site.

Design Assets

Structured content assets are called design assets if they are used to format and organize
web site 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 CS administrator. The following list describes the design assets you can use
(given the appropriate permissions).

«  “Template” assets create the look and feel of the web site. 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. 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 online site; they provide the structure and organization for the
displayed content. You can inspect and preview “Page” assets by invoking them from
the Site Plan tree, the Asset Tree, or a list search results.

If you have the appropriate permissions, you can add, edit, remove, and position
content directly on a rendered page using the InSite interface, assuming your site and
assets support InSite functionality. (For more information, see Chapter 6, “Working
with the InSite Interface.”)

Content Server’s Data Models

SOETWARE

Asset data models define how content is stored in the Content Server database—in either a
flat (single-level) or hierarchical (multi-level) structure. In Content Server, the flat model
is referred to as the basic model, and the hierarchical model as the flex model.
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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 Content Server
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 online site or one of its sections,
and like everything else in Content Server, it is stored in the CS database. A CM site is the
structural and logical framework that references several types of information:

SOFTWARE

A CM site references all of the assets, asset types, and asset relationships that
constitute the actual online site (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 Plan bar in the navigation pane. For example, a
section of the site plan for the FirstSite 11 sample site looks like this:

# Edit
[ Firstsitell site
= G2 Placed Pages
=- (@ FSIlHome
w- (3 FSIlArticles
@- (@ FSIIProducts
(& FsiiShoppingCart
(& FsIiLogin
@- (3@ FSIlAbout
&3 FS1ILatestNews
£ FS1IHotItens
& Hot Items December
£ Hot Items October
& FSIILatestMewsFromlan
&3 FSIILatestNewsNov
& FSIIHotItemsFromlan
&3 FSIIHotItemnsNow
=l FSIIHomePageText
=l FSIIHomePageText
=l FSIIHomePageText
] EE'| Home (fr)
2] EE'| Home (de)
2] EE'| Home (e=)
3] Ea Unplaced Pages

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 CS administrator is responsible for managing
these objects. Which CM sites you can work with is determined by the permissions
granted to you by the CS administrator.

If you have permissions to work with more than one site, a site select screen appears
when you log in to Content Server, allowing you to select the CM site you want to
work with. You can also switch between CM sites during your session using the
“Currently logged into:” drop-down list at the top left of the Dash interface.

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.
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The FirstSite 11 sample site has a number of users holding different sets of permissions
to functions (such as searching or editing assets) and specific types of assets, as shown

Exploring Content Management Concepts

in the following figure:

This list is available only in the Advanced interface and only to administrators.

WUser Role Management

Site: » FirstSiteIl

Select the user to modify:

2 7 Arthur ArtworkAuthor, AdvancedUser, DashUser

2 7 il Connie AdvancedUser, ContentEditor, DocumentEditor, DashUser

P 7 i Conrad ContentAuthor, AdvancedUser, DocumentAuther, DashUser

P 7 il Desiree ArtworkAuthor, Designer, AdvancedUser, DashUser

2 7 i Mark ProductAuthor, MarketingAuthor, AdvancedUser, DashUser

P 7 il Martha ArtworkEditor, AdvancedUser, DashUser

P 7 Mary ProductEditor, MarketingEditor, AdvancedUser, DashUser

£ # i Napoleon Approver, AdvancedUser, WorkflowAdmin, SiteAdmin, DashUser

D # it Rose ProductEditor, AdvancedUser, DashUser
ContentAuthor, Approver, MarketingEditor, GeneralAdmin, DashUser, ArtworkAuthor, DocumentAuthar,

P 7 firstsite ContentEditor, ArtworkEditor, SiteAdmin, ProductAuthor, DecumentEditor, Designer, ProductEditor,
AdvancedUser, WorkflowAdmin, MarketingAuthor

£ 7 i fwadmin AdwvancedUser, GeneralAdmin, DashUser

It is important to note that a CM site is not synonymous with the online site that visitors
see in their browsers. For example, a small web site might have all of its assets contained
in 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 Content Server
CM site is thus the supporting structure behind the actual web site (or a section of it), but

they are not one and the same.

Throughout this guide, the phrase “current site” refers to the CM site you are logged

Note

in to at the time, and not the online site that the visitors access.
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What Can You Do with Assets in the Dash
Interface?

The Dash interface provides access to Content Server features listed in Table 1, on

page 32. What you can do individually is determined by the role(s) granted to your user
name by the administrator. If you do not have the right permissions, the function 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.

Permissions to Assets

Permissions are the access privileges to functions such as creating, viewing, or editing
assets; participating in a workflow; and approving assets for publication. They also
determine which assets and asset types are available for you to work on. Permissions, are,
thus, also responsible for the appearance of your Content Server interface. Your
permissions are granted by your CS administrator, either directly, or through a workflow.

For example, the administrator may deny you the permission to create assets of a
particular type; in such case, the asset type will not be displayed in the “Create New...”
drop-down list or the “Quick Access” pane. You will also not be able to create new assets
of that type by copying or creating translations of existing assets of that type.

If an asset is in a workflow, your permissions to the asset change depending on the
workflow state the asset is in at the moment. For example, if you are not a participant of a
particular workflow state, you cannot work with assets in that state.

Selecting Page Content

As a content provider, you may be responsible for associating (through the InSite
interface) content you want to display on a particular page on the online site with the
appropriate “Page” asset. “Page” assets are “containers” that reference all of the assets
constituting each section of the online site; they are created for you by site developers as a
way of organizing content on the rendered page.

Before you can select the correct content for your “Page” assets, you must be familiar with
how your site is structured and what the “Page” and “Template” assets available to you are
designed to do. Because of that, site developers, who create the “Page” assets you work
with, usually provide instructions on how to work with the page and “Template” assets
available to you.

When the “Page” assets are rendered into online pages, Content Server uses the templates
assigned to each asset referenced by the “Page” asset to apply the desired look and feel to
the rendered content. The templates control which content goes where, how it is
formatted, which buttons appear and what they do, and so on.
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Dependencies are an important consideration for the content provider, because they
govern how assets can be managed—for example, if (and in what order) assets can be
deleted or approved.

Dependencies are relationships that exist among assets which have somehow been

associated with each other. You associate assets with each other for the following reasons:

« To keep and publish, together, assets that must stay together — for example, a
“Product” asset and the supporting “Image” and “Datasheet” assets. This ensures the
integrity of your site by avoiding broken links and missing data.

« To avoid repetition and errors by sharing information among assets. When multiple
assets share a piece of information, that information remains identical across the
assets.

Depending on the asset model, relationships are either inherent to the data model
(pre-defined by Content Server) or created by developers. In any case, the relationships
are actualized at the asset level by content providers. For example:

« Developers can create a data model that hierarchically associates one type of asset
with another. You then associate assets of those types when you create the assets. For
example, you can associate a particular “Product” asset (such as an MP3 player) with
a particular “Document” asset (such as an owner’s manual in PDF format). The
association creates a dependency.

e If your system is set up to use CS-DocL.ink, you can associate document assets with
each other. For example, you create dependencies by attaching document assets to
folder assets, and the folder assets to parent folder assets, and so on.

Whenever dependencies prevent you from performing a task, Content Server warns you of
that fact and identifies the offending assets. You can then take appropriate actions to
resolve the conflicts.

For example, if you try to delete an asset that is referenced by other assets, Content Server
displays the list of assets referencing the asset you are trying to delete. You must first
remove the reference that creates the dependency between the assets; only then can you
delete the referenced asset. If a hierarchical relationship exists among multiple assets, you
must remove the dependencies, starting at the bottom of the hierarchy. Content Server
displays various messages to guide you through the process of deleting assets with
dependencies.
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Approving and Publishing Assets

As a content provider, your ultimate goal when using Content Server is to publish content
to your delivery site. Before assets can be published, however, they must be approved.

Approving Assets

The purpose of approving assets for publishing is to ensure that both the parent assets and
their dependent assets are approved before the assets are published. This safeguards
against broken links on your delivery site.

Note

In some instances, unapproved assets are automatically published. For example, if a
previously published asset is deleted from the content management system, it is
automatically approved for publication to the delivery system as a “deleted” asset.
When the next publishing session runs, the status of the asset is synchronized
between the systems which results in the asset being deleted from the delivery
system.

While certain asset dependencies are intrinsic, designers and administrators are
responsible for establishing explicit dependencies.

An asset dependency exists when there is an association of some kind between assets. For
example, a “Page” asset has an association with three “Aurticle” assets; two of these
articles have associations with “Media” assets, while the third one has associations with
four “Document” assets. This tree hierarchy forms a set of parent/child dependencies
among all these assets. Because of that, all of these assets must be approved before they
can be published. Content Server displays an error message when assets cannot be
approved for publication, listing the offending assets.

As a content provider, if you have approval permissions, your role is to resolve any errors
that might arise during the approval process so that you can publish your content
successfully. Content Server enforces the dependencies put in place by the design team
and identifies conflicts so that you can resolve them.

For instructions on approving assets for publishing, see Chapter 11, “Approval for
Publishing.” For an in-depth explanation of Content Server’s approval mechanisms, see
the Content Server Advanced Interface User’s Guide.

Publishing Assets

SOFTWARE

Assets that are approved for publishing are marked as such in the CS database until a
publishing session is initiated. A publishing session can be either scheduled (on a one-time
or recurring basis), or launched manually by the administrator or a content provider with
the appropriate permissions. When a publishing session is running, every asset flagged as
“ready to publish” is published.

Note that publishing is a background operation; you can continue to work in the Content
Server interface while a publishing session is running. While the assets are being
published, they can be previewed. However, they cannot be edited or deleted until the
publishing session ends.
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For an in-depth explanation of Content Server’s publishing mechanisms, see the Content
Server Advanced Interface User’s Guide.

Users, Roles, and Workflow Assignments

In most organizations, people have different roles or responsibilities, and web sites are
published by many people working together. Sometimes there are many people who
perform the same role. Sometimes one person has more than one role. In Content Server,
responsibilities are called roles, people are called users, and everyone has a user name,
which they use to identify themselves and to log in.

Work moves from one person to another. For example, an author writes or assembles some
text for an article and passes it to an editor. The editor makes suggestions and sends them
back to the author along with the article, or makes changes and sends the article off for
final review and approval. This process—the movement of content from one person to
another in a predictable way—is called workflow.

You can assign a workflow process to an asset you create, but more typically, the
administrator has already assigned workflow and set participants for the assets you are
allowed to create, during the configuration of the workflow feature on your CS system.

When workflow is in use on your CS system, tasks and permissions are for the most part
assigned to roles rather than user names. Although you log in with your user name, it is
your assigned role that determines what you can do. (Hold your cursor over the View link
next to the My Roles item in the “Quick Info” pane to see a list of your roles.)

When you log in to the Dash interface, the “Quick Info” pane shows you a snapshot of
your current workload. To see all of the assets assigned to you, click the Assignments link
in the “Quick Info” pane. (Alternatively, you can click the My Assignments tag in the
Tags tree in the navigation pane).

If you know you will be unavailable, (such as going on vacation) you can delegate your
assignment to someone else who has the same role as you. If you are unable to complete
your assignment, you can relinquish your participation by using the Abstain from Voting
function.

When you are done working with an asset, you indicate that you have finished your
workflow assignment for that asset by using the Finish My Assignment function. Content
Server then changes the asset’s state and determines who gets the assignment next,
according to the workflow process. For more information about workflow, see Chapter 12,
“Workflow.”

Revision Tracking

SOETWARE

Content Server can track and recall changes made to assets. If your administrator has
enabled revision tracking for a particular asset type, then you can do the following with
assets of that type (for detailed information, see Chapter 13, “Revision Tracking”):

» Check out an asset, which prevents others from modifying or deleting it until you
check it back in.

« Review the changes made to an asset.
* Restore an asset to a previous version (rollback).
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Check In and Check Out

To work with an asset when revision tracking is enabled:
1. You check the asset out from the database.

Keep in mind that an asset can be checked out to only one user at a time. This means
that when an asset is checked out to you, only you can edit it, delete it, or assign itto a
workflow. If you open an asset for editing without deliberately checking it out first,
Content Server checks it out to you automatically.

After you have edited an asset, you check it back in.

Checking in saves a new version of the asset, but does not overwrite the earlier
versions stored in the CS database unless the maximum number of allowed revisions
is reached (this limit is set by the administrator). When checked in, the asset becomes
available for editing to other users. If you are working on an asset that was checked
out to you automatically, Content Server checks it back in automatically when you
save the asset.

Archive Options

You can check in an asset so you have an archived version saved, but keep it checked out
to continue your work on it.

Cancelling Checkout

If you check out an asset and then decide that you do not want to save the changes you just
made to it, or if you checked an asset out by mistake, you can undo the checkout. In such
cases, Content Server does not store a new version of the asset nor make a record of the
checkout in the database.

Rollback with Revision History

If, after saving an asset, you decide you do not want to keep the changes you made to it,
you can roll the asset back to any of its stored previous versions by using the Rollback
function. When you have an asset checked out, you can roll it back to any previous
version. If you try to roll back an asset that is checked in, CS checks it out to you
automatically. You or any user can examine the asset’s revision (version) history.

SOETWARE
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Features in the Dash Interface

Table 1 provides an overview of the features available in the Dash interface. It also shows

which features are exclusive to either the Dash or Advanced interface.

Table 1: Features comparison

Administrative Controls

Perform administrative tasks v
Asset Model
Work with basic assets v v
Work with flex assets v v
Editorial Functions
Create and copy assets 4 4
Create dependent assets from asset’s edit screen v
Edit assets v v
Delete assets v 4
Finding Assets
Perform simple searches v v
Perform advanced searches Powered by Form-based search
Lucene search
engine
Sort search results v
Save search criteria v
Save search results v 4
Attribute value search v Pre-defined
attributes only
Visually browse a site’s structure (site plan) v v
Visually browse flex family hierarchies v v
Organizing Assets
Work with tags v
Work with the Active List v
Share assets across sites v v
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Table 1: Features comparison (continued)

WYSIWYG Editors

Features in the Dash Interface

Work with FCKEditor v v
Work with eWebEditPro v
Work with the DatePicker v v
Work with the Image Picker v v
Work with the Clarkii Online Image Editor v v
(Clarkii OIE)

Work with Flash content v v
Site Preview

Set start/end dates when assets can be previewed. v v
In search results lists, view an asset’s start/end date. v v
InSite Interface

Preview assets as they will appear at the current time v v
Preview assets as they will appear at a future date v v
(“Site Preview™)

Edit assets (“Editing” mode) v v
Add, replace, remove, and position assets on a page v v
(“Page Builder” mode)

Finish workflow assignments v v
Search for assets v v
View asset’s start/end date and description in a tooltip v v
(in search results lists and Page Builder lists)

Asset Associations

Associate assets with other assets v 4
Assign templates to assets v
Assign assets to pages v
Work with collections v
Place and unplace pages v
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Table 1: Features comparison (continued)

Linking Assets using FCKEditor

Features in the Dash Interface

Create a hypertext link to another asset

Link two assets by inclusion

Link two assets via an image asset

Link two assets via “Image Picker”

Link two assets (by hypertext link) by creating the
target asset during the linking process

AN ERNERNIENEEN

ANERN BN BN RN

Link two assets (by inclusion) by creating the target
asset during the linking process

AN

<

Create an unmanaged link to a URL

<\

Create a managed link to a URL (work with “Link”
assets)

Embedding Links

Note: Applies to standard text fields and fields enabled with a supported WYSIWYG editor other

than FCKEditor.

Embed links to other assets v v
Embed contents of other assets by reference v v
Embed links to external web sites v v
Work with “Link” assets v
Multilingual Assets

Assign locale designations to assets v v
Work with linked translations of content v 4
Compare translations v

Workflow

Pass assets through workflow v v
Work with workflow groups v
Work with workflow reports v
Engage

Work with segments v
Rate assets for segments v v
Work with promotions v
Work with recommendations List mode v

Static Lists only
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Table 1: Features comparison (continued)

Publishing

Approve assets for publishing v

Remove assets from the publishing queue v

Publish assets

ANERNERNERN

Monitor and manage publishing sessions

Revision Tracking

<

Track revisions to assets v

Roll assets back to previous versions v v

Working with System-Defined Asset Types

Create and access assets of the following types: v
Template assets
Link assets
Query assets
Collection assets
DimensionSet assets
Dimension assets
LinkSet assets
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Part 2
Working in the Dash Interface

Assets are objects that serve as the building blocks of Content Server. 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 Content Server’s Dash and InSite interfaces to perform
simple and advanced asset management tasks. It contains the following chapters:

Chapter 2, “Getting Started”

Chapter 3, “Creating and Editing Assets”
Chapter 4, “Finding and Organizing Assets”
Chapter 5, “Working with Multilingual Assets”
Chapter 6, “Working with the InSite Interface”
Chapter 7, “Using Start and End Dates”
Chapter 8, “Previewing Future Sites”

Chapter 9, “Advanced Content Management Features”
Chapter 10, “Linking Assets

Chapter 11, “Approval for Publishing”
Chapter 12, “Workflow”

Chapter 13, “Revision Tracking”
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This chapter describes how to log in to and use Content Server’s Dash interface.

It includes the following sections:

Logging In

Quick Tour

Additional Ways of Accessing Assets
Switching to Another Site

Accessing the Advanced Interface
Quick Reference
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Logging In
Follow instructions in this section to log in to Content Server’s Dash interface.

To log in to the Dash interface

1. Open your browser and enter the Content Server URL.

Note

e Ifyou need login information, see your Content Server administrator for the
following: Content Server 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 the sample
site (FirstSite 1) that is used throughout to illustrate Content Server. In
step 2, use the following credentials:

User Name: firstsite
Password: firstsite

The login form that is displayed to you depends on whether FatWire Web Experienced
Management (WEM) Framework is installed on your Content Server system.

If WEM is not installed, If WEM is installed,
then the Dash login form appears: then the WEM login form appears:

FatWire  Web Experience Management

FatWire | Content Server 7

SECURE USER LoGIn

Username

.
atWwir
SOFTWARE
m Forgot password?

Login

! Remember my User name Passwurd

[ Remember me

2. Log into Content Server:
a. If available, select a site to work with from the Select Site drop down list.
b. Enter your user name and password into the login screen.

c. If you want Content Server to store your user name and enter it automatically the
next time you log in, select Remember my username.

d. Click Login.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide
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The Dash interface loads.

FatWire |

irstsite | Help | L

Logging In

advanced | [dash ] | insite | =

| Search Criteria...

"" | Enter Search Text Here

Currently Logged In To:

tWir
SOFTWARE FirstSite 11 |
| Create New... |
T

# Edit

= ol User
@ Top Priority
B Campaign 2007
@ My List
B Back Burner
2B system
@ History
~@ My Checkouts
@ My Assignments

dash

Click on an icon to put content to work.

© 0 O

New Content Parent

New Comtent

A

New Document Parent —
Sl

| L |
Quick Info

My Roles View

Assignments 7
Checkouts 1

Last Item Edited
Tasks I have Assigned
Last Time Logged In

On=dag - Digital Camera New Version @ 11/17/08 7:38 PM

4
11/17/08 7:31 PM

(iE))  site Plan

l.‘;‘B Asset Tree

Create content?
Edit content?
Preview content?

Approve content?

Finish an assignment?
Check out content?

Search content?

Access advanced features?
Add content to a tag?
Rename a tag?

Create a tag?

Run a tag?

Remove content from a tag?
Delete a tag?

Support

Training

Content Server Manuals
Products

News

User Groups
Developeriet

Analytics

(e ] svanced searen )

[ 23 Howdol

3. Proceed to the “Quick Tour,” on page 46.
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Choosing a Login Site

Sometimes the list of sites displayed in the Select Site drop down list is unavailable or
displays sites not associated with your user name. If WEM is installed on your Content
Server system, then you will not see the Select Site drop down list at all. In these cases,
follow the directions below to select a site.

When the Site List is Unavailable

The site list on the login window is stored in a browser cookie.

FatWire ‘ Content Server 7

N sclect o Site, . B Select Site List
| — This list may be grayed out.
e

| Remember my us

The list, therefore, is unavailable (grayed out) if you:

» Are logging in for the first time,

» Are logging in from a computer you have not used previously, or
« Have recently cleared the browser cookies.

If you are working with a Content Server system where FatWire Web Experience (WEM)
Framework is installed, the Select Site drop-down list is not displayed.

To log in when the site list is grayed out

1. Open your browser and enter the Content Server URL.

The login form that is displayed to you depends on whether WEM Framework is
installed on your Content Server system.

If WEM is not installed, If WEM is installed,
then the Dash login form appears: then the WEM login form appears:

FatWire Web Experience Management

FatWire | Content Server 7
[select a site,.. B SECURE USER LOGIN

Username

E Password

Forgot password?
Login

[ Remember me

FatWire Content Server 7.6 Patch 2 Dash Interface User’'s Guide
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Choosing a Login Site

2. Log into Content Server:
a. Enter your user name and password into the login screen.

b. If you want Content Server to store your user name and enter it automatically the
next time you log in, select Remember my username.

c. Click Login.
A list of sites which you can work with opens.

You are currently logged in as ‘firstsite’
Select a site that you want to work on:

Heading ROW ——— P [sclect|name Description Roles

l. k | h . © | BurlingtanFinancial Burlington Financial ArtworkEditor, Generalddmin, Approver, ContentEditor,
workflowadmin, Analyst, Marketer, Pricer, SiteAdmin
Clicka co umn eading Checker, Marketingauthar, MarketingEditor, Author, Editor,
to sort the ||St Contentauthor, Expert, HelloAuthar, ProductAuthor,
. HellaEditor, PraductEditor, HelloDesigner, DocumentAuthar,
alphabetlca"y by the Designer, DocumentEditor, Artworkauthor
selected criterion. € Firstsite11 FirstSite Marlk 11 ArtworkEditor, Generaladmin, Approver, ContentEditor,

workflowadmin, Analyst, Pricer, Marketer, SiteAdmin,

Checker, Marketingduthor, MarketingEditor, Author, Editor,
To reverse the sort Contentiuthor, Expert, Praductauthar, HelloAuthar,
. ProductEditor, HelloEditor, HelloDesigner, Documentauthar,
Ordel‘, C“Ck the same DocurnentEditor, Designer, Artworkauthor

column heading again.
989

[ Lo in sqain ]

3. Select the site you wish to work with and click Select.
The Dash interface loads.

FatWire | Content Server 7

User: firstsite | Help | Logout
advanced |[Tdash ]| insite || analyiics [Search Criteria... | [Enter Search Text Here
F}‘ITW‘IFE Currently L.oggPTd In To: d h ‘ ¢

_FIrStSItE ! as Create content?
i ] i i Edit content?
| Create New... v Click on an icon to put content to work.

Preview content?

Approve content?

. Check out content?
# Edit - Search content?
Access advanced features?
E-ala User Add content to a tag?
B Top Priority [|= Rename a tag?
: 1 Create a tag?
-8 Campaign 2007 Run a tag?

~B My List ) Remove content from a tag?
B Back Burner New Content Parent New Content New Document Parent — Delete a tag?
»
=& System % | &
@ History = i —
-8 My Checkouts finclklato
My Roles View Support
B My Assignments . Teatinn
Assignments 7 Content Server Manuals
Checkouts 1 Products
News
Last Itemn Edited Onsdag - Digital Camera Mew Version @ 11/17/08 7:38 PM User Groups
> DeveloperMet
Tasks I have Assigned 4 Arialytios
Last Time Logged In 11/17/08 7:31 PM

r_?) Site Plan
S Asset Tree

4. Proceed to the “Quick Tour,” on page 46.
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Choosing a Login Site

When the Site List Displays Sites Associated with Another User

The site list on the login window is stored in a browser cookie. Therefore, if you log in
with a different user name than you provided on your previous successful login, you will
see the list of sites associated with the last user name.

FatWire ‘ Content Server 7

| Select a site,.. [ Select Site Drop Down List
This list may be incorrect.

To log in when the site list displays sites associated with another user

1. Open your browser and enter the Content Server URL.
Content Server’s login window:

FatWire ‘ Content Server 7

2. Loginto Content Server:
a. Enter your user name and password into the login screen.

b. If you want Content Server to store your user name and enter it automatically the
next time you log in, select Remember my username.
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Click Login.
A list of sites which you can work with opens.

You are currently logged in as firstsite’
Select a site that you want to work on:

Selact

O

Name Description Roles

Heading Row —»»

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

artworkEditor, Generaladmin, Approver, ContentEditor,
warkFlawadmin, Analyst, Marketer, Pricer, SiteAdmin,
Checker, Marketinghuthor, MarketingEditor, Author, Editor,
Contentsuthor, Expert, HelloAuthor, Productiuthor,
HellaEditor, ProductEditor, HelloDesigner, Documentiuthor,
Designer, DocurnentEditar, Artwarkauthor

BurlingtonFinancial Burlington Financial

ArtworkEditor, Generaladmin, Approver, ContentEditar,
Warkflawadmin, Analyst, Pricer, Marketer, SiteAdmin,
Checker, Marketing#uthor, MarketingEditar, Author, Editor,
ContentAuthor, Expert, ProductAuthaor, HelloAuthor,
praductEditar, HellaEditor, HellaDesigner, Dacumentauthar,
DocumentEditor, Designer, ArtworkaAuthor

FirstSitell FirstSite Mark II

[ Log in again ]

3. Select the site you wish to work with and click Select.
The Dash interface loads.

FatWire | Content Server 7

rstsite | Help | Logout

(e ] svanced searen )

| Search Criteria... "‘ | Enter Search Text Here

advanced |[ dash || insite

Currently Logged In To:

 How

FatWire d h
SOFTWARE F——
FirstSite 11 as Create content?
z 1 i Edit content?
[Create New... v Click on an icon to put content to work. BE e
” Approve content?
. il Check out content?
# Edit Search content?
?
R L Access advanced features’

@ Top Priority
-8 Campaign 2007

© O

Add content to a tag?
Rename a tag?
Create a tag?

Run a tag?

@ My List Remove content from a tag?
B Back Burner New Content Parent New Content New Document Parent — Delete a tag?
EI.@ System < i | ES
@ History — - —
@ My Checkouts Puickiafy
B My Assignments My Roles View Suppat
” Training
Assignments 7 Content Server Manuals
Checkouts 1 Products
News
Last Item Edited Onsdag - Digital Camera New Version @ 11/17/08 7:38 PM User Groups
> DeveloperMet
Tasks I have Assigned 4 Arsalytics

Last Time Logged In 11/17/08 7:31 PM

Site Plan

-@) Asset Tree

4. Proceed to the “Quick Tour,” on page 46.
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Quick Tour
Quick Tour
Figure 4 shows the Dash interface home view, displayed to you on login.
Figure 4: The Dash interface home view.
Interface Access Change Site Search functions
 Access the Advanced Select another Enter your search criteria here.
site that you have v
 Access the InSite interface. permission to work with. ourusername
* Access FatWire Analytics Log out of

(if installed).

FatWire | Content. erver 7

Dash interface

'

| advanced /& dash | nsite. || analytics

User; firstsite | Help | Logout

|Search Criteria...

V| | Enter Search Text Here

,Fa_tWiFe_ Currently Logged In Tg
AL FirstSite 11 &

| Create New... v|

dash

Click on an icon to put content to work.

Create content?
Edit content?
Preview content?

Approve content?

il

Finish an assignment?
- Check out content?
# Edit Search content?
; Access advanced features?
& ‘ User Add content to a tag?
B Top Priority = Rename a tag?
i Create a tag?
@ Campaign 2007 . Run a tag?
B My List Remove content from a tag?
E..@ Back-Burner New Content Parent New Content New Document Parent —' Delete 3 tag?
i H X:
El@ System ¢ | > :
@ History 7 — i
! B My Checkouts Quck i
z My Roles WView Support
@ My Assignments = Training
Assignments 7 Content Server Manuals
Checkouts 1 Froducts
News
Last Item Edited Onsdag - Digital Camera New Version @ 11/17/08 7:38 PM User Groups
Tasks I have Assigned 4 DeveloperNet

Last Time Logged In

Analytics
11/17/08 7:31 PM

@ Site Plan
;3) Asset Tree

Navigation pane

* Access assets via tags,
site plan, or asset tree.

 Place and unplace
pages on your site.

« Manage tags.
* Create new assets.
* Switch sites.

Your workspace

* Work with assets.

« Navigate search
results and other
asset lists.

Help and support
pane

If you perform an action, the view will change. For example, if you perform a search, the
workspace displays the results of your search; if you create a new asset, the workspace

rdivvire
SOFTWARE
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Quick Tour

displays the appropriate asset form, and so on. This section provides a quick tour of the

Dash interface.

Note

The exercises in this section, and throughout this guide, are based on the
firstsite user logged in to the FirstSite 11 sample site. The Firstsite user has
all the permissions that a content provider can be granted. In your installation, the
appearance of your interface will be determined by the permissions granted to you
by the CS administrator (and the FatWire products installed on your system).

In this section, you will complete the following exercises:

Determine your roles (step 1)

Perform a search (step 2 on page 48)

Open an asset (step 3 on page 49)

Edit an asset (step 4 on page 50)

Preview an asset (step 5 on page 51)
Create a tag (step 6a on page 53)

Enter split view mode (step 6e on page 53)
Add an asset to a tag (step 6g on page 54)
Run a tag (page 55)

Log out (page 55)

Let's start the tour!

1.

Click any of
these links to
open up a list
of these items.

SOFTWARE

Determine your roles in the current site. In the “Quick Info” pane, hold your cursor
over the View link displayed in line with the My Roles item to show a list of roles:

Quick Info

My Roles
Azsignments

Checkouts

ContentAuthor
Approver

MarketingEditor
FSIIHomePageText @ 8/28 generalAdmin
DashUser
ArtworkAuthor
11/18 DocumentAuthar
" | ContentEditar
ArtworkEditor
SiteAdmin
ProductAuthor
DocumentEditor
Designer
ProductEditor
AdvancedUser
WorkflowAdmin
MarketingAuthor

Last Item Edited
Tasks I have Assigned

Last Time Logged In

A role is a set of permissions assigned to you by the administrator. These permissions
determine which tasks you can perform and which assets you can work with. Because
of this, they also determine the appearance of your interface.

For example, if you have the Editor role, you have the permissions to create, edit, and
search for assets of one or more asset types, and therefore, you have access to the
interface elements that allow you to perform those functions (for example, the “Create
New...” drop down list, or the Search field in the top bar).
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Quick Tour
You might also have access to workflow features such as finishing your assignment or
approving content for publishing; again, your roles determine which workflow-related
interface elements you can access.
Note
Your administrator determines the exact permissions assigned to each role on
your system. The roles and permissions described in this section are examples
only.
2. Inthe Dash interface, most asset management functions are accessible with a single
click. Let’s say you want to find an asset that contains the word “product”:
a. Inthe Search field in the top bar, enter product.
FatWire | Content Server 7 05 & User: firstsit= | Help | Logout
| advanced E, insite. || analytics [Find Product »| [product | “search ]
b. (Optional) If you want to limit your search to a specific asset type, select that asset
type from the “Search Criteria” drop-down list (Find Product in our example). If
you want to search across all asset types, do not select anything from the list.
c. Click Search. Content Server displays a list of assets matching your search criteria.
FatWire | Content Server 7 User: firstsite | Help | Logout
| advanced | [dash.]| wnsita | snaiyeice [Find Product < D CEETEEED
Fetwing S| GEERMRRD seorch Resues: N
[Sciectar selstwore |
[croce naw_ | Select [Toal |MName Type | Madified Locale | Start Date |End Date |Relevance ~
[ |# & |FSII AudioCo iAC-008 Portab... (O|E 11/2/04 3:15 PM  |ES - - K
L 0 |M # |FSII AudieCe iAC-083 Portab... (D|E 11/2/04 3:53 PM |E=S = & —
= ala User [0 | # |FsiI FSE Digital Audio Player (DB 11/2/04 3:18 PM  |ES - - —l
@ Top Priority [0 |M & |FSII FSE DVD VCR Combo @8 8/25/05 11:52 aM |ES = 7 —
§ ‘Gampsign 2007 [0 |# # |FSII FSE Plasma Screen TV [OJIE] 11/3/04 9:03 AM  |ES - - —]
g ;‘:;tumer ] |® # |FsSi1 FSE Triple Play @8 11/2/04 3:10 PM  |ES - - —
=B System [0 |8 4 |FSII Innovative Hi-Def Proj... (@O|E 11/2/04 3:57 PM =S - ~ —
B History [0 |®A s+ |FSII Innovative HiFi VHS LOJIE] 11/2/04 3:32 PM  |EE = =  eoem—]
B My Checkouts [0 |8 # |FSII Innovative MiniDisc Di... @@ 11/2/04 3:50 PM  |EE - - C—
@ my Assignments [0 |M & |Fsi Superior Hi-Def Plasma... @ 11/2/04 3:54 PM  |E=5 = = [ Search
[ |+ |FSII Superior Slim DVD Player (@ |8 11/2/04 3:38 PM  |ES - = (] resu|ts
: [0 |8 # |Targaline - FinePix s.0MP D... (D|E 12/12/07 4:38 PM |ES - = — ane
: ] |8 # |Nanomax - Digital Camera @|a 12/12/07 8:04 FPM |ES = = — p
[0 |@ # |Onsdag - Digital Camera @8 |12/12/07 8:05 PM |ES 5 . —
] |# # |Soramsa - Flat-Fanel Lco HoTY (O | E 12/12/07 9:21 PM |ES - - —
[0 |# # |Sorama - 40 inch LCD HDTV @ a 12/12/07 9:27 PM |E=S - = [ om—
[0 |# # |manomax Flat-Panel LcD HOTV (OB 12/12/07 9:28 PM |ES = = —
|
fiil_Delete
;:?}l Site Plan
,-_?u Asset Tree —

The search results list shows a brief amount of information about each item on the
list, such as name, modification and start and end date. When an icon is displayed
instead of text, hover over the icon to view more information in a tool tip. By
default, the search results are sorted by relevance (indicated by a green bar in the
“Relevance” column), starting with the most relevant asset.
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Quick Tour

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

e. Click Next at the top right of the search results list to go to the next page of
results; click Previous to go to the previous page.

To find out more about searching for assets, see “Finding and Organizing Assets,” on
page 99.

3. When you have reviewed your search results, open the asset you are interested in:
a. Inthe list of search results, click FSII FSE Digital Audio Player.
The workspace displays the asset pane, showing the asset in the “Inspect” form.

Name of the asset on
which you are working

Form section
selector

FatWire | Content Server 7 I® User: firstsite | Help | Logout

(aaoncet oot iz v [Fnd Rt 8] [prodoc: [ ) B
EatWire Currently Logged In To: Product (FSII Product)t FSII FSE Digital Audio Player ) Locales en_US - Master Asset

Vi [ e [ o 5 o [ e I

‘ Create New... “’l [® Content
. o) . FSII FSE Digital Audio Flayer
2 edit Relations
et Description:
- User @ Markeating FSE Digital Audio Player with 256MB of Built-in Memory, Silver
@ Top Priority O workflow FSIIManufacturer:

[% Campaign 2007

[ My Checkouts
B My Assignments

éﬁ Site Plan
;a' Asset Tree

(9] Publishing

FSII FS Electronics Ltd.

@ My List FSIISubcategory:

i@ Back Burner FSII Portable Audio
=] @ System SKU:

@ History FSE-DAP30S

Long Description:

The FSE PORTABLE AUDIO PLAYER is water-resistant and designed to deliver outstanding sudio
entertainment in tough, outdoor conditions. It is rugged enough to withstand shock and vibration, yet
easy to use. If your life is action packed, pack a player that's built for action!

FSE Digital Audio Player with 256MB of Built-in Memory, Silver Dimensions (H x W x D) 21/8" x
33/16" x 07/8" Weight .13 |bs

Price:
189.95

Image:

Keyword:

<No Value>

Product Name:

FSE Digital Audio Player

Product Short Description:

FSE Digital Audio Player with 256MB of Built-in Memory, Silver
TemplateAttr:

ProductDetailPage

SOFTWARE

b. Inspect your asset, and any information relating to it, by selecting different
sections of the form. When you are finished, return to the Content section.

For more information, see “Asset Pane,” on page 70.
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Quick Tour

4. Suppose you found some errors in the content and want to correct them. To do that,
edit the asset:

a. Click Edit at the top of the “Inspect” form.
Content Server opens the asset in the “Edit” form.

Asset type and name _6( Product (FSII Product): FSII FSE Digital Audio Player ) Locale:| en_US - Master Asset v |

of the asset you are

Action bar
Working on [Boses Goe [B e [t coce [ | /cton b2

@ Content * * Sactions with required fields Required field
O Metadata Name:
O Relations |FSII FSE Digital Audio Player |
Versions
O Marketing Description:
O workflow |FSE Digital Audio Flayer with 256MB of Built-in Memary, Silver |
) Fublishing FSIIManufacturer(s):
Sharing FSII FS Electronics Ltd., |
B 5earch Assets | [ Link Parent | [ Create New Parent |
FSIISubcategory(M):
FSII Portable Audio |
| 5earch Assers | (A Link Parent | [, Create New Parent |
SKU:
[FsE-DAP30S
nghllghted f|e|ds 4’ Long Description:
are required. EB 7 U s <= =
BB ¥ L= N WYSIWYG
E Style - | Size @ T-' %' edItOI‘
controls
= Fomat | Mormal - Fort =

FE=Er I

-

h’he FSE PORTABLE AUDIO PLAYER is water-resistant and designed to deliver outstanding audio A
entertainment in tough, outdoor conditions. Itis rugged enough to withstand shock and vibration, yet
easy to use. If your life is action packed, pack a player that's built for action! =
b
Price:
189.95 o
Image:
[ [E Browse Images ] 2 [ b Create New Asset ]
Keyword:

|
g Add New

The asset type and name of the asset you are working on is displayed in the action
bar.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

SOFTWARE



Chapter 2. Getting Started

Quick Tour

b. Make changes to the contents of the Name and SKU fields.

Note that fields whose names are highlighted in yellow are required, which means
you cannot leave them blank. If you leave a required field blank, Content Server
will not let you save the asset.

Note

Depending on how your site is set up, one or more fields in your “Edit”
forms might be WYSIWYG-enabled. A WY SIWY G-enabled field allows
you to apply MS Word-style formatting to your content right in the “Edit”
form. For more information, see “Working with the FCKEditor,” on

page 84.

(Optional) Click Save to save your progress and continue working on the asset.

When you click Save, Content Server saves the changes you have made to the
asset so far, but keeps the “Edit” form open.

Click within the Long Description field to load FCKEditor. When FCKEditor
appears, make changes to the displayed text. If you are familiar with Microsoft
Word, explore the features available in FCKEditor — its functionality mimics that
of Word.

Click Save & Close.

Content Server saves the changes you have made to the asset and re-displays the
asset in the “Inspect” form, showing the changes you have made to the asset.

5. When you are finished editing (or creating) an asset, preview it to see how it will look

SOFTWARE

when rendered on the online site.

Note

You can only preview an asset that has a template assigned to it. For more
information, contact your site developers or CS administrator.

In the “Inspect” form, click Preview.
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A new browser window opens, showing the asset as it will appear on the online site.

FatWire | Content Server 7

advanced | | dash | [nsite]

Quick Tour

M User: firststte | Help | Closs

52

[Fsredeniviapper  8#| [2008-0924 143200 | [ E

MY Proview

= )

Name:

= -
FSE Digital Audiz Play=r -""' us

D
FSE Digital Audic Player with 256MB of
Built-in Memory, Siver

ptia

Jtem of the Week

Template
Neme:
/FSMILayout
Description:
Gererates 2n overall |:y"|.t of 2 page
3t

@ Editing
{_‘EJ Page Layout
@ search
g’\ Assignments

lo-uu u

Bg FatWire

FSIIFSE Digital Audio Player

b. Inthe preview window, review the content you have edited. Note any changes to

The FSE PORTABLE AUDIO FLAYER 15 water-
resistant and designed to deliver cutstanding audic
entertainment in tough, outdoor conditions. Itis
rugged enough to withstznd shock and vibration,
et easy touse. |f your life iz sction packed, pack
a player that’s built for action!

FSE Digital Audio Player with 256MB of Built-in
Memony, Silver Dimensions (H x Wx D) 218"
3I16"x 078" Weight .12 Ibs.

Product Information Shest

preview - download
Product Specification Shest
preview - downlosd

Price Per Unit: 5189.95
0.00

Price $189.95

the asset you still want to make.

Note

Depending on how your site is set up, and the permissions you hold, you
might have the ability to work with content directly on a rendered page
using the InSite interface. See Chapter 6, “Working with the InSite

Interface” for details.

c. Close the preview window and return to the Dash interface.

d. (Optional) If you need to make additional changes to the asset, click Edit and

make your changes. When you are finished, click Save & Close.

6. If your search results contain one or more assets you want to come back to later, you
can add those assets to a tag. Tags allow you to create personalized lists of assets

which you can easily retrieve later.
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WARE

a.

In the New Tag field in the navigation pane, click Edit.

B‘ User
@ Top Priority
[g Campaign 2007
@ My List

@ Back Burner

The Create/Edit/Delete Tags pane opens.

CREATE/EDIT/DELETE TAGS

Edit Labels

Top Priority Rename | Delete
Campaign 2007 Rename | Delete
My List Rename | Delete
Back Burner Rename | Delete
| Save Delete
@ New I

In the Create/Edit/Delete Tags pane, click New.

Quick Tour

A new line is added to the tags table with a blank text box in the “Edit Labels”

column.

In the Create/Edit/Delete Tags pane, type My Products in the empty text box

and click Save.
The new tag is created.

“Product” should still be entered in the Search text box. Click Search to run the

search again.
The search results list displays in the workspace.

Click the Show Split Pane button in the right-hand section of the top bar.

* Show Split Pane button

I& User: firstsite | Help | Logout
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Quick Tour

The workspace displays the search results pane above the asset pane.

FatWire | Content Server 7

m advanced search

| User: firstsite | Help | Logout

Drag handle
— on the pane
divider

| _advanced || dash || insite | analytics |Fi|'|d Product V| |prud|_|ct
5 7
FatWire Currentlyitogged Tno: Lﬁfﬁm Search Results: product =T
| P | Select All  Select None =
; e — Select Tool |Name Type | Modified Locale |Start Date |End Date |Relevance v
S ot [0 | # |Nanemax - Digital Camera @|@ |12/12/07 8:04 PM |ES = 5 — £,
g [0 |# # |Onsdag - Digital Camera @@ |12/12/07 8:05 PM |ES i = —
- o User [0 |# 4 |FSII FSE DVD VCR Combo @@ |s/25/0511:52 aM (B - - (e
@ Top Rroety O] % # |FSIIFSE Flasma Screen TV ®l8 |i/z0s0:03am B |- L —
g Ea”::'g” = [ |8 # |FSI Innovative Hi-Def Proi..  (D|E  |11/2/04 3:57 PN |ES —
e [ |8 # [FSII Innovative MiniDisc Di...  @|@  [11/2/04 3:50 PN |ES (—
-8 Back Burner : . ~= 3|
@ My Products _- —H_" - - r.-. : I ) e TR - =
W S 6 Product (FSII Product): FSII FSE Digital Audio Player Locale] en_US - Master Asset v |
8 iner S P cien oo [ o o e B
B My Checkouts ~|
- [@ My Assignments ® content N i E
| O Metadats e
© Relations FSII FSE Digital Audio Player
Versions Description:
o) I‘:'Iar;ceti.l:lg FSE Digital Audio Player with 256MB of Built-in Memory, Silver
© Warkflow FSIIManufacturer: =
O publishi FSII FS Electronics Ltd.
ublishin,
Sharing . FSIISubcategory:
S FSII Portable Audio
SKU:
FSE-DAP305 =
Long Description:
The FSE PORTABLE AUDIO PLAYER is water-resistant and designed to deliver outstanding audio
entertainment in tough, outdoor conditions. It is rugged enough to withstand shock and vibration,
vet easy to use. If your life is action packed, pack a player that's built for action!
FSE Digital Audio Player with 256MB of Built-in Memory, Silver Dimensions (H x W x D) 21/8" x
L. 33/16" x 07/8" Weight .13 |bs
;_i) Site Plan Price:
'4;% Asset Tree 18993 |
Tip
Drag the pane divider up or down to adjust the size of the panes.
See “Workspace: Asset Management View,” on page 66 for details on split mode.
f. Inthe search results list, select the check boxes for the following assets:
- FSII FSE Digital Audio Player
- FSII FSE DVD VCR Combo
g. Inthe Add to... drop down list at the top right of the search results pane, select My

FatWire
SOETWARE

Products.

Add to...

Add to...

- Top Priority

- Campaign 2007
- My List

- Back Burner
Products

[v|

Content Server adds the selected assets to the My Products tag.
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WARE

Quick Tour

h. Click the Show Asset Pane button (in the right-hand section of the top bar) to hide
the search results and expand the asset pane across the entire workspace.

Show Asset Pane button

55 Ii§| User: firstsite | Help | Logout

7. If you want to work with an asset assigned to a tag, run the tag and select the asset
from the list of returned assets:

a. Select the My Products tag in the Tags tree.
Content Server displays a list of assets returned by the tag in the top pane.
b. Inthe list of returned assets, click FSII FSE Digital Audio Player.

The workspace displays the inspect asset pane. The asset pane shows the asset in
the “Inspect” form.

Product (FSII Product): FSII FSE Digital Audio Player Locale: en_US - Master Asset %

||‘h’l Preview |}J Inspect |_& Edit | =il Copy | fﬂ Delete |

® Content
O Metadata
O Relations

OMarketing
O workflow
O publishing

Name:
FSII FSE Digital Audio Player

Description:
FSE Digital Audio Player with 256MB of Built-in Memory, Silver

FSIIManufacturer:
FSII FS Electronics Ltd.

FSIISubcategory:
FSII Portable Audio

SKU:
FSE-DAP30S

Long Description:

The FSE PORTAEBLE AUDIO PLAYER is water-resistant and designed to deliver
outstanding audio entertainment in tough, outdoor conditions. It is rugged enough to
withstand shock and vibration, yet easy to use. If your life is action packed, pack a
player that's built for action

FSE Digital Audio Player with 256MB of Built-in Memory, Silver Dimensions (H x W x
D) 21/8" x 33/16" x 07/8" Weight .13 |bs

Price:
189.95

Image:

Keyword:

=No Value>

Product Name:

FSII FSE Digital Audio Player

Product Short Description:

FSE Digital Audio Player with 256MB of Built-in Memory, Silver

TemplateAttr:
[FSIILayout

c. Edit and save the asset the same way you have learned earlier during the tour.

8. When your work is complete, click Logout in the right portion of the top bar to end
your session and log out of Content Server.

Congratulations! You are now familiar with asset management tasks that you will be
performing every time you work in the Dash interface. Log back in and continue on to the
next sections to learn more about the interface and its features.
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Additional Ways of Accessing Assets

itional Ways of Accessing Assets

In addition to performing a search and running a tag, you can also access assets using one
of the following methods:

e Accessing Assets Using the Site Plan Tree
* Accessing Assets Using the Asset Tree

Accessing Assets Using the Site Plan Tree

SOFTWARE

The Site Plan tree allows you to browse pages and assets that have been or will be
published to your online site, according to the hierarchy in which they are organized on
the site. The tree helps you visualize the configuration of pages and their contents as well
as understand the relationships and dependencies that exist for any given page. Placing
and organizing pages on your site is usually the responsibility of your site designers.

Note

Which assets you see and are able to access through the tree is determined by the
permissions granted to you by your CS administrator.

To access assets using the site plan tree

1. Log in to the site you want to work with.

2. In the navigation pane, click the Site Plan bar. © FirstSitell Site

The navigation pane displays the site plan tree. =53 Placed Pages

3. Navigate the site plan by doing the following: = (3 FSIIHome
a. Drill down the hierarchy. Click the plus sign - (@ Home (fr)
next to a parent node to expand the node and & 33 Home (de)

display its children. & 3 Home (es)

1| Ea Unplaced Pages
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Additional Ways of Accessing Assets

When you click a node on the tree, the workspace displays a list of assets

associated with that node (such as child pages, content, and so on). For example,
the following figure shows a list of assets associated with the FSI1Home page.

FatWire Currently Logged In To:

FirstSite II ™
B Site Plan
# Edit

[ FirstSitell Site

- C@ Placed Pages

=- 3@ FSITHome

3 FsllArticles

@3 Fs11Products

-8 FsIshoppingCart
- FSliLogin

3 Fsi1about

(%] FSIILatestNews

- () FS1IHotItems

(@ Hot Items December
(@ Hot Items October
(@ FSIILatestNewsFromlan
(&) FSIILatestNewsNov

- (@) FS1IHotItemsFromlan
(@ FSIIHotItemsNov

[ FSIHomePageText
[ FSITHomePageText
[l FS1IHomePageText

- @@ Home (fr)

@@ Home (de)

3 Home (es)

3 unplaced Pages

If the navigation pane is too narrow for you to see the entire tree, drag the divider

fiit_pelete Search Results: FSII AudioCo. America

Announces H300 series

Select All  Select None

flii_Delete

Select | Tool Name Type |Modified « Locale |Start Date End Date
O |M # |FsIHotitemsFromlan @@ |s/23/08 12:16 PM | 1/1/09 12:00 AM
O |#M# |FSiHotitemshov @®|@ |6/23/08 12:15PM |EE  |11/1/08 12:00 AM  |11/30/08 11:59 PM
[0 |#M# |FsilatesthewsFromlan (D|@  [6/23/08 12:13PM |EE | 1/1/09 12:00 AM
[ | # |FSiiLatestewsNov ®|@E@ |6/23/0812:13PM |ES  |11/1/08 12:00 AM | 11/30/08 11:59 PM
[ |M# |FSIiHomePageText @®|E  |v4/08448PM  |EE | 1/1/09 12:00 AM
D H # |FSIIHomePageText @ =] 2/4/08 4:47 PM =S 11/1/08 12:00 AM 11/30/08 11:59 PM
[ |#M# |HotItems December ~ (D|@ [1/16/08 12:18PM |EE  |12/1/08 12:00 AM  |12/31/08 11:58 PM
[ |# # |Hot Items October ®|E@ |1/16/0812:16 PM |EE  |10/1/08 12:00 AM | 10/31/08 11:59 PM
[ | # |FsiHotitems @|@E@ |8/26/0511:50 M |EE | 1/1/08 12:00 AM  |$/30/08 11:58 PM
I O |#.# |FsiLatestNews @|@ |8/28/0511:29PM |EE  |1/1/08 12:00 AM  |9/30/08 11:59 PM
| O |#M# |FsiHomePageText @|E |s/zsfos11:ziem |E - 9/30/08 11:59 PM
1| O (W2 |Fsuasos @|E |s2s/os1:23aM B |- -
O |8 # |Fsitaricles @|E |s/2¢/05 11:801p0  |EE - -
O |M# |FsishoppingCart ®|E |s/22056:13PM  |EE |- -
O |M# |FsiProducts @®|E |sruossosPm B |- -
O |[#®# |FsiLogin @|E |sf11/0s5:39PM  |EE = =
.|

between the navigation pane and workspace to widen the pane. You can also

hover over any node in the tree to view a tooltip with the full name of the asset.

Continue down the hierarchy until you find the asset you want to work with.
b. Open the desired asset. In the tree or on the list of assets displayed in the

workspace, click the asset you want to work with. Content Server opens the asset

in the “Inspect” form.

Accessing Assets Using the Asset Tree

The asset tree allows you to visually browse the flex asset hierarchies present in your site.

Note

Which assets you see and are able to access through the tree is determined by the
permissions granted to you by your CS administrator.

To access assets using the asset tree

1. Log in to the site you want to work with.

2. Inthe navigation pane, click the Asset Tree bar.
The navigation pane displays the asset tree.

3. Browse the assets in the tree by doing the following:
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a.

Additional Ways of Accessing Assets

Drill down the hierarchy. Click the plus sign
next to a parent node to expand the node and h §

display its children. &£ Artwork
When you click a node on the tree, the --l‘=‘_‘| Content

workspace displays a list of assets associated
with that node. For example, the following
figure shows a list of child assets associated

--Iil Cocuments
-3 Products

with the FSII Portable Audio asset. @@ Visitors
FatWire  Currently Logged InTo: || [fi) Celete | Search Results: FSII AudioCo. America it =
R FirstSite 11 v || Announces H300 series
[ create New... v]
- Select [Tool | Name Modified + a End Date
rh1  Asset Tree
_ FSII AudioCo iAC-083 Portab... 11/2/04 3:53 PM B - -
-3 Arwork FSII Innovative MiniDisc Di... 11/2/04 3:50 PM - -
g Content FSII FSE Digital Audio Player 11/2/04 3:18 PM
- E Documents
3 protu FSII AudioCo iAC-008 Fortab... 11/2/04 3:15 PM
&3 Products

-8 FSI1 Manufacturers

=53 FSII Product Categories
.63 F511 Audio

8 F511 Cameras
&8 FSI1 DVD Players
-8 FS1I Televisions
& 58 Fs11 Video

-3 visitors

flit_Delete

Continue down the hierarchy until you find the asset you want to work with.

If the navigation pane is too narrow for you to see the entire tree, drag the divider
between the Navigation Pane and Workspace to widen the pane. You can also
hover over any node in the tree to view a tooltip with the full name of the asset.

Search for an asset: Sometimes when you click on a node, instead of the tree
expanding to display every associated asset, you may see a link indicating the
number of associated assets. For example:

rh AssetTree

Ba Artwork

L Select FEc:m 3 catalogs
--|=:| Conten

--|=:| Documents
--|=:| Products
- 23 visitors

Generally, this link is shown when a large number of assets is associated with the
node. In this case, click this link to search for the asset you need.

The “Filter Assets” dialog opens:

To reduce the number of assets, use this field to
filter by asset name. (use % as a wildcard)

i |

3L Cancel %7 Dane

S Local intranet H100% v

1) Enter a search term to search across the asset names.
2) Click OK.
A search results list is returned.
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c. Open the desired asset. In the tree, search results list, or on the list of assets
displayed in the workspace, click the asset you want to work with. Content Server

opens the asset in the “Inspect” form.

Accessing Common Functions from the Site Plan or Asset Tree

In both the site plan and asset tree, a right mouse button menu provides quick access to
common functions.

To access common functions from the asset tree or site plan

1. Log in to the site you want to work with.

2. Inthe navigation pane, click either the Site Plan or the Asset Tree bar.

The navigation pane displays the appropriate tree.

3. Browse the assets in the tree and open the right-mouse button menu by doing the
following:

a. Drill down the hierarchy. Click the plus sign next to a parent node to expand the

node and display its children.

Continue down the hierarchy until you find the asset you want to work with.

b. Right-click the desired asset. In the list of assets displayed in the workspace,
right-click the asset you want to work with. Content Server opens a menu with
common functions that you can perform on the asset: Copy, Delete, Edit, Inspect,
Preview, and create a new asset of the same type as the selected asset. The
example below shows the FSII FSE DVD VCR.jpg right mouse menu.

[&] FSII FSE DVD-VCR.ip

& Fs]
& Fs1
& Fs1
& Fs1
& Fs1

& Fs1

S

Copy
Delete
Edit
Inspect
New Media, FirstSitell

Preview

[&] FSII 55_slimDVD.jpg

For more information on these functions, refer to the pages below:
Copy: “Creating a New Asset by Copying an Existing Asset,” on page 79
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Delete: “Deleting Assets,” on page 96
Edit: “Editing Assets,” on page 82
Inspect: “Asset Pane,” on page 70
New: “Creating Assets,” on page 74

Preview: “Previewing Assets,” on page 126

59



Chapter 2. Getting Started

Switching to Another Site

Switching to Another Site

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

To switch to another site

1. Log in to the site you want to work with.
2. Inthe “Currently logged in to:” drop-down list, select the site you want to switch to.

Note

The “Currently logged in to:” drop-down list contains only sites for which you
have the appropriate permissions.

Content Server logs you in to the site you selected.

Accessing the Advanced Interface

If you have the appropriate permissions, you can access the Advanced interface (from the
top bar) to perform the following tasks:

« Access Engage functionality (if Engage is installed), such as collections,
recommendations, promotions, and segments.

» Perform advanced content management (and developer’s) tasks, such as creating and
editing template assets.

» Perform administrative tasks on your CS system (if you hold administrative
privileges).

To learn more about the Advanced interface, see the Content Server Advanced Interface
User’s Guide.

To access the Advanced interface from the top bar

1. Inthe top bar, click Advanced.
A new browser window opens and the Advanced interface loads.

Note

* When you access the Advanced interface from the top bar, Content Server
automatically logs you in to the current site.

» If you do not have the permissions to use the Advanced interface, the new
browser window displays an error message notifying you of that fact. If you
have any questions, contact your CS administrator.

2. Perform the desired tasks.
3. When you are finished, close the browser window displaying the Advanced interface.
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Quick Reference

This section provides a quick reference briefly explaining the functions of the most
commonly used components of the Dash interface.

Top Bar

FatWire | Content Server 7 Usert firstsite | Help | Logout

|_advanced || dash || insite | - i !__Sf_?_r_n_:fll_g_ri_tg_r_i_a__._._. w| [Enter Search Text Here (@il @EICIEEEE )

The top bar contains the following functionality:

e Advanced—opens Content Server’s Advanced interface in a new browser window.
See “Accessing the Advanced Interface,” on page 60.

The Advanced interface provides access to Engage functionality and administrative
controls of Content Server. For information on working in the Advanced interface, see
the Content Server Advanced Interface User’s Guide.

» Dash—returns you to the home view. The home view is the view you see when you log
in to the Dash interface. See “Workspace: Home View,” on page 63.

¢ InSite—opens the InSite interface in another window. See “Working with the InSite
Interface,” on page 123.

* Analytics—if FatWire Analytics is installed, opens the Analytics interface in a new
window.

e User—displays your user name.

« Search text box—allows you to perform a search on a term. See “Finding and
Organizing Assets,” on page 99.

» “Search Criteria” drop-down list—allows you to limit your search to a specific
asset type. See “Finding and Organizing Assets,” on page 99.

e Advanced Search button—opens the Advanced Search options, for searching by
start and end date, modified date, asset type, and locale. See “Advanced Search
Options,” on page 104.

* Help—opens the FatWire Technical Support login page.
¢ Logout—ends your session and logs you out of Content Server.
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Navigation Pane

SOFTWARE

Currently Logged In To:
FirstSite II »

Create New... W

==
dash ;
a : ! # Edit
©Q O © & d User

-[B) Tep Priority
-8 Campaign 2007
B My List

-8 Back Burner
B System

-[B) History
-@ My Checkouts
- [@ My Assignments

éll Site Plan

:I'l' Asset Tree

Tip
Drag the right edge of the navigation pane to adjust the pane’s width.

The navigation pane provides the following functionality:

“Currently logged in to”” drop-down list—allows you to switch to another CM site,
provided you have permissions to work in that site. (The default selection in this
drop-down list is the site you are currently logged in to.) See “Switching to Another
Site,” on page 60.

“Create New...” drop-down list—allows you to create new assets of the asset types
available in the list. After you select the desired asset type, the “New” asset form for
that asset type opens in the asset pane. Note that the contents of this list are determined
by the permissions granted to you by the CS administrator. See “Creating Assets,” on
page 74.

Tags tree—allows you to create, run, rename, and delete tags. See “Organizing
Assets,” on page 105.

Site Plan tree—provides a hierarchical view of the way the pages and their associated
assets on your site are organized, which helps you visualize the configuration of pages
and their contents, and allows you to place and unplace pages in the site’s hierarchy.
The Site Plan tree also helps you understand the relationships and dependencies that
exist for any given page. For instructions on navigating the site plan, see “Accessing
Assets Using the Site Plan Tree,” on page 56. For instructions on placing and
unplacing pages, see “Parent Relationships,” on page 159.

Asset Tree—shows the assets available in the current site, organized according to
their respective asset types and flex relationship hierarchies. For instructions on
navigating the asset tree, see “Accessing Assets Using the Asset Tree,” on page 57.
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Workspace: Home View
The workspace is at the center of the Dash interface and displays either the home view or
the asset management view. The home view is the view you see when you first log in to
the Dash interface, as shown below.
Note
You can return to the home view at any time by clicking Dash in the top bar.
In home view, the workspace displays the following:
- dash SEaSS
© 0 O
2+ Howdol.. | ]
d as h Create content?
Click on an icon to put content to wark. Edét”fg';tg‘ggent
.ﬁlpp;c';'E cantent.T
— ~ Finish an assignment?
T Check out content?
i Search content?
Access advanced features?
ick A ‘} édd ccntentt tgc_a tag?
“Quick Access” . sl g
pane > ?un at tagt7 ? ~
Remove content from a tag?
New Content Parent New Content Mew Document Parent - Deletz a tag? "HeIp and
— |& | @ Support” pane
— Quick Info o Bl
My Roles View Support
Training
Assignments 7 Content Server Manuals
. Checkouts 1 ;25{“&5
"QUICk |I’lf0" Last Item Edited Onsdag - Digital Camera New Version @ 11/17/08 7:38 PM Usér-Grou:s
pane Tasks I have Assigned 4 E:;Iilt[\:éfr”ﬁ
| Last Time LcEE_gEd In 11/17/08 7:31 PM i

*  “Quick Access” pane—provides shortcuts to creating assets from the asset types that
you have permissions to create (permissions are set up by the administrator). For more
information, see “Quick Access Pane,” on page 64.

e *“Quick Info” pane—provides a summary of your present workload in the current
site, as well as other session-specific information. For more information, see “Quick
Info Pane,” on page 64.

« “Help and Support” pane—provides access to useful resources such as online help
and the FatWire Support site (which displays links to the e-docs site). (Your
administrator can customize the contents of this pane.)
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Quick Access Pane

The “Quick Access” pane provides shortcuts for creating new assets. Each asset type is
represented by a unique icon, as shown below:

E

New Document Parent

New Content Parent New Content

By default, the asset types available in the pane match the asset types available in your
“Create New...” drop-down list. The CS administrator selects the asset types available to
you in both locations.

Quick Info Pane

Quick Info

My Roles
Aszignments
Checkouts

Last Item Edited
Tasks I have Assigned
Last Time Logged In

View

4

a

FSIIHomePageText @ 8/28/05 11:21 PM
a

6/27/08 10:26 AM

The “Quick Info” pane provides the following information about your current session:

« My Roles - hold your cursor over the View link to see the roles associated with your
user name (and therefore the permissions granted to you) in the current site.

« Asnapshot summary of your present workload in the current site. The items displayed
in the pane are explained in the following table:

Table 2: Quick info pane items

Assignments

The number of workflow assignments you have pending.
Click the link to see a list of assets currently assigned to you
to work on.

Checkouts

The number of assets currently checked out to you.
Click the link to see a list of assets checked out to you.

Last Item Edited

The last asset you edited, and the date and time of the edit.
Click the link to open the asset in the “Inspect” form. Hover
your mouse over the date to view it in long date format.

Tasks | Have Assigned

The number of workflow assignments you have given to other
users. This becomes a link when you have assigned out tasks.
Click the link to see a list of assets you have assigned to
others.

Last Time Logged In

The date and time you last logged in. Hover your mouse over
the date to view it in long date format.
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Help and Support Pane

The “Help and Support” pane provides one-click access to resources meant to aid you
during your work with Content Server.

{J Howdol ...

Create content?
Edit content?

=h
Check out content?

Search content?

Access advanced features?
Add content to a tag?
Rename a tag?

Create a tag?

Run a tag?

Remove content from a tag?
Delete a tag?

9 Learn about FatiVire

Support
Training
Content Server Manuals
Products

Analytics

Links to help topics

Links to FatWire documents

Note

Your CS administrator has the ability to customize the contents of the “Help and
Support” pane to include content specific to your organization. If the pane has been
customized on your CS system, consult your CS administrator for information on the

contents of this pane.

In the default Content Server implementation, the pane contains the following sections:

e How Do I... —provides links to instructions for the most commonly performed
content management tasks.

e Learn about FatWire—provides links to useful online resources, including the
FatWire Support site (which displays links to e-docs), and the FatWire DeveloperNet

site.
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Workspace: Asset Management View
When you log in and access an asset (by running a tag, performing a search, and so on),
the workspace switches to the asset management view. In this view, the workspace
displays the search results pane, the asset pane, or both panes simultaneously.
The first time you search for an asset after logging in, the list of returned assets fills the
workspace. When you click an asset in the list, the asset pane fills the workspace and
displays the asset you selected. If you then try to access another asset, the list of assets
returned by the function you used (such as tags, site plan, or asset tree) is displayed above
the currently open asset. This is called split mode. Here is an example view of the
workspace in split mode:
FatWire | Content Server 7 55 li3 User: firstsit= | Help | Logout
[aasiagety PR [ ot Find Product ) [oroduct :
FatWire c”"e”ﬂ it Delete | Search Results: product Add to... v =
Select All  Select None
Creste New. 5] Select | Tool | Name Type | Modified |Locale | start Date |End Date |Relevance
[0 |## Nanomax - Digital Camera @@ |12/12/078:04PM |EE [ ] L Search
g [0 |# # |Onsdag - Digital Camera @@ |12/712/078:05PM |ES — reSUltS pane
B o User [] |# # |FSIIFSE DVD VCR Combe @|@ |s/2s/0511:52 AM |EE p———]
® Top Priority [1 |## |FSIIFSE Plasma Screen TV @8 |11/3/049:03AM  |E [ ]
8 Cémpalgn 2007 [] |# # |FSII Innovative Hi-Def Proj...  (D|E  |11/2/04 3:57PM  |[ER [ ]
g [:» I:S; [] |# # |FSII Innovative MiniDisc Di... (| |11/2/04 3:50PM (B —
o Yo s ey S — — = — Drag handle
B @gsy’jter: e o Product (FSII Product): FSII FSE Digﬂalnthﬁph_vér< Locals: en_US - Master Asset v‘ —/
g History [ preview. | O inspect. | & Edit | =l Copy. | il Delete _
® My Checkouts ~
‘@ My Assignments gﬁ:x:g; Rame: b |
OReIatmns FSII FSE Digital Audio Flayer
- Description:
OM;rkEn; FSE Digital Audio Flayer with 256MB of Built-in Memory, Silver
OWDFWMQ F‘:SIIManufal:turer:
OPubhshing :;IIII;S :\e:ttrumcs .Ltd,
Sharng FsII P:rtgl?\:z:dri: Asset pane
SKU:
FSE-DAP30S =

SOFTWARE

(@) sitePlan

@ AssetTree

Long Description:

The FSE PORTABLE AUDIO PLAYER is water-resistant and designed to deliver outstanding audio
entertainment in tough, outdoor conditions. It is rugged enough to withstand shock and wibration,
yet easy to use. If your life is action packed, pack a player that's built for action!

FSE Digital Audio Player with 256MB of Built-in Memory, Silver Dimensions (H x W x D) 21/8" x
33/16" x 07/8" Weight .13 Ibs

Price:
189.95 —

Tip: Drag the pane divider to adjust the size of the panes.

To switch from split mode to full mode, do one of the following:

» If you want to see only the search results, click Show Search Results in the top bar.
« If you want to see only the asset pane, click Show Asset Pane in the top bar.

Show Search Results button Show Asset Pane button

User: firstsite | Help | Logout

« To switch from full mode to split mode, click Show Split Pane in the top bar:

Show Split Pane button

| HE|I | Ll:lll:llJ‘t
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Search Results Pane

The search results pane displays lists of assets returned by the content management
functions you request in the interface. To display the search results pane, do one of the
following:

» Perform a search—Content Server displays a list of assets matching your search
criteria. For more information, see “Finding and Organizing Assets,” on page 99.

* Run atag—Content Server displays a list of assets returned by the tag. For more
information, see “Running a Tag,” on page 107.

« Click a node in the Site Plan tree—Content Server displays a list of assets associated
with the node you selected. See “Accessing Assets Using the Site Plan Tree,” on
page 56.

» Click a node in the Asset Tree—Content Server displays a list of children belonging
to the node you selected. See “Accessing Assets Using the Asset Tree,” on page 57.

Navigation bar

Search
results list

SOFTWARE

The search results pane consists of the following components:

Quick Reference

Bl sciect Al Select None

Select | Tool Name Type | Modified Locale |Start Date |End Date |Relevance «
[0 |8 # |FSII AudioCo iAC-008 Portab... (D|E |11/2/04 3:15PM  |ER [
[0 |8 # |FSII AudioCo iAC-083 Portab... (D|E [11/2/04 3:53PM  |ES [
[ | # |FSIIFSE Digital Audio Player  @|E |11/2/04 3:18PM B ——
[] |8 & |FSIIFSE DVD VCR Combao @®|B |s/25/0511:52 AM (B [=—
[0 | # |FSIIFSE Plasma Screen TV @8 |11/3/04 2:03 M |E [ ]
[0 |# # |FSIIFSE Triple Play @@ |1uz/043:10PM  |E [m—
O] |M # |FSII Innovative Hi-Def Proj... (@|E |11/2/04 3:57PM  |ER —
[0 |8 # [FSII Innovative HiFi VHS @8 |11/2/043:32PM  |E —
[0 |M # |FSII Innovative MiniDisc Di... @@ |11/2/043:50PM (B [
[] | # |FSII Superior Hi-Def Plasma... (@|E |11/2/04 3:54 PM | [ —
[0 |# # |FSII Superior Slim DVD Player (@D|E  |11/2/04 3:38 PM  |ES [
[] |# # |Targaline - FinePix 9.0MP D... (@D|E |12/12/07 4:38 PN |E5 [
[0 |M # |Nanomax - Digital Camera @|8 |12/12/07 8:04PM |ES [ ]
[0 |M # |Onsdag - Digital Camera [O]IE] 12/12/07 8:05 PM |E5 [—
[0 |M # |Sorama - Flat-Panel LD HDTV  (D|E  |12/12/07 9:21 PN |ES —
[0 |8 # |Sorama - 40 inch LCD HDTV @@ |12/12/07 9:27 PN B e
[0 |8 # |Nanomax Flat-Panel LcD HDTV  (D|E  |12/12/07 9:28 PN |ER [

» Navigation bar—oprovide the means to navigate through your search results

« Search results list—displays a list of assets matching your search criteria

Note

In the list of assets, the asset type and locale are represented by icons. Hold your
cursor over the icon to see the name of the asset type or locale.

For more information, see Chapter 4, “Finding and Organizing Assets.”
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Quick Reference

Icons

The tables below shows icons you may see next to lists of assets, such as search results
lists, assignments lists, and groups of assets in the asset tree.

Table 3: Icons

Preview.
H Click to open the asset in the preview window of the InSite interface.

This icon is disabled (grayed out) if you do not have permission to
preview an asset.

Edit.

Click to open the asset in the “Edit” pane, where you can modify the
/ﬁ asset.
[

This icon is disabled (grayed out) if you do not have permission to edit
an asset.

Tooltips

The table below shows tooltips you can access in lists of assets, such as search results lists,
assignments lists, and groups of assets in the asset tree.

Table 4: Tooltips

Site Preview Date Range: Site Preview Date Range|AssetName or
Site Preview Date Range|Description
example 1 This tooltip appears when you hover over an asset’s

name:

FSIT Ttemshowv
innms 12:00 AM - 11/30/08 11:59 PM | Hot Trems] | © The tOOltlp shows the asset’s start-end dates, if they

are assigned, or “N/A” if they are not assigned.

* Following the date range is either the asset’s name or
example 2 description. (The asset’s name might be truncated,
- depending on the column width.)

In example 1, both the start and end dates were assigned
to the asset. The asset’s description follows the dates.

In example 2, neither a start date nor an end date was
assigned to the asset, so “N/A” is displayed for both
dates. Following “N/A” is the asset’s full name.For
information about the Site Preview feature, see
Chapter 8, “Previewing Future Sites.”

FSIIAdvqytis

FSIIHot

Ij4 - NiA | Advertisement
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SOFTWARE

Table 4: Tooltips

Quick Reference

Information: This tooltip appears in the right margin of the “Name”
column in search results lists and displays the asset’s

e Q= description in a tooltip.

Warnings: Out of Date Warning

%LGms 12:00 AM|12/31/08 11:59 PM |0

[warning: Start date For this asset occurs in the Future, |

Hold your cursor over an out-of-date warning icon to
display a tooltip with more details about the start/end
date settings triggering the icon to appear. More
information on the conditions that trigger this error
message can be found in “Using Start and End Dates,”
on page 143 and “Approving an Asset for Publishing,”
on page 207.

A%F-SII: Ready for Approval

™ This asset is currently deadlocked in workflow]
- - T

Deadlock Warning

Hold your cursor over a deadlock warning icon to
display a tooltip with more details about the workflow
settings triggering the icon to appear. For more
information on the conditions that trigger this error
message, see “Deadlocks,” on page 219.

9/24/48 2:18 PM
[1#ednesday, September 24, 2005 2:18:30 PM EDT|

Date and Time

Hold your cursor over any date to view the date and time
in long format.
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Asset type and
name of the asset
you are working on

Section
selector

SOFTWARE

Quick Reference

Asset Pane

When you create, inspect, or edit an asset, the asset pane displays the appropriate asset
form. In each asset form, you interact with the following:

* Action Bar
* Form Sections

(Product (FSII Product): FSII FSE DVD VCR Combo ) Locale en_US - Master Asset ¥ — .
Action bar
||‘h] Preview |}J Inspect |_& Edit | =il Copy | fﬁ Delete |
® Content —_
O Metadata Name:
O Relations FSII FSE DVD VCR Combo
Description:
0] . Double Feature DVD/VCR Combination Deck, Black Universal Remote Control
Marketing Included
O workflow FSIIManufacturer:
O Publishing FSII F5 Electronics Ltd.

FSIISubcategory:

FSII Combination DVD Flayers

FSII Combination VCRs

SKU:

FSEDVDVCR

Long Description:

This model outputs a high-density progressive DVD video signal rather than the
traditional interlaced signal. When connected to a digital television with 480p display
capability or better, the result is a clearer DVD picture without bothersome, jagged-
edge motion artifacts. .
Content section
Double Feature DVD/VCR Combination Deck, Black Universal Remote Control Of an “|nspect”
Included Dimensions (H x W x D): 3.800" x 16.900" x 14.300" Weight: 15.20 |bs form

Price:
179.95

Image:

Keyword:

=No Value>

Product Name:

FSE DVD VCR Combo

Product Short Description:

Double Feature DVD/VCR Combination Deck, Black Universal Remote Control
Included

TemplateAttr:

=No Value>

Note

» Depending on your role(s) in the site, the way your developers configured the
asset types available to you, and the task you want to accomplish, some of the
interface elements and form sections described in this section may not appear or
be accessible to you.

* Your CS administrator may have customized the asset form sections available to
you. In such case, the descriptions in this guide might not match the form
sections you see in your interface. You may also see custom sections that are not
part of Content Server’s default implementation.
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Action Bar

The action bar at the top of each asset form allows you to initiate many asset management
functions, such as editing, saving, or previewing an asset.

The action bar is dynamic; that is, it displays different functions based on the following:
- The content management task you are performing
- Whether you have the permissions necessary to perform the selected task
- Whether your site is set up for multilingual support
- Whether the asset you are working with has been translated into other languages
The action bar also displays the name and asset type of the asset you are working on.

Form Sections

Asset forms are divided into sections, accessible via the form section selector. Your
administrator has the ability to customize the asset forms (and their individual sections) on
your site, as well as grant or deny you permissions to access specific form sections.

The default Content Server implementation contains the following form sections:

Table 5: Asset form sections

Content View and edit the content stored in the asset.
For more information, see Chapter 3, “Creating and Editing Assets.”
(Your administrator can customize this section.)

Metadata View the asset’s metadata, such as creation date, asset ID, and any
asset type-specific attributes.

Assign a start date and end date (for more information, see “Using
Start and End Dates,” on page 143.)

Modify the asset’s Locale setting (for more information, see “Setting
or Changing an Asset’s Locale Designation,” on page 114).

Select a template for the asset.
Select a subtype or category for the asset.
(Your administrator can customize this section.)

Relations View the assets this asset is related to or associated with.
Create and modify associations for the asset

For more information, see “Working with Asset Associations,” on
page 154.

(Your administrator can customize this section.)

Marketing View and edit Engage (if installed) options for the asset.
For more information, see “Rating Assets for Segments,” on page 165.
(Your administrator can customize this section.)
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Table 5: Asset form sections (continued)

Workflow View workflow-related information for the asset.
Perform workflow actions, such as finishing your assignments.
For more information, see Chapter 12, “Workflow.”

If no workflow processes are enabled for the current site, this selection
is unavailable (greyed-out).

Publishing Approve the asset for publishing to one or more destinations.
Approve dependent (blocking) assets, if asset has dependencies.
Monitor the publishing status of the asset.

For more information, see Chapter 11, “Approval for Publishing.”

If no publishing destinations are enabled for the current site, this
section is unavailable (greyed-out) in the section selector.

Sharing Share the asset with other sites that you have permissions to work
with.

For more information, see “Sharing Assets with Other Sites,” on
page 164.

If the requirements for sharing the asset (outlined in “Sharing Assets
with Other Sites,” on page 164) are not met, this section is unavailable
(greyed-out) in the section selector.

\ersions View the asset’s revision history.
Roll asset back to a previous version.
For more information, see Chapter 13, “Revision Tracking.”

If revision tracking is not enabled for the asset type, this selection is
unavailable (greyed-out) in the section selector.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

sssssssss

72



Chapter 3
Creating and Editing Assets

SOFTWARE

This chapter describes the basic procedures for creating, editing, and deleting assets,
illustrated with examples from the FirstSite Il sample site.

This chapter contains the following sections:

Creating Assets

Editing Assets

Working with the FCKEditor

Working with the Image Picker

Working with the Clarkii Online Image Editor
Working with Flash Content

Working with the Date Picker

Deleting Assets
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Creating Assets

Creating Assets

The Dash interface is designed to be used by content providers, rather than developers.
Therefore, the following system-defined asset types are not accessible from the Dash
interface: Template, Link, Query, Collection, DimensionSet, Dimension, and LinkSet.
Assets of these types can be created and displayed only in the Advanced interface.

Creating assets is permission based as well. If you have the right permissions, you can
create brand new assets “from scratch,” using Content Server’s Dash 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. Both methods are described
later in this section.

You can also create new assets using the Advanced interface (described in the Content
Server Advanced Interface User’s Guide), or one of the Windows-based clients:

e Content Server Desktop, which enables you to create assets from within Microsoft
Word.

e Content Server DocLink, which (in the form of a Windows Explorer extension)
enables you to create document assets out of a variety of popular file formats, such as
Microsoft Word or PDF documents.

The difference between the two Windows clients is in how the assets they create are stored
in the CS database: the assets you create with CS-Desktop are converted to the fields that
you see in the asset forms in Content Server’s interface; the assets you create with
CS-DocLink are stored in their native format as single objects called blobs, or binary large
objects.

Which Assets Can You Create?

The assets you can create (and copy) are determined by how the administrator has
personalized the “Create New...” drop-down list for your role. The purpose of
personalizing the contents of the “Create New...” drop-down list is to make your job
easier.

¢ You should not have to see assets you are not interested in.

* You should not have to provide information that is already known, or that you have no
way of knowing without researching.

« |If set values are required, you should not be able to alter these values.
» Reasonable defaults should be preselected for you.
» Aflex asset that is based on an asset definition should have that definition preselected.

e An asset that must enter a workflow upon creation should be preassigned to the
appropriate workflow process.

By personalizing the contents of the “Create New...” drop-down list, the administrator
makes sure that you can focus on the quality of the content you create, and not on the
technical aspects of entering and storing it in the Content Server system.
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Creating Assets

Creating a New Asset

Note

Which assets you can create is determined by: the assets that are supported in the
Dash interface, and the asset types made available to you by your CS administrator.

To create a new asset
1. Log in to the site you want to work with.
2. Select the type of asset you want to create. Do one of the following:

- Inthe “Create New...” drop-down list at the top of the navigation pane, select the
type of the asset you want to create.

- (Optional) If the “Quick Access” pane is displayed, do the following:

1) Use the left and right arrows located at the edges of the pane to scroll through
the asset types available to you.

New Content Parent New Content New Document Parent

2) Click the icon representing the desired asset type.
Content Server displays the “Create New Asset” form:

Q Create New Content
3 Cancel I = Mext
FRegquired field

Name:

Content Definition:
FSII Article

Locale:

Locale |

Workflow process:
FSII: Approval for Content

Assignees:
ContentEditor

[ connie
[[firstsite
[ fwadmin

3. Inthe “Create New Asset” form, do the following:

a. Enter a name for the asset. Note the following conventions when naming the
asset:

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

Creating Assets

- The following characters are not allowed: single quote ("), double quote ("),
semicolon (;), colon (3), question mark (?), percent sign (%), less-than sign
(<), and greater-than sign (>).

- The name can contain spaces (except for names of flex attributes), but cannot
start with a space.

If you 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. For more information, see Chapter 5, “Working with
Multilingual Assets.”

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 following fields:

- The Workflow Process field, showing the pre-assigned workflow process

- The Assignees field, listing possible assignees for each role required by the
process

Select at least one assignee for each role to proceed with the creation of the asset.
Any of these users can complete the next step in the workflow process.

For more information, see Chapter 12, “Workflow.”
Click Next.

Content Server displays an empty “Edit” form. The name you entered in step a is
pre-filled in the Name field.

4. Fill in the “Create” form as follows:

Save your work as you go. Click Save to save your progress as you work on the
asset. When you click Save, Content Server commits the changes to the database
and keeps the asset open in the “Edit” form so that you can keep working.

If any of the fields or form sections are unfamiliar to you, consult your developers
or CS administrator.

When populating the form, take note of the following:

- Required fields. You must fill in all required (highlighted) fields 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
WY SIWYG-enabled viaa WYSIWYG editor, such as FCKEditor. These text
fields allow you to enter and format your content using controls similar to
those of Microsoft Word. For more information, see “Working with the
FCKEditor,” on page 84.

- Date fields. You may see a Date Picker (calendar) icon next to a date field.
Clicking the icon invokes the Date Picker attribute editor; see “Working with
the Date Picker,” on page 95 for more information.

- 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
next to the field. Clicking the button displays a pop-up window showing
thumbnails of the image assets you can select. For more information on Image
Picker, see “Working with the Image Picker,” on page 86.
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Creating Assets

- Clarkii Online Image Editor fields. You may see a field (or fields) that
allows you to edit images directly in the asset form, using Clarkii OIE. For
detailed instructions, see “Working with the Clarkii Online Image Editor,” on
page 89.

- Flash content fields. You may see a section in the asset form that prompts
you to compose Flash content from Flash templates, images and text of your
choice. For detailed instructions, see “Working with Flash Content,” on
page 93.

- Fields that prompt you to create or select assets. You may see fields that
prompt you to create or select a parent or a template, or associate an asset with
the asset you are creating.

Do one of the following:
» If the field displays an Add New button, follow the steps below:
1) Click Add New to create a new linked asset.
2) Fillin all the required attributes for the new linked asset.
3) Click Save and Close to return to editing the original asset. See

The new linked asset is added to the original asset’s definition. You may
have the option of creating more than one new linked asset for the same
field in this manner.

» If the field displays a drop-down list, select the desired asset from the list.

» If the field displays a Link Asset (or Link Parent) and a Show Assets
button, follow the steps below:

1) Click Show Assets.
Content Server displays a list of assets eligible as values for the field.

2) Navigate to the desired asset(s). Select the asset(s), using the
associated radio button or check box(es).

3) Click Link Asset (or Link Parent).

Content Server links your selected asset(s) to the new asset. The name of
the linked asset is displayed in the field. More information on linking
assets and parents can be found in “Working with Asset Associations,” on
page 154.

b. Select the next section in the form section selector and populate the section as
outlined in step a on page 76. Continue until you have populated all required
sections (marked with an asterisk). Populate other sections as necessary.

5. Save the asset by clicking Save & Close.

When you save the asset, Content Server displays the asset in the “Inspect” form,
unless:

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

If either of the above is true, Content Server displays an error message indicating the
offending fields. Correct the errors, then click Save & Close.
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Creating Assets

(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 224.

(Optional) If you want to see how the asset would look if it were published, you can
preview it. To do so, click Preview in the action bar at the top of the asset’s “Inspect”
form. A new window opens and displays the asset in its rendered form.

Note

If the asset is time-sensitive (specifies start and/or end dates), you must
specify the preview date in the preview window. (Start/end dates are set in the
asset’s Metadata tab. For more information, see Chapter 8, “Previewing

Future Sites.”)
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Creating Assets

Creating a New Asset by Copying an Existing Asset

You can create a new asset by copying an existing asset. You can then work on the copy,
reusing the information already present and making changes where necessary. You can
copy an asset even if it is checked out by another user.

Note

Which assets you can copy is determined by the asset types made available to you by
your CS administrator.

To create a new asset by copying an existing asset

1.
2.

SOFTWARE

Log in to the site you want to work with.
Find and select the asset.
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you previously added the asset to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags tree is collapsed, expand it
by clicking the Tags bar.)

For more information on finding assets, see “Finding and Organizing Assets,” on
page 99.

b. Inthe list of results, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
In the action bar, click Copy.

Note

If the Copy button or menu item is not displayed, stop here. You do not have the
permissions to copy the asset. If you have questions about your permissions,
contact your CS administrator.

Content Server displays the “Create New Asset” form:

O Create New Content

3 Cancel | =» Next

Reguired field

Name:

Content Definition:
FSII Article
Locale:
Locale |»

Workflow process:
FSII: Approval for Content

Assignees:
ContentEditor

[ connie
[[firstsite
[ fwadmin
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In the “Create New Asset” form, do the following:

a. Inthe Name field, enter a name that uniquely identifies the new 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 (except for names of flex attributes), but cannot
start with a space.

b. (Optional) Set or change the new asset’s locale designation in the “Locale”
drop-down list.

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.

- If the 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 5, “Working with Multilingual Assets.”

c. (Optional) 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 following
fields:

- The Workflow Process field, showing the pre-assigned workflow process

- The Assignees field, listing possible assignees for each role required by the
process

You must select at least one assignee for each role to proceed with the creation of
the asset. Any of these users can complete the next step in the workflow process.

For more information, see Chapter 12, “Workflow.”
d. Click Next.
An “Edit” form containing the fields and values of the asset you copied appears.

5. Make your changes in the “Edit” form.

SOFTWARE

See step 4 on page 76 for details on filling in the fields on this form.
Save the asset by clicking Save & Close.

When you save the asset, Content Server displays the asset in the “Inspect” form,
unless:

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

If either of the above is true, Content Server displays an error message indicating the
offending fields. Correct the errors, then click Save & Close.

(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 224.
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8. (Optional) If you want to see how the asset would look if it were published, you can
preview it. To do so, click Preview in the action bar at the top of the asset’s “Inspect”
form. A new window opens and displays the asset in its rendered form.

ing a New Asset in CS-Desktop

You can create new assets using the CS-Desktop client, provided your system is set up to
support it. When using CS-Desktop, the assets you create originate as Word documents.
The content from each document is entered into the Content Server database as an asset by
mapping document contents to asset fields directly from within Microsoft Word. To do
this mapping, you must have the CS-Desktop client installed on your local machine.

When you install the client, you also install an online Help file that describes how to use

CS-Desktop. After the client is installed, the Help file is accessible from within Word. To
install the client (and the Help file), extract the provided archive (csdesktop.zip) and

launch the setup.exe file.

ing a New Asset in CS-DocLink

You can create new assets from common binary file types such as text files, spreadsheets,
and images using CS-DocL.ink, provided your system is set up to use it and you have the
client software installed on your machine. You create new assets by dragging and
dropping files into a folder-like hierarchical view of the Content Server database in
Windows Explorer.

When you install the client, you also install an online Help file that describes how to use
CS-DocLink. After the client is installed, the Help file is accessible from within Windows
Explorer. To install the client (and the Help file), extract the provided archive
(Csboclink.zip) and launch the setup . exe file.
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Editing Assets

Assets can be edited in a variety of ways, depending on the asset type and your system
configuration. You can edit an asset by using any of the following interfaces:

Content Server’s Dash interface

Content Server’s Advanced interface (described in the Content Server Advanced
Interface User’s Guide)

CS-Desktop
CS-DocLink

In your Internet browser, using the InSite interface (for instructions, see Chapter 6,
“Working with the InSite Interface”)

Note
e You must have the right permissions to edit assets.

e To use the CS-Desktop and CS-DocL.ink clients, or the InSite interface, your site
must be specifically set up to enable such functionality.

Editing Assets in the Dash Interface

To edit an asset in the Dash interface

1.
2.

SOFTWARE

Log in to the site you want to work with.,
Find and edit the asset.
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you previously added the asset to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags tree is collapsed, expand it
by clicking the Tags bar.)

For more information on finding assets, see “Finding and Organizing Assets,” on
page 99.

b. Inthe list of results, navigate to the desired asset and click the Edit (pencil) icon
to the left of the asset’s name.

Content Server displays the asset in the “Edit” form.
Make your changes in the “Edit” form.
See step 4 on page 76 for details on filling in the fields on this form.
Save the asset by clicking Save & Close.

When you save the asset, Content Server displays the asset in the “Inspect” form,
unless:

- You have left out one or more required fields in one or more sections
- Anentry or selection you have made in is not permitted
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If either of the above is true, Content Server displays an error message indicating the
offending fields. Correct the errors, then click Save & Close.

5. (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 224.

6. (Optional) If you want to see how the asset would look if it were published, you can
preview it. To do so, click Preview in the action bar at the top of the asset’s “Inspect”
form. A new window opens and displays the asset in its rendered form. (Note that for
the preview function to work, the asset must have a template assigned to it.)

Editing Assets in CS-Desktop

To edit an asset that was created in Microsoft Word, you use the CS-Desktop toolbar,
which is added to the Word interface when you install the CS-Desktop client on your local
computer. For complete information about using CS-Desktop, consult the CS-Desktop
Help file accessible from the CS-Desktop toolbar inside Microsoft Word.

Note

CS-Desktop assets cannot be edited in the Dash interface because saving a
CS-Desktop asset in Dash would irreversibly sever the asset’s link to CS-Desktop.
The asset would no longer be accessible in CS-Desktop.

If you attempt to edit a CS-Desktop asset in the Dash interface, a warning will
appear and you will be returned to the asset’s “Inspect” screen.

Editing Assets in CS-DocLink

When you install the CS-DocL.ink client software, a “CS-DocLink” node is added to the
tree in the left pane of the Windows Explorer window. To edit an asset that was created
from a binary file, you navigate to the asset in the CS-DocLink hierarchy as if you were
browsing your local file system, and drag the asset to your desktop. You then open the file
in its native application and make the appropriate changes. To save the modified file to the
Content Server database, you save it in its native application and then drag it from your
desktop back to where you found it in the CS-DocLink hierarchy.

For complete information on how to use CS-DocL.ink, see the online Help that is installed
with the client software.
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Working with the FCKEditor

FCKEditor is a popular third-party WY SIWY G editor that ships bundled with Content
Server as the default editor for WYSIWY G-enabled text fields. FCKEditor allows you to
apply a wide range of MS Word-style formatting to your content.

Figure 5: FCKEditor

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

To restore FCKEditor to normal
size, click Maximize again.
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Its a fact Many content management projects are expensive to implement, disruptive to the organization, and prone to failure. Yet FatWire Content Server 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, Fat\Wire offers FirstSite, which leverages the experience and best practices of our many successful customers. FirstSite is a quick-start

and a best practices methodology. FirstSite helps ensure that your site is implemented the jright way, right away

FCKEditor 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 FCKEditor. To learn more
about FCKEditor and its capabilities, consult the editor’s documentation, available at
http://docs.fckeditor.net.

Several features on the FCKEditor toolbar are specific to Content Server. The features are
shown and explained below:

Figure 6: Content Server Specific Features in the FCKEditor

Stylesheet and Style
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successfully at over 450 cugtomiers for dwide range of solutions: corporate Web sites, product marketing sites, partner extranets, and employee intranets to name a few. To help
immunize customers from plotential profjlenys, FatWire offers FirstSite, which leverages the experience and best practices of our many successful customers. FirstSite is a quick-start
program that includes a collectign of stapdafd templates and site components that are common to most sites, combined with documentation, training, a rich developer community,

and a best practices methodology. Airstite helps ensure that your site is implemented the \right way, right ;away

Pick an image to include

—— Include asset

Create and include a new asset
Add asset link
Create and link a new asset

o Stylesheet — Lists XML files that specify how text can be formatted in the field you
are working with.
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Content Server ships with a default XML file template, and the developers for your
system can create additional XML files. If your developers have not added any XML
files, then only the default XML file will be available to you in the drop-down list.

Instructions on using the Stylesheet menu are available in “Linking Two Assets
Directly” (see, in particular, step b on page 178).

e Style — Lists styles that are specified in the selected style sheet (in the Stylesheet
menu).

e 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 173.

« 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 179.

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 182.

* Pick an image to include — Enables you to include an image from the “Image
Picker,” into the referring asset’s FCKEditor 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 189

e Create and link a new asset — Enables you to create a target asset directly from the
referring asset’s FCKEditor enabled field(s), and to insert a hypertext link to that
target asset. For more information, see “Insert a Hyperlink to the New Target Asset,”
on page 194.

* Create and include a new asset — Enables you to create a target asset directly from
the referring asset’s FCKEditor enabled field(s), and to include the previewable
content of that target asset. For more information, see “Include the Target Asset’s
Previewable Content,” on page 197

Loading an FCKEditor

When many FCKEditors are configured for a given asset (for example, an FCKEditor for
each of five fields), the process of loading the asset’s “New” or “Edit” form can take a
long time. To minimize the time it takes to load an asset form, your Content Server
developers have the option to implement a feature called “lazyload.” When the 1azyload
parameter is set to true, FCKEditors in the asset will not automatically load with the
asset form. Because less elements are loaded at the same time as the asset form, the
loading process is faster.

To work in an FCKEditor-enabled field when lazyload is implemented, you must initiate
FCKEditor for that field by clicking in the field. When you click in the field, the
FCKEditor toolbar opens.
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Working with the Image Picker

When working with assets whose forms allow you to associate them with one or more
image assets, you may have the option to visually choose an image asset to associate with

the asset you are creating or editing. This method of selection is made possible through the
Image Picker attribute editor.

Note

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

e The fields for which Image Picker is enabled
» The asset type of the image assets displayed by Image Picker

Perform the following steps to associate an image asset with the parent asset:
To associate an image asset with a parent asset using the Image Picker

1. Inthe asset’s “Edit” form, scroll to the desired field and click Browse Images.

[E Browse Images i

Mo Image
Selected

Image Picker opens in a pop-up window.

& http:{fsaraswat-e520:9080/servlet/ContentServer - Windows Internet Explorer [Z”E‘E|
Image Picker
Thumbnail Size: Images Per Page: 10 25 50 100 [ Enter Search Text Here | “search ]

Showing 11 through 20 of 29

29 Tmages
Previous | Page 2 of 2 |Next
Sort by:

e e i AUDID | co

Name

File Name : — Modified Date
File Size in: \_ B

Pixels|Bytes

BrandsImageOct.j... December Header ... FSII audioco.gif... FSII AudioCo_iAC... FSII AudioCo_iAC...
— 754 % 50 E KE KB 3.27 KB 2 KB

74 x 1

85x9 3.27 KB 185 x 95

MIME
File Type
StartDate|] | Fs . INNOVATIVE A imm =
End Date | ELECTRONICS IR IR | | B B
FSII fs.gif FSII innowvative.... FSII superior.gi...
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ItemImage.jpg October Hallowee...

65 x 95 764 x

S8 x 41 | 3.74 KB 158 x 41 | 4.53 KB 158 x41 | 3
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For each displayed image asset, Image Picker shows a thumbnail of the image, as well
as its properties, such as file name, dimensions (in pixels), file size, MIME type, and
the start and end date (if no start or end date is specified, “N/A” appears instead of a
date). Pause the cursor over any image to view it full size. If the image name was
elided in the thumbnail view, you can see the full image name in the mouseover

window.

FSTI FSE_DigitalAudioPlayer.jpg
250 x 250 | 29,57 KB

im jpeg

(Optional) If the pool of available images is large, you can narrow the selections by
searching for a specific image asset. Enter one or more keywords describing the asset

Working with the Image Picker

into the Search field at the top of the Image Picker window and click Search.

Image Picker displays the images matching your search criteria.

s http:/flocalhost: BOBO/cs/ContentServer - Windows Internet Explorer

Image Picker

Thumbnail Size: | 100 pixels v

Images Per Page: 10 25 50 100

Showing 1 through 3 of 3

FSII IES_HiFi-VH...

3 Images
Page1of1
Sort by:
Name

Modified Date

(Optional) Adjust the size of the displayed thumbnails by selecting a pixel width from
the “Size” drop-down list. Available sizes range from 100 to 200 pixels in 25-pixel

increments.
Navigate to the desired image.
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- Use the Next and Previous links to page through the image thumbnails.
- Use the Sort By links to sort the images by Name or Modified Date.

5. Click on the image you wish to associate with the asset.

The Image Picker window closes and the image asset
you selected is associated with the parent asset. If the

Image:

field was already populated with an image asset, the (

newly selected asset replaces the previous one. A g b Browse images
thumbnail of the corresponding image appears in the | :”L

field you edited.

Click Save & Close to save your changes to the
parent 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” form. For example, you can use Clarkii OIE to enhance an image
by adding graphics and/or text to it.

Note

Clarkii OIE is supported on all browsers on which Content Server is
supported, including Safari. Your site developers enable Clarkii OIE on a per-
field basis when configuring asset types. For more information, see the
Content Server Developer’s Guide.

Figure 7 shows an example of an image that was edited in an asset field using Clarkii OIE.

Figure 7: Clarkii Online Image Editor rendered in a field of an asset’s “New”
form
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the Image Picker and Alt Text:
place an image on the I T N MW~M1"‘_’L~«J‘I\»“ o

Clarkii OIE canvas

Clarkii OIE requires you to have Flash installed. If you do not have Flash installed,
then 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).
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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 images currently on the canvas. Your developers determine which images will be
available to you.

Add an image as a layer to existing images on the Clarkii OIE 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(s) on the canvas as necessary.

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 “New” or “Edit” form. Depending on which
interface you are working with, do one of the following:

- Ifyou are working in the Dash interface, navigate to the field associated with
Clarkii OIE in the asset’s “New” or “Edit” form and click the Image Editor
(pencil) icon.

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

v oty A et g iy Pl v

| | Loy properes -

[ree—r— -x
| B (3 Terchas
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- If you are working in the InSite interface:
1) Inthe InSite pane, click the Editing option.
The asset is displayed in the “Editing” mode.
2) Click Edit Asset next to the image you wish to modify.

An Advanced “Edit” form for the selected asset is rendered in a pop-up
window. The Clarkii OIE window is displayed in its associated field and looks
similar to the following:

Note

Your site developers enable the button that invokes the asset’s
“Edit” form in the pop-up window. If you do not see an option to
edit the asset in the InSite interface, contact your administrators or
developers.

2. (Optional) The following instructions are some of the more commonly used steps for
working with the Clarkii OIE feature. For example, inserting images and making other
modifications (such as adding text) as necessary.

Note
» If you are working in the Dash interface, you can clear the canvas at
any time by clicking the | icon, located to the right of the
Clarkii OIE area.
e If you are working in the InSite interface, you can clear the canvas at
any time by clicking the trash can icon above the Browse Images
button.

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

a) Under the Clarkii OIE area, click Browse Images to select from a pool of
images made available to you by your developers.

The Image Picker opens in a pop-up window.
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b) Inthe Image Picker window, find and select the desired image. For
instructions, see “Working with the Image Picker,” on page 86.

Selecting an image closes the Image Picker window. The image is placed on
the Clarkii OIE 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 wish to add an image as a layer on top of existing images on the Clarkii OIE
canvas, do the following:

a) Under the Clarkii OIE area, click Insert Image to select from a pool of
images made available to you by your developers.

The Image Picker opens in a pop-up window.

b) In the Image Picker window, find and select the desired image you wish to
add as a layer on the Clarkii OIE canvas. For instructions, see “Working with
the Image Picker,” on page 86.

Selecting an image closes the Image Picker window. The image is placed on
the Clarkii OIE canvas as a layer on top of the other images currently existing
on the canvas.

c) (Optional) If you wish to insert an additional image as a layer on top of the
images currently on the canvas, repeat steps a and b.

- Depending on how your developers have configured the Clarkii OIE toolbar and
menu options, you can add text and make other edits as necessary (such as
repositioning images on the canvas).

For example, using the Clarkii OIE menu you can insert an image from your local
computer onto the Clarkii OIE canvas:

a) Inthe 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.

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.

For instructions on using specific functions, visit the following URL.:
http://www_online-image-editor-clarkii.com/

3. Save the asset. Do one of the following:

- If you are working in the Dash interface, fill in the required fields of the asset
form, then click Save & Close to save the asset.

- If you are working in the InSite interface, make any other changes to the asset’s
“Edit” form and then click Save Changes. To close the pop-up window, click
Close this window.

Once saved, the layered image becomes a flat image. This means that any images and/
or text you added to the Clarkii OIE canvas are merged into one image.
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Working with Flash Content

Content Server allows you to compose Flash content from Flash templates, images, and
text, directly in an asset’s “Edit” form. You compose Flash Content through the following
steps:

SOFTWARE

1.

6.

Select a Flash template. Your site designers create Flash templates that accept the
foreground image and text you will be adding.

Add an image. The images and Flash templates, made available to you by your
developers, have been designed to form complete pieces of content when combined.

Add supporting text.
Preview the resulting Flash content and make further changes if necessary.

Save and close the asset. When the Flash content is rendered on the online site, the
image and text you have added will be embedded automatically.

(Optional) Preview the asset and make further changes if necessary.

If you have any questions about this process, consult your site developers.

To compose Flash content

Note

This procedure is an example, based on the FirstSite |1 sample site, meant to
illustrate the steps necessary to compose Flash content. The asset forms on your site
may be set up differently from our example.

Before using this feature, make sure that:

Your developers have coded the asset type and associated templates to support
the image editing functionality

Your site designers have created the appropriate Flash templates and images

If you have any questions, contact your site designers or developers.

Log in to the site you want to work with.
Create a new Flash asset or find and open an existing asset that you want to modify.

In the asset form, navigate to the appropriate section and field. (In our example, the
Content section contains a group of fields whose names begin with Flash. Consult
your developers for information on the fields and sections available in the asset forms
on your site.)

Select a Flash template:
a. Inthe FlashTemplate field, click Show Assets.

Content Server displays a list of assets eligible as values for the field.
b. Inthe list of assets, navigate to the desired asset and select its check box.
c. Click Link Asset.

The name of the Flash template asset you selected is displayed in the field.
Add an image:
a. Inthe Flashlmages field, click Browse.
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The Image Picker opens in a pop-up window.

b. Inthe Image Picker window, find and select the desired image. For instructions,
see “Working with the Image Picker” on page 86.

When you select the image, the Image Picker window closes.

c. If you decide that another image is more appropriate, repeat steps a and b to select
another image.

6. Enter caption text into the FlashText field.

7. Click Save to preview the resulting Flash content.

When you click
Save, the
FlashPreview
field displays a
preview of the
resulting Flash
content.

Flash Asset {Flash Asset): My Flash Asset

) Save &Close | 8§ Save | 3 Cancel

* Sections with required felds FRegquired fiald

& Content *
Name:

8.

O Metadata

© Marketing My Flash Asset

o

O wiorkflow

O Publishing Description:

o
FlashTemplate:
ISIider vl
FlashImages:

]

&b Add New
FlashText:
|Super MP3
&b Add New
FlashPreview:

Super MP3

(Optional) To add another image and caption, do the following:
a. Inthe Flashlmages field, click Add New.
A new Flashlmages field appears in the form.
b. Repeat step 5 to populate the field with an image.
c. Inthe FlashText field, click Add New.
A new FlashText field appears in the form.
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d. Inthe new FlashText field, enter a supporting caption.

e. (Optional) To change the order in which the captions appear in the Flash content,
use the up and down arrow buttons next to the desired FlashText field to move it.

9. Fill in all required fields in the form, then click Save & Close to save the asset.

10. (Optional) Click Preview in the action bar to preview the asset and see the resulting
Flash content.

Content Server opens a new window and displays the asset in its rendered form. Note
that for the Preview function to work, the asset must have a template assigned to it.

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. Inthe asset’s “New” or “Edit” form, scroll to the desired field and click the Date
Picker icon.

| @ (mm/dd/yyvy hh:mm:55)|

Content Server opens the Date Picker pop-up window.

1. Select the month using the .
left and right single arrows (<, 2. Select the year using
> or the drop-down lists the left and right double
accessed by clicking and grrows (<<, >>) or the
rop-down lists accessed

golding on the associated 7 Septomber, 2008 = by clicking and holding on
own arrows. — ) Today > (» the associated down
Sun Mon Tue Wed Thu Fri 3at arrows.

3. To increase/decrease the e s o
time, drag right/left. Click the up 4 15 16 17 P —
and down arrows to increase/ 2122 23 24é 260 27 . .
decrease the units by 1. 28 29 30 “ 4If)(:t|ICIF(>'thlf delswed day.

B rme(102 : 012 : 22) (Date Picker closes.)

Select date

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 in the asset’s “Edit” form.

3. Click Save to save your changes to the asset.

Deleting Assets

Use Content Server’s delete function to delete assets from the Content Server database.
This function allows the deletion of multiple assets at one time, if desired.
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When you use the Delete function, the asset is not entirely removed from the database.
The contents of the asset are emptied; however, the 1D 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 [Ifanassetis 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,
Content Server displays a list of the references preventing deletion. You can then
remove the references and continue with the deletion.

Deleting Assets

SOFTWARE

To delete assets

1. Log in to the site you want to work with.
2. Find the asset(s) to delete.
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset(s)
and click Search.

- If you previously added the asset(s) to a tag, select the tag that contains the
asset(s) in the Tags tree in the navigation pane. (If the Tags tree is collapsed,
expand it by clicking the Tags bar.)

For more information on finding assets, see “Finding and Organizing Assets,” on
page 99.

3. Delete the asset(s).
a. Inthe list of results, navigate to the desired asset.
Check the check box(es) in the Select column, to the left of the asset(s).
b. Click Delete.
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Content Server displays a message asking to confirm the deletion of the asset(s).

(* Delete Assets - Windows Internet Explorer [ [O1][X]

{'!y\re you sure you want to delete 2 assets ?

3 Cancel | | fil Delete

‘ﬂ Local intranet: o100 v

c. Ifyou are sure you want to delete the asset(s), click Delete. Otherwise, click
Cancel.

Caution
Be careful when you delete assets. You cannot “undo” a deletion.

If you clicked Delete and any of the assets you are deleting has dependencies
preventing the deletion, Content Server displays a results list identifying those
references.

Select the checkboxes of the references that you wish to remove. Click Remove
References and Delete Assets to remove the references and continue with the
deletion. If you do not remove the references to an asset, the asset is not deleted
and a message displays to that effect. You have the option of cancelling out of the
deletion if you do not wish to remove any of the references at this time.

0 assets were deleted successfuly.

2 assets are referenced by other assets.
References Must Be Removed Before Deletion

Select All  Select Mone

Select | Name Referenced By Type |Description Modified
[0 |Fs11 FSE Triple Play Surmmersale . 15% off DVD Flayers Aug 24, 2005
|:| FSIIHotProducts = Hot Products Sep 1, 2005
O FSIlltemOfTheweeak = Itern of the week Jul g, 2005
[0 |Fs1I Innovative Hi-Def Praj... FSIIHotItemsMoy = Hot Itemns Jun 23, 2008
| FSIIHatItemsFromlan E |Hot Items Jun 23, 2008
F FSIIHotltems = Hot Itemns Aug 28, 2005

d. Once the asset(s) is deleted, Content Server’s interface displays a message
confirming the deletion was successful. It also displays an updated list of assets
returned in step 2; the deleted assets are no longer listed.

& 1 Assets have been succesfully deleted.

The database status of the asset(s) changes to “void.”
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Deleting Assets
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Chapter 4
Finding and Organizing Assets

SOETWARE

Content Server provides an easy and effective way to find assets you want to work on.
Once you find them, you can organize them into personalized lists for easy future access.

This chapter describes the basic procedures for finding and organizing assets, illustrated
with examples from the FirstSite 11 sample site.

This chapter contains the following sections:
¢ Finding Assets

e Advanced Search Options

e Organizing Assets
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Finding Assets

Finding Assets

Content Server 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 CS administrator.)

Search Behavior in the Dash Interface

The Dash interface contains search capabilities that differ from those found in the
Advanced interface. The differences, due to integration with the Lucene search engine, are

as follows:

« Before you can perform searches in the Dash interface, the administrator must enable
search indexing on your system (through the Advanced interface).

e The Dash interface allows you to search across all asset types in a given site. You no
longer 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 Dash 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 Dash interface allows you to customize your searches by formulating your search
queries, as described in “Search Guidelines.”

Search Guidelines

When performing searches in the Dash interface, use the guidelines in Table 6 to formulate
your search queries. Customizing your search queries allows you to perform more precise

searches.

Note that searching in the Dash interface is not case-sensitive. For example, searching for
Jack will return assets that contain Jack and assets that contain jack.

Table 6: Lucene search query guidelines

Assets that contain a
phrase.

Enclose the phrase in
quotes.

To find assets that contain the
phrase blue flowers, enter
“blue flowers” as your search

query.

Assets that contain
variations of a term. (The
variations must match the
character length of the
term.)

Use the ? (question mark)
symbol to indicate a single-
character wildcard. A
search term cannot begin
with a wildcard.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide
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To find assets that contain test
or text, enter te?t as your
search query. To find assets that
contain either book or back,
enter b??k as your search

query.
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Table 6: Lucene search query guidelines (continued)

Finding Assets

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

SOFTWARE

Note

Finding Assets

The asset types that you can search for are determined by your permissions (set by
the CS administrator).

To search for an asset

1.
2.

Log in to the site you want to work with.
Specify your search criteria. In the top bar, do the following:

a. (Optional) In the “Search Criteria” drop-down list, select the asset type to which
you want to limit your search. If you do not make a selection, Content Server will

search across all asset types in the current site.

b. Inthe Search field, enter the desired search criteria. Refer to “Search Guidelines,”
on page 100 to find out how to formulate your search query to narrow the scope of
your search.

Click Search.

Note

In the Dash 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 CS administrator.

Content Server displays the results of your search, sorted by relevance.

Select All  Select None
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Select | Tool Name Type | Modified Locale |Start Date |End Date |Relevance «
[0 |8 # |FSI AudioCo iAC-008 Portab... (D|E |11/2/04 3:15PM  |ES [
[0 |8 # |FSII AudioCo iAC-083 Portab... (D|E [11/2/04 3:53PM  |ES e
[0 |\ # |FSII FSE Digital Audio Player @8 |11/2/043:18PM  |ES [ ]
[] |8 & |FSIIFSE DVD VCR Combao @|8 |s/2s5/05 11:52 AM |ES ]
[0 |8 # |FSII FSE Plasma Screen TV [O]IE] 11/3/04 9:03 AM  |EE [ ]
[] |84 # |FS1IFSE Triple Play @@ |11/2/043:10PM (B [—1
O] |M # |FSII Innovative Hi-Def Proj... (@|E |11/2/04 3:57PM  |ER —
[ | # |FSII Innovative HiFi VHS @8 |11/2/043:32PM  |E [ ]
[0 |8 # |FSII Innovative MiniDisc Di... [O)IE] 11/2/04 3:50 PM 5] —
[ |8 # |FSII Superior Hi-Def Plasma... @[3 11/2/04 3:54 PM  |EE —
[0 |# # |FSII Superior Slim DVD Player  (D|E  [11/2/04 3:38 PM  |BS [ ]
[] |# # |Targaline - FinePix 9.0MP D... (@D|E |12/12/07 4:38 PN |E5 [
[0 |[# # |Nanomax - Digital Camera [O]IE] 12/12/07 8:04 PM  |EE [ ]
[0 |8 # |onsdag - Digital Camera @@ |12/12/078:05PM |EE [——
[0 |8 # |Sorama - Flat-Panel LCD HOTV  (@|E  [12/12/07 9:21 PM  |ES —
[0 | # |Sorama - 40 inch LCD HDTV @8 |12/12/07 9:27PM  |ES [ ]
[0 |8 # |Nanomax Flat-Panel LCD HOTV  (@|E  |12/12/07 9:28 PM B [
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Finding Assets

Note

In the list of search results, the description, asset type, and locale are represented
by icons. Hold your cursor over the Info (i) icon to see a tool tip with the asset
description, over the Flag icon to view the locale, and over any of the various
icons in the type column to display the asset’s type.

4. (Optional) sort your search results by clicking one of the columns:

SOFTWARE

- Name

- Type

- Modified
- Locale

- Relevance

Tip
Once your results are sorted, click the same column again to reverse the sort
order.

5. If you want to do one of the following, select the check box in the Select column next
to each asset on which you want to perform the desired operation:

- Add assets to a tag — proceed to step 5 in “Adding Assets to a Tag” on page 107.

- Remove assets from a tag — proceed to step 5 in “Removing Assets from a Tag”
on page 108.

- Delete assets — proceed to step 3 in “Deleting Assets” on page 95.

Navigating Through Your Search Results

The search results list displays 25 matching assets per page of results. If your search
returns more than 25 assets, you can:

1. Go to the next page of search results by clicking Next xx in the top right corner of the
search area, where xx is the number of assets that will be displayed on the next page.

|1-25 of 36 *]

2. Go back to the previous page of search results by clicking Previous xx, where xx
indicates the number of assets displayed on the page of search results preceding the
currently displayed page.

26-36 of 36 =

3. Jump to a specific page of results by selecting the corresponding asset range in the
drop-down list located between the Previous xx and Next xx hyperlinks. For example,
if your search returned 36 assets and you want to jump to the results page displaying
assets 26—36, select 26—36 of 36 from the drop-down list.
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Advanced Search Options

Saving the Results of Your Search

To save the results of the search you performed, proceed to step 4 of the procedure,
“Adding Assets to a Tag,” on page 107.

Advanced Search Options

In advanced searches, you can search by creation date, the start and end date, locale, and
the asset’s type — or any combination of these items. Your administrator may provide
even more search options.

SOFTWARE

To perform an advanced search for an asset

1.
2.
3.

Log in to the site you want to work with.
In the top bar, click Advanced Search.

In the Advanced search dialog box, fill as many of the fields that follow as you need to
narrow your search:

Al w

Keywords contain:

Author:

Start Date: Selection Criteria v

End Date: Selection Criteria v

Modified Date: Selection Criteria v

Locale: Select Locale v

Asset Type: Select Asset Type w
[ reset ]

Specify how to match search conditions:

1) To have your search results match all the search criteria you select, choose Al
from the Match Of the Following Conditions drop-down list.

2) To have your search results match any one of the search criteria you select,
choose Any from the Match of the Following Conditions drop-down list.

In the Keywords Contain text box, enter words or phrases to search for. The
same options described in “Search Guidelines,” on page 100, may be used in this
field.

Choose a Start Date, End Date, and/or Modified Date by entering a date using
the calendar selectors to fill in these text boxes.

Start Date and End Date are the first and last dates that the asset is displayed on
the delivery web site. See “About Start and End Dates,” on page 144 for more
information.

Modified Date indicates the date the asset was last edited.

If your 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 the
locale field, see “Working with Multilingual Assets,” on page 111.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

104



Chapter 4. Finding and Organizing Assets

Organizing Assets

e. Search only assets of a particular type by selecting an item from the Asset Type
drop down list.

Select All  Select None

Select | Tool Name Type | Modified Start Date |End Date

B |11/2/04 3:15 PM
B |11/2/04 3:53 PM
11/2/04 3:18 PM
8/25/05 11:52 AM
11/3/04 9:03 AM
11/2/04 3:10 PM
11/2/04 3:57 PM
11/2/04 3:32 PM
11/2/04 3:50 PM
11/2/04 3:54 PM
11/2/04 3:38 PM
12/12/07 4:38 PM
12/12/07 8:04 PM
12/12/07 8:05 PM
12/12/07 9:21 PM
12/12/07 9:27 PM

# # |FSII AudioCo iAC-008 Portab...
M # |FSII AudioCo IAC-083 Portab...
) ## |FSII FSE Digital Audio Player
M # |FSII FSE DVD VCR Combo

EE @

) # |FSII FSE Plasma Screen TV
M # |FSII FSE Triple Play

z2 &

M # |FSII Innovative Hi-Def Proj...

)

M # |FSII Innovative HiFi VHS
) # |FSII Innovative MiniDisc Di...

@

) # |FSII Superior Hi-Def Plasma...

@

#H # |FSII Superior Slim DVD Player

)

M) # |Targaline - FinePix 9.0MP D...

@

fH # |Nanomax - Digital Camera
fHl # |Onsdag - Digital Camera

Z2 &

# # |Sorama - Flat-Panel LCD HDTV
M # |[Sorama - 40 inch LCD HDTV

)

BRERERERERERERERERS
UL

e ReLBe e
o

0 e 0 s
@

# # |Nanomax Flat-Panel LCD HDTV 12/12/07 9:28 PM

Organizing Assets

SOFTWARE

Content Server allows you to organize assets into groups by adding them to tags. Tags are
keywords which you use to label assets sharing one or more common factors (for example,
a theme or topic). By adding assets to tags, you create personalized lists of assets that you
can easily retrieve in the future. For example, you can create a tag named “My Avrticles”
and use it to maintain a list of all “Article” assets you have created so far.

You can add and delete assets to and from a tag at any time. When you run a tag, Content
Server returns a list of assets assigned to that tag. An asset can be assigned to more than
one tag. If you delete a tag, all assets assigned to that tag are automatically disassociated
from the tag before it is deleted.

Note

You can use tags only for managing and organizing your work. You cannot use tags
to group assets for delivery purposes.
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Types of Tags

Content Server supports the following types of tags:

System Tags

System tags are pre-defined tags that help you keep track of your workload. They are
displayed under the System node in the Tags tree, as follows:

« My Checkouts — returns a list of assets currently checked out to you.

* My Assignments — returns a list of assets presently assigned to you in the current
site via one or more workflow processes.

« History — returns a list of assets you have worked on during the current session. This
list is cleared every time you switch sites or log out of Content Server.

You cannot create, modify, or delete system tags.

User Tags

User tags allow you to create personalized lists of assets by saving the results of your
searches. You can create, add assets to, remove assets from, rename, and delete user tags,
assuming you have the appropriate permissions.

Note

User tags are user- and site-specific; in other words, the tags you create in a given
site will be accessible only to you and only within that site.

Creating a Tag
Before you can add assets to a tag, you must first create the tag that will store them.
To create a new tag

1. Log in to the site you want to work with.

2. (Optional) If the Tags tree is collapsed, expand it by clicking the Tags bar in the
navigation pane.

3. Click Edit at the top of the navigation pane.
The Create/Edit/Delete tags pane opens.

CREATEfEDIT/DELETE TAGS
Edit Labels

Top Priority Fename |Delete
Campaign 2007 |Rename | Delete
My List Rename |Delete
Back Burner Rename |Delete

My Products Rename |Delete

g New

4. Click New.
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A new row in the table appears with a blank text box.

CREATE/EDIT/DELETE TAGS

Edit Labels

Top Priority Rename | Delete
Campaign 2007 Rename | Delete
My List Rename | Delete
Back Burner Rename | Delete

Save Delete
g New

5. Fill in the text box with the new tag label. Click the Save link next to the label.

The new tag appears under the User node in the Tags tree and in the Create/Edit/
Delete tags table.

6. Continue to “Adding Assets to a Tag,” on page 107 to assign assets to this tag.

Adding Assets to a Tag

By adding assets to a tag, you can save your search results and create personalized lists of
assets for easy retrieval at a later time. The tag can either be a new tag, or a tag you have
used before.

To add assets to a tag

1. Log in to the site you want to work with.

2. (Optional) If the Tags tree is collapsed, expand it by clicking the Tags bar in the
navigation pane.

Perform a search, as described in “Finding Assets,” on page 100.

4. In the search results, select the check box next to each asset you want to add to a tag.
In the “Add To...” drop-down list, select the tag you want to add the assets to.
Content Server adds the selected assets to the tag you chose.

Running a Tag
Run a tag to retrieve the list of assets you have stored in the tag.
To run atag

1. Log in to the site you want to work with.

2. (Optional) If the Tags tree is collapsed, expand it by clicking the Tags bar in the
navigation pane.

3. Inthe Tags tree, click the desired tag.
Content Server displays a list of assets returned by the tag.

Note

In the list of assets, the asset type and locale are represented by icons. Hover
your mouse cursor over the icon to see the name of the asset type or locale.
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Removing Assets from a Tag

If you decide that an asset no longer belongs to the tag to which it is assigned, you can
remove it from the tag.

To remove assets from a tag

1.
2.

Log in to the site you want to work with.

(Optional) If the Tags tree is collapsed, expand it by clicking the Tags bar in the
navigation pane.

In the Tags tree, select the tag from which you want to remove one or more assets.
Content Server displays a list of assets currently assigned to the selected tag.

In the “Select” column, select the check boxes next to the assets you want to remove
from the tag.

In the “Add To...” drop-down list, scroll to the “Remove from...” section, and select
the tag from which you want to remove the selected assets.

Add to... v
Add to...

- Top Priority

- Campaign 2007

- My List

- Back Burner

Remove from

- My Products

Content Server removes the assets from the tag and refreshes the asset list to reflect
the change.

Renaming a Tag

This section shows you how to rename a tag.

To rename a tag

1.
2.

4,

SOFTWARE

Log in to the site you want to work with.,

(Optional) If the Tags tree is collapsed, expand it by clicking the Tags bar in the
navigation pane.

Click Edit at the top of the navigation pane.
Content Server displays a list of tags you have created so far in the current site.

CREATE/EDITfDELETE TAGS

Edit Labels

Top Priority Fename |Delete
Campaign 2007 |Rename | Delete
My List Rename |Delete
Back Burner Rename |Delete

My Products Rename |Delete

g New

In the list of tags, locate the tag you want to rename, and click its Rename link.
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The name of the tag becomes an editable field.

CREATE/EDIT/DELETE TAGS

Edit Labels

Top Priority Rename | Delete
Campaign 2007 Rename | Delete

(h’]'_\" Products| Save Delete
g New

5. Make your changes, then click Save.
Content Server redisplays the list of tags, showing the changes you have made.

Deleting a Tag

TWARE

When you delete a tag, all assets assigned to the tag are automatically removed from the
tag before it is deleted.

To delete a tag

1. Log in to the site you want to work with.

2. (Optional) If the Tags tree is collapsed, expand it by clicking the Tags bar in the
navigation pane.

3. Click Edit at the top of the navigation pane.
Content Server displays a list of tags you have created so far in the current site.

CREATEfEDIT/DELETE TAGS
Edit Labels
Top Priority Fename |Delete

Campaign 2007 |Rename | Delete

My List Rename |Delete
Back Burner Rename |Delete
My Products Renam
g New

4. In the list of tags, locate the tag you want to delete, and click its Delete link.
Content Server deletes the tag and redisplays the list of tags, showing your changes.
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Working with Multilingual Assets
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This chapter shows you how to work with localized assets and multilingual asset sets.

This chapter contains the following sections:

e Overview

e Setting or Changing an Asset’s Locale Designation
e Creating a Translation of an Asset

« Examining the Available Translations of an Asset
e Comparing Translations of an Asset

» Changing the Master Asset of a Multilingual Set

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

111



Chapter 5. Working with Multilingual Assets

112
Overview

Overview

Very often, organizations maintain one or more localized online sites 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 can not 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. Content Server 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.

2. 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 7, on page 113
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:

e Your CS interface will contain locale-related functionality only if the
administrator has set up your site to support multiple languages.

e If you 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 CS administrator.
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Table 7: Asset relationship behavior for multilingual assets

Named and Unnamed |When you create a translation of an asset that contains named
Associations or unnamed 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
CS 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 3 of the next section, “Creating a Translation of an
Asset,” on page 115.

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 CS
administrator.

To set or change an asset’s locale designation

1. Log in to the site you want to work with.
2. Find and open the asset whose locale designation you want to set or change:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you previously added the asset to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags tree is collapsed, expand it
by clicking the Tags bar.)

For more information on finding assets, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
3. Set or change the asset’s locale designation:

a. Switch to the Metadata section of the form by clicking Metadata in the form
section selector.

b. In the action bar, click Edit.
Content Server displays the asset in the “Edit” form.
In the “Locale” drop-down list, select the desired locale.
In the action bar, click Save & Close.
Content Server displays the asset in the “Inspect” form, showing the new locale.

e. (Optional) If your next step is to create a translation of the asset, switch back to
the Content section of the “Inspect” form by clicking Content in the form section
selector, and proceed to step 3 of the next section, “Creating a Translation of an
Asset,” on page 115.
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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 114, then skip to step 3 of
this procedure.

e If you 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 the site you want to work with.
2. Find and open the asset for which you want to create a translation:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you previously added the asset to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags tree is not already visible,
expand it by clicking the Tags bar.)

For more information on finding assets, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
3. Set the target language of the translation. In the “Locales” drop-down list in the action
bar, select Add new locale, where locale is the target language.

@ Product {FSII Product): FSII FSE Plasma Screen TV Locale: | en_US - Master Asset &
B B = en LS - Master Asset
| Jai Save & Close | o Save I 3L Cancel |

Add New es_ES
add Mew fr_FR

Note

If the “Locales” drop-down list 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 CS
administrator.
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Creating a Translation of an Asset

Content Server displays the “Create New Asset” form:

@ Create New Product

3 Cancel | = Next

FRegquired fiald

Name:

Product Definition:
FSII Product

Locale:
de_DE w

Workflow process:
FSII: Approval for Products

Assignees:
ProductEditar

DMary
Craose
[tirstsite
Cfwadmin

4. Inthe “Create New Asset” form, do the following:

a.

In the Name field, enter 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.

(Optional) 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 following fields:

- The Workflow Process field, showing the pre-assigned workflow process

- The Assignees field, listing possible assignees for each role required by the
process

You must select at least one assignee for each role to proceed with the creation of
the asset. Any of these users can complete the next step in the workflow process.

For more information, see Chapter 12, “Workflow.”
Click Next.
An “Edit” form containing the fields and values of the source asset appears.

5. Translate the asset as follows:

Save your work as you go. Click Save to save your progress as you work on the
asset. When you click Save, Content Server commits the changes to the database and
keeps the asset open in the “Edit” form so that you can keep working.

If any of the fields or form sections are unfamiliar to you, consult your developers or
CS administrator.
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Creating a Translation of an Asset

a. For each field, replace the copied content with an appropriate translation.
Make your changes in the “Edit” form.
See step 4 on page 76 for details on filling in the fields on this form.

c. Click Next to populate the next section. Continue until you have populated all
required sections (marked with an asterisk). Populate other sections as necessary.

6. Save the asset by clicking Save & Close.
When you save the asset, Content Server displays the asset in the “Inspect” form, unless:
- You have left out one or more required fields in one or more sections
- Anentry or selection you have made in is not permitted

If either of these conditions is true, Content Server displays an error message
indicating the offending fields. Correct the errors, then click Save & Close.

7. (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 224.

8. (Optional) If you want to see how the asset would look if it were published, you can
preview it. To do so, click Preview in the action bar at the top of the asset’s “Inspect”
form. A new window opens and displays the asset in its rendered form. (Note that for
the preview function to work, the asset must have a template assigned to it.)

When you are finished previewing the asset, close the preview window.

9. Review the assets associated with the translation asset to determine which associated
assets need to be translated into the target language.

a. Switch to the Relations section of the form.

b. Review the assets associated with the translation 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 7, on page 113 for information on how Content Server 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

If you want to check if a translation of an asset exists in a specific language, open the asset
and examine the “Locales” drop-down list in the action bar. If the desired translation exists
for a given language, you can open it by selecting it from the drop-down list.

To check whether a specific translation of an asset exists

1. Log in to the site you want to work with.
2. Find and open the asset whose translations you want to examine:

a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you previously added the asset to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags tree is not already visible,
expand it by clicking the Tags bar.)

For more information on finding assets, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

3. Examine the contents of the “Locales” drop-down list in the action bar. If a translation
in a given language exists, you will see a Show in language... entry for that language
in the drop-down list.

@ Product (FSII Product): FSII FSE Plasma Screen TV Locale:| en_US - Master Asset (v
& & = en_US - Master Asset
| &4 Save & Close | & Save | 3T Cancel | Add New es ES
Add New fr FR

Note

If the drop-down list does not contain a Show in language... entry for the
desired language, stop here. 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 115.

4. (Optional) If you want to open a specific translation of the asset for viewing, select the
corresponding Show in language... entry from the “Locales” drop-down list.

5. (Optional) If you want to compare the asset to one of its translations, follow the
instructions in step 4 on page 119.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

SOFTWARE



Chapter 5. Working with Multilingual Assets 119

Comparing Translations of an Asset

Comparing Translations of an Asset

When multiple translations of an asset exist in the current site, you can compare two of the
translations side by side and choose to edit one of them.

To compare two translations of an asset

1. Log in to the site you want to work with.
2. Find and open the asset whose translations you want to compare:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you previously added the asset to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags tree is collapsed, expand it
by clicking the Tags bar.)

For more information, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

3. (Optional) If you want to make changes to the selected asset while comparing it to
another translation, click Edit in the action bar. (For more information, see “Editing
Assets,” on page 82.)

Content Server displays the asset in the “Edit” form.

4. Toggle the locale “Compare” mode on and choose the translation to which you want
to compare the selected asset.

a. Inthe action bar, select the Compare check box.

Note

If you do not see the Compare check box, stop here. No translations of
the asset you are viewing exist yet. You can translate the asset by
following the steps in “Creating a Translation of an Asset,” on page 115.

The “Compare Locale” drop-down list appears in the action bar.

b. Inthe “Compare Locale” drop-down list, select the translation you want to
compare to the selected asset.
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Comparing Translations of an Asset

The asset form switches to the locale “Compare” mode. In this mode, each field is

shown twice: the selected asset (on top), followed by the translation to which you are
comparing.

“Inspect” mode “Edit” mode
Headline Headline
fr_FR: ~ -4——Selected asset—————pp frFR:
Au Subject du FirstSitell Au Subject du FirstSitell
en_US: . .
About FirstSitell <—Tran3|at|0n to Wh'Ch ——— P en_us:

you are comparing About FirstSitell

(Optional) If you opened the asset for editing in step 3, make your changes, then click
Save & Close.

Note
If for some reason you want to discard the new asset, click Cancel.

Note that if you used the Save button to save your progress while working on the
asset, clicking Cancel will only discard the changes you have made since the
last time you clicked Save. This is because the asset is saved to the database the

first time you click Save. In such cases, you cannot discard the asset by clicking
Cancel.

When you save the asset, Content Server displays the asset in the “Inspect” form, unless:
- You have left out one or more required fields in one or more sections
- Anentry or selection you have made in is not permitted

If either of the above is true, Content Server displays an error message indicating the
offending fields. Correct the errors, then click Save & Close.
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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”
form of any member of the set.

The following procedure shows you how to set a new master asset from the *“Inspect” form
of the set’s current master asset.

To change the master asset of a multilingual set

Note
Note the following:

e The master asset of a multilingual set is indicated in the “Locales” drop-down
list in the action bar.

e 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 247.

1. Log in to the site you want to work with.
2. Find the master asset of the multilingual set:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you previously added the asset to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags tree is collapsed, expand it
by clicking the Tags bar.)

For more information on searching, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

3. Open the translation which you want to designate as the new master asset. In the
“Locales” drop-down list, select Show in language... where language is the locale of
the desired translation.

Content Server displays the selected translation in the “Inspect” form.
4. In the action bar, click Make Master.

The currently open translation asset is designated as the master of the multilingual set
it belongs to.
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Changing the Master Asset of a Multilingual Set
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Chapter 6
Working with the InSite Interface

This chapter describes how to use the InSite interface to add, edit, replace, and position
content directly on a rendered page.

This chapter contains the following sections:

e Overview

e Accessing the InSite Interface

e Previewing Assets

e Editing Assets in the InSite Interface

* Managing Page Content Using the InSite Interface

« Searching for Assets Using the InSite Interface

» Finishing Your Workflow Assignments Using the InSite Interface
e Obtaining the InSite URL for an Asset

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

SOFTWARE



Chapter 6. Working with the InSite Interface 124
Overview

Overview

Business users who do not ordinarily work in Content Server’s interfaces, but who
occasionally need to approve or make changes to content, can do so directly on a rendered
page, using the InSite interface. The InSite interface provides access to Content Server’s
most commonly used content management functions, and is displayed alongside the
rendered page, as follows:

= User:firsistis | Help | Closs

FatWire | Content Server 7

| Preview e o F5ees ~ FEiFusaitacos N [zoces-z3 1oes s | R

FEllanow
Description:
Aot

Template

&) Editing
& Page Layout
@ search

& Assignments

Note

The examples in this section are based on the FirstSite |1 sample site. Depending on
how your site is set up, your interface may differ from the depictions in this section.
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Accessing the InSite Interface

The InSite interface allows you to preview, edit, add, remove, replace, and position

content directly on a rendered page. To accomplish these tasks, you work on content in
one of the following modes:

* Preview — allows you to see how the content would look on the online site. For more
information, see “Previewing Assets,” on page 126.

« Editing — allows you to edit content directly on a rendered page. For more
information, see “Editing Assets in the InSite Interface,” on page 129.

« Page Layout — allows you to add, remove, replace, and position content on a page.

For more information, see “Managing Page Content Using the InSite Interface,” on
page 132.

Additionally, you can access the following functions through the InSite pane:

« Search —allows you to find other assets you want to work with in the InSite interface.
For instructions, see “Searching for Assets Using the InSite Interface,” on page 138.

« Assignments — allows you to finish your workflow assignments. For instructions, see
“Finishing Your Workflow Assignments Using the InSite Interface,” on page 139.

Accessing the InSite Interface

Note
To use the InSite interface, the following conditions must be satisfied:
e You must have the appropriate permissions.
e You must be using a supported browser.

e The template used to display the asset you want to work on (and the asset’s
parent page, if applicable) must support InSite functionality.

Consult your CS administrator or site developers if you have any questions.

You access the InSite interface by previewing an asset. Once you have previewed the
asset, you can use the InSite interface to perform other content management tasks.

You can preview an asset in several ways. For example:
» Use the search feature of the Dash interface to find the desired asset, then preview it.

« Drill down the Site Plan or Asset tree in the navigation pane to open the desired asset,
then preview it.

* Obtain the InSite URL for the asset from another user or your CS administrator. For
example, your colleague would e-mail you the InSite URL for an asset he or she has
worked on, so that you can review it or make changes, depending on your permissions.

Note

Use the Get Link function to obtain the InSite URL for an asset. Once you have
the URL, you can give it to another user so that he or she can work on the asset
in the InSite interface (assuming the user has the appropriate permissions). For

more information, see “Obtaining the InSite URL for an Asset,” on page 142.
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Previewing Assets

When you access the InSite URL, you will be prompted to log in. Once you log in, the
InSite interface displays the asset in “Preview” mode.

Note

There are a number of ways to preview an asset. Procedures in this chapter are
based on the assumption that you are previewing an asset as described in the
next section, “Previewing Assets.”

Previewing Assets

Previewing an asset displays the asset in its rendered form in the InSite interface.
To preview an asset

1. Log in to the site you want to work with.
2. Find and open the asset you want to preview. Do the following:

a. (Optional) If you want to limit your search to a specific asset type, select the asset
type from the “Search Criteria” drop-down list.

b. Inthe Search field in the top bar, enter the desired search criteria and click
Search.

For more information on searching, see “Finding Assets,” on page 100.

c. Inthe list of results, navigate to the desired asset and click the Preview
(binoculars) icon to the left of the asset’s name.

Content Server opens a new browser window and displays the selected asset in the
InSite interface.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

SOETWARE



Chapter 6. Working with the InSite Interface

127
Previewing Assets
Here is an example view of the InSite interface showing the FirstSite 11 home page in
“Preview” mode:
. Preview the asset Toggle the
Switch to the in full screen InSite pane
Dash Interface mode (outside the on and off
Open a new Click a section of InSite Interface)
instan f he InSi n .
thes,;-{gvgﬁc%d t \?vorf\t\(/aitﬁa}[hgtto Select a Select the Preview the
interface section template in wrapper in asset as it will Copy the
which to view which to view appear at a page URL to
the asset the asset future date the clipboard
|._‘. Llsenﬁ'rshi“e|.H_efg|.ClD£

Top |: Fatl ire | Conten Serve’ 7

advanced dash |)| linsit= analytics

Site: FirstSitell Preview emplate: | /FSliLayout

vD Wrapper: | FSIIPraviewWrapp v| |2008-05-25 10:45:22 |@
=[E? Preview FIRST
= Home Articles Products Shopping Cart My Site About
SITE
Name:
=
FSIIAbout Sen Us
Description:
About
Template item of the Week About FirstSitell
InSite e
ane /FSllLayout FatWire's FirstSite Provides the Tools and Techniques for a Fast and
D iption: = =
P e Cost-Effective Implementation
Generates an overall
layout of a page whic
includes calling the Dgtail By: B P.F
template for the spec|fied
asset.
It's a fact: Many content g t projects are expensive to dizruptive to the organization, and
@ Editin v T prone to failure. et FatWire Content Server has been deployed successfully at over 450 customers for a
- g kskolome Blay wide range of solutions: corporate Web sites, product marketing sites, partner extranets, and employee
|i) Page Layout intranets to name a few. To help immunize customers from potential problems, Fat\Wire offers FirstSite, which
— leverages the experience and best practices of our many successful customers. FirstSite is a quick-start
Q;) Search program that includes a collection of standard templates and site components that are commen to most sites,

combined with documentation, training, a rich developer community, and a best practices methodelogy.

ﬁ) Assignments FirztSite helps ensure that your site is implemented the right way, right away.

£
590 4]

—_—

FOWIRID BV

o ;
.. FatWire

sorTWARE

The InSite interface contains the following components, as shown in the above figure:

- InSite pane - displays the type, name, and template (including descriptions) of
the asset you are working with; allows you to switch between InSite modes
(“Preview,” “Editing,” or “Page Layout™), search for assets, and finish your
workflow assignments.

- Top bar — allows you to open a new instance of the Advanced interface; preview
the asset without displaying the InSite interface; toggle the InSite pane on and off;
access the FatWire Support site; and end your InSite session.

- InSite bar — denotes the InSite mode you are working in; allows you to obtain the
InSite URL of the displayed asset, and view the asset using alternate templates,
wrappers, and dates.
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Previewing Assets

(Optional) If you wish to see how the asset would look when rendered by a different
template or wrapper, select a template from the “Template” drop-down list, and/or a
wrapper from the “Wrapper” drop-down list in the InSite bar. Consult your site
developers for information on the templates and wrappers available to you.

(Optional) To view how the page will appear at a future date, use the date picker to
enter a future date, then click Go to update the preview pane.

Once you have previewed the asset, you can perform the following tasks:

Edit the asset using the “Editing” mode. For instructions, see “Editing Assets in
the InSite Interface,” on page 129.

If the asset you are previewing is assigned to a page (or is a page): add, remove,
replace, and position content on the page using the “Page Layout” mode. For
instructions, see “Managing Page Content Using the InSite Interface,” on

page 132.

Find other assets to work on in the InSite interface. For instructions, see
“Searching for Assets Using the InSite Interface,” on page 138.

Finish your workflow assignments. For instructions, see “Finishing Your
Workflow Assignments Using the InSite Interface,” on page 139.

Obtain the InSite URL for the asset. For instructions, see “Obtaining the InSite
URL for an Asset,” on page 142.
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Editing Assets in the InSite Interface
To edit an asset in the InSite interface
1. Make sure the template assigned to the asset you want to edit supports InSite Editing.
Consult your site designers if you have any questions.
2. Preview the asset, as described in “Previewing Assets,” on page 126.
In the InSite pane, click Editing. The InSite interface switches to the “Editing” mode.
- If you dashed outlines around the fields, as shown below, the asset is editable in
the InSite interface. Proceed to the next step.
- If you do not see dashed outlines around the fields stop here. The asset’s template
does not support InSite Editing. For more information, consult your developers.
Click Save to commit your The solid blue outline The cyan dotted The red dotted
changes to the database, or indicates the field is being outline indicates the outline indicates
Cancel to discard them. edited. When finished, click field has not yet been  the field has
out of the field to save. edited. Click in the been edited.

field to edit it. When
finished, click out of
the field to save.

Fati¥ire | Content Server 7 = Lser: firststte

Site: FirstSitell Editing rempete:  ([Foizes v rsreeniagpr M| [2005-02-25 112650 || B
& Editing FIRST
(@ [of save (3T cancel |) S#E Shopping Cart ay sits

Current Selection Bl en_us
Asset Name:
Field Name:

Edited Assets ftem of the Week bout FirstSitell

Name Attribute
[] |Femasect Body
FeIabout Headline
@ Preview A

:ﬂj Page Layout
(il Search

QJ Assignments

FatWire's FirstSite Provides the Tools and fechniquesforaFastand
Cost-Effective Implementation

FSE Triple Play

Click the Edit button to edit the
field in a WYSIWYG editor.

o v

- WSIWYG Editor =———

B SR n MR ==

Pd BB (¢4 25 Bl &8 & &

: Shle ~ | Size - Ty~ g~
The InSite pane shows : Format - | Font -
i Lo e e NE-T=EE T I PR
history Of yoﬁr edits in the It's a fact: Many content management projects are expensive to implement, b |
current session disruptive to the organization, and prone to failure. Yet Fat\Wire Content =

When you finish Server has been deployed successfully at over 450 customers for a wide
editing a WYSIWYG- range of solutions: corporate Web sites, product marketing sites, partner

enabled field, click the
View button. > D
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Editing Assets in the InSite Interface

(Optional) If you would like to view the asset using a template other than the one
assigned to the asset, select a template from the “Template” drop-down list in the InSite

bar.

Consult your site developers for information on the templates available to you.

Click into the field of your choice and make changes to the contents of the field. The
difference between the dashed outlines and the Edit button is as follows:

The dashed outline indicates a simple text field. When you click in a field with a
dashed outline, you can make edits to the text within the field. You cannot,
however, alter the appearance of the text.

The Edit button indicates a field that can be edited in an embedded WYSIWYG
editor (such as FCKEditor). When you click the Edit button, the WYSIWYG
editor replaces the field and displays the field’s contents in editable form. You can
then make your edits to both the text and its appearance. (See “Working with the
FCKEditor,” on page 84 for more information.)

The Edit Asset button next to an image indicates that the image can be edited in
the Clarkii Online Image Editor (Clarkii OIE). Click the button to open the image
asset’s “Edit” form in a pop-up window and edit the image in Clarkii OIE. For
instructions, see “Working with the Clarkii Online Image Editor,” on page 89.

The Edit Asset button next to a piece of Flash content indicates that the content
can be edited by following the steps on page 105 in the Content Server Advanced
Interface User’s Guide. Clicking the button opens the Flash content asset’s “Edit”
form in a pop-up window.

The InSite pane shows the name of the field you are currently editing, and the asset to
which the field belongs. It also shows a history of assets you have edited during your
current InSite session.

Note

When making your changes, keep the following in mind:

The button that invokes the “Edit” form for image and Flash assets in the
InSite interface is generated by the insite:editasset tag and will
display the label chosen by your developers. Our example uses the default
label Edit Asset.

To make your job easier, toggle off the InSite pane to maximize the visible
area on the page. Toggle the pane back on when you are ready to commit
your changes to the database. (Use the Toggle InSite Pane button near the
right end of the top bar to toggle the pane off and on.)

If an editable field is protected by revision tracking, a “lock” icon replaces
the dashed outline to indicate that the field cannot currently be edited.

When you are finished editing a field, click out of the field to return the field
to the view-only state. While not required, doing so will help you keep track
of the changes you make as your work progresses.

6. When you are finished making your changes, click Save in the InSite pane to commit
your changes to the CS database. If you click Cancel, your changes will be discarded
and the asset redisplayed in its unmodified state.
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Editing Assets in the InSite Interface

7. (Optional) If you would like to work on another asset using the InSite interface, find
the asset by performing the steps in “Searching for Assets Using the InSite Interface,”
on page 138, and repeat this procedure.
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Managing Page Content Using the InSite Interface

Managing Page Content Using the InSite Interface

If the asset you want to work with is a page (or is assigned to a page), you can work with

content directly on the page using the “Page Layout” mode, provided the page has been set
up to support slots.

Note
Consult your site designers to find out which pages on your site support slots.

In “Page Layout” mode, each slot on the page accepts one piece of content — an asset. You
add, remove, replace, and position content on the page by dragging and dropping assets into
slots. Below is an example view of the InSite interface showing the FirstSite |1 home page
in “Page Layout” mode:
Click Save to commit your changes to the This slot is occupied by an asset.
database, or Cancel to discard them. You can remove the asset from the
slot, or replace it with another asset.

FatWire | Content Server 7

User:firstsite | Help | Close
advanced | | dash | | insite analytics

m Page Layout templae=: | FSilLsyout ~| HSliPreviewrapper | % (20080925 11:47:04 |@
I_:ﬂ Page Layout FI
a 7 e X cancel I S Home Articlas Produ ts Shopping Cart My Sits About

~

Cone

| en_US
(Search
Type: Find Content L -
) ltem of the Week This slot is empty
e
About FirstSitell | %
Template: FSlDetail W
Search

IAbout FirstSitell

Search results

Name

FatWire's FirstSite Provides the Tools and TechniquesforaFastand
Cost-Effective Implementation

] |F511 AudicCa. America Announces H..
[ | FSII AudiaCo.MewMediaPlayerOffers..
] |Fs1rabout
(]
1

FSIlAudioCoFirstinderWaterMP3Play.,

FSIIFSEIntroducesDVDRecorder
next >

@ Preview A
\D Editing
6;1 Search

ﬁ Assignments Thisslotis empty
y\

FOWIRID BY

@9 Fatwirs

Use the InSite Search
pane to find and select

] This slot is empty. You
assets to drop into slots.

can drop an asset into it.
This section contains the following procedures:

* Adding or Replacing Content on a Page

¢ Removing Content from a Page

« Positioning Content on a Page

Content Server 7.6 Patch 2 Dash Interface User’'s Guide



Chapter 6. Working with the InSite Interface 133
Managing Page Content Using the InSite Interface

Adding or Replacing Content on a Page
This section shows you how to use the InSite interface to add or replace content on a page.

To add or replace content on a page using the InSite interface
1. Make sure the page you want to work with supports slots. Consult your site designers
if you have any questions.
Preview the desired page, as described in “Previewing Assets,” on page 126.
In the InSite pane, click Page Layout.
The InSite interface switches to the “Page Layout” mode.

- If the page supports slots, you will see occupied and/or empty slots, similar to the
ones shown in the figure on page 132.

- Ifyou do not see slots on the page, stop here. The page does not support slots.
If you have any questions, consult your developers.

4. Find the asset you want to add to or use as a replacement on the page. Do the
following in the InSite pane:

a. Inthe “Type” drop-down list, select the type of asset you want to find.
b. Inthe Containing field, enter search criteria describing the asset.

c. Inthe “Template” drop-down list, select a template. Only assets to which the
selected template is assigned will be returned.

d. Click Search.
The results of your search appear in the “Search Results” area of the pane:

K Pagelayout

O | e )| K Concal |
Done
Search

Type: Find Cantent ~
Containing:

Template: | FSliDatail A

Search results

Name

B s AudioCo. America Announces H..

Bl |Fs1t AudicCo.NewMediaPlayerDffars...

E|Fst 1j4 - Nja | About FirstSitell

K] |Fs1IFEEIntroducesDVDR ecorder

.Hlt Preview
&) Editing
':.{‘ Search

ﬁ‘ Assignments

e. In the list of search results, navigate to the desired asset:

The list shows five assets at a time, sorted alphabetically. Hold your cursor over
the asset’s name to view the tool tip. It shows the asset’s start and end dates and
description (N/A displays when no date is assigned).

- Click Next to view the next page of results.
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- Click Prev to view the previous page of results.
5. Inthe list of search results, select the asset you want to add to the page.

FatWire | Content Server 7 e b=} User:firstsite | Help | Close

advanced | dash insite analytica

Site: FirstSitell Page Layout Template | Fsiilzyou v FSllPreviewWrapper || [2008-09-25 11:47:0¢ | FER)
(@ Page Layout FI
o —— 5 ’ Products shopping Cart
@ | Save || 3 Cancel | S
Bags 5 oy _Us
Search

Ty -

ypes ! FSIFSEINtroducesvVDRecorder %
e —
renplate

FS Electronics Introduces First DVD Recorder

| Search u
Sea MDIAMAPOLIS, IM {September 3, 2004) - FS Electronics’ new recordable DVD home thester o
rch results ke st et consumers enoy he Istest Uk and video technologles win ons conveniers, 19018 and Techniques foraFastand
Name igh-per formance package. The system complelas the home theater experience, whether it's]
[l |Fs11 AudicCo, America Announces H. istening to music on CDs and DYD-Audo discs, vwatching the latest blockbuster movies on
[E]|Fs11 AudioCa.NewMediaPlayerOffers., EVD, o recording tavorite TV programs. The unt's DVD recorder offers multi-format
B |Fsizas layhack (DVD video, DVD-Audio, DVD-RAM, DVD-R1, CD, CO-RRW2 and MP3)
out
n T Ensive toimplement, disruptive to the organization, and
£l | Fs11AudioCoFirstUnderatarMP3Play.. [The SC-HT1500 is currertly available. t has & manufacturer's suggested retal price of deploy: coessfully st over 450 customers fora
[ |ESIIFSETntroducesDVDRacarder [§e99.95. fnarketing sites, partner extranets, and employes

|

yom potential problems, FatWirs of fers FirstSite
pur many successful customers. FirstSite 15 a quick-
aplstes and site components that are common to most

[The powver of recordable DVD enables users to record TY programs ar hame videns onto

[ Preview pvD-RAM and DVD-R discs, as well as onto the uni's B0GE* hard disk drive - upto 142 et Sl o &bt s imstho
9 ours in the EP3 mode. Users can also fransfer recordings from & camcorcer or dightal st e'n}ﬁ:\:,wr’:;;.;g; estpiactices methodology
@ Editing camera ordo DVD-R or DVD-RAM dzcs, preserving precious family videos and photos.

@ search

= = fiher fealures include:
@ Assignments

& High-zpeed recording from the hard disk to DVD-RAM aned DVD-R discs

Direct Navigator displays thumbnail scenes of recorded contert

Time Ship festure: allows viewers to replay a scene recorded 30 seconds earfier
without disrupling the recording process, simply by fouching a button on the remote
One-touch recording

Playlist Playback

Progressive scand DWD video playback

Dialogue Enhancer

The asset is displayed in its rendered form as a floating object that you can drag and
drop into a slot on the page.
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6. Drag and drop the asset into the slot of your choice. Do one of the following:
If adding content to the page, drag the asset by its title bar into an empty slot.

1. Click on the
asset’s title bar
to drag it.

(Your cursor
changes to a multi-
directional arrow

FSIIHomePageText *

Welcome to FirstSite

Bry: John Kilpatrick

ill e more than happy to help.

FirstSite iz an electronics superstore that provides only the finest brand name merchandise at rock
ottom prices. If you find & lower price anywhere, we will best il Cur professional staff iz here to help
ou every step of the way. If you have any gquestions about your products or need assistance setting
B your home theater system, stereo, or appliance, tell your service rep st the time of purchase and we

which indicates you

can drag the asset.) i

P L

s slot is empty

ntroducesDWDRecorder | *

FS Electronics Introduces First DVD Recorfler
John Kilpatrick

MOIAMAPCLIZ, IM (September 9, 20047 - FS Electronics' nevy recaordable DVD home thester

Eystem lets consumers enjoy the latest audio and video technologies with one convenient,
igh-performance package. The system completes the home theater experience, whether it's
iztening to music on COs and DYVD-Audio dizcs, watching the latest blockbuster movies on

O, of recording favorite T programs. The unit's 0DYD recorder offers muli-formst
lavhack (DWD video, DYD-Audio, DVD-RAM, DVD-R1, CD, CO-RRW2 and MP3).

containing the content you want to replace.

r
FSIIHomePageText *

\:Wa@me to FirstSite

FSIFSEIntrodunREinRecarder %

1. Click on the

asset’s title bar

to drag it.

(Your cursor H

changes to a multi- oy:

directional arrow :

which indicates you P

can drag the asset.) [
;uoﬂo
Byou g
vy
:will
1
Thig

MOIAMAPCLIZ, IM (September 9, 20047 - FS Electronics' new recardable DVD home thester

FS Electronics Introduces First DVD Record®r
- r':elp :
fting :

Eystem lets consumers enjoy the latest audio and video technologies with one convenient,
igh-performance package. The system completes the home theater experience, whether it's
iztening to music on COs and DYVD-Audio dizcs, watching the latest blockbuster movies on
D, of recording favorite T programs. The unit's DD recorder offers muli-formst

layhack (DWD video, DYD-Audio, DVD-RAM, DVD-R1, CD, CO-RRW2 and MP3).

[The SC-HT1500 is currently available. | has a manufacturer's suggested retail price of
999 .95,

2. Drag the
asset’s title bar
over the slot.

3. When the slot
border turns into
a “perforated”
line, drop the
asset into the
slot.

If replacing content on the page, drag the asset by its title bar into the slot

2. Drag the
asset’s title bar
over the slot.

3. When the slot
border turns into a
“perforated” line,
drop the asset into
the slot.

When the slot is ready to accept the asset, the slot’s border changes from a solid line to
a “perforated” line. When that happens, drop the asset into the slot.

Note

If you are replacing content on a page, the asset currently occupying the slot is
automatically removed from the slot when you drop in the new asset.

7. Inthe InSite pane, click Save to commit your changes to the CS database.
(If you click Cancel, your changes will be discarded and the page redisplayed in its

unmodif
Content

ied state.)
Server refreshes the page, showing your changes.
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Removing Content from a Page

This section shows you how to remove content from a page using the InSite interface.
To remove content from a page using the InSite interface

1. Make sure the page you want to work with supports slots. Consult your site designers
if you have any questions.

Preview the desired page, as described in “Previewing Assets,” on page 126.
In the InSite pane, click Page Layout.
The InSite interface switches to the “Page Layout” mode.

- If the page supports slots, you will see occupied and/or empty slots, similar to the
ones shown in the figure on page 132.

- Ifyou do not see slots on the page, stop here. The page does not support slots.
If you have any questions, consult your developers.

4. On the page, locate the asset you want to remove and click the Delete Slot Content
(X) button in the asset’s title bar.

FSIIHDmePageTexﬁ * )

Welcome to FirstSite

FirstSite iz an electronics superstore that provides only the finest brand name merchandise at rock
ottom prices. If you find & lower price anywhere, we will best il Cur professional staff iz here to help
ou every step of the way. If you have any gquestions about your products or need assistance setting
B your home theater system, stereo, or appliance, tell your service rep st the time of purchase and we

ill e more than happy to help.

Content Server removes the asset from the slot.
5. In the InSite pane, click Save to commit your changes to the CS database.

If you click Cancel, your changes will be discarded and the page redisplayed in its
unmodified state.

6. (Optional) If you would like to populate the empty slot with another asset, go to step 4
of “Adding or Replacing Content on a Page,” on page 133.

Positioning Content on a Page

soF

TWARE

This section shows you how to position content on a page by moving an asset from one
slot to another.

To position content on a page using the InSite interface

1. Make sure the page you want to work with supports slots. Consult your site designers
if you have any questions.

2. Preview the desired page, as described in “Previewing Assets,” on page 126.
In the InSite pane, click Page Layout.
The InSite interface switches to the “Page Layout” mode.

- If the page supports slots, you will see occupied and/or empty slots, similar to the
ones shown in the figure on page 132.
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1. Click on the
asset’s title bar
to drag it.

(Your cursor
changes to a multi-
directional arrow,
indicating you can
drag the asset.)

SOFTWARE

\W&lgome to FirstSite

Managing Page Content Using the InSite Interface

- If you do not see slots on the page, stop here. The page does not support slots.
If you have any questions, consult your developers.

On the page, locate the asset you want to move to another slot, and choose the
destination slot to which you will move the asset. The destination can be an empty slot
or a slot already occupied by another asset.

5. Drag and drop the asset into the desired slot.

FSIIHomePageText *

2. Drag the
asset’s title bar
over the slot.

3. When the slot
border turns into a

FSIFSEIntroduREiRecarder %

FS Electronics Introduces First DVD Record®r

First k “perforated” line,
PoitoBy el drop the assetinto
oL g tting

we'  the slot.

up ¥ MOIAMAPOLIS, IM (September 9, 2004 - FS Electronics’ new recordable 04D home theater
il Eystem lets consumers enjoy the latest audio and video technologies with one convenient,
igh-performance package. The system completes the home theater experience, whether it's

iztening to music on COs and DYVD-Audio dizcs, watching the latest blockbuster movies on
EDVD, of recording favorite T programs. The unit's O%D recorder offers muli-formst

Javhack (DWD video, DYD-Audio, DYD-RAM, DVD-R1, €0, CO-RRW2 and MP3).

[The SC-HT1500 is currently available. | has a manufacturer's suggested retail price of
999 .95,

[The power of recordable DVD enables users to record TV programs or home videos onto

CvD-Ram and DVD-R discs, a3 well as onto the unit's 80GE* hard disk drive - up to 142
ours in the EP3 mode. Users can also transfer recordings from a camcorder or digital il

camera onto OVD-R or DVD-RAM discs, preserving precious family videos and photos.

When the destination slot is ready to accept the asset, the slot’s border changes from a
solid line to a “perforated” line. When that happens, drop the asset into the slot.

Note

If you are moving an asset to a slot that is already occupied by another asset, the
asset you are moving automatically replaces the asset currently occupying the
slot.

In the InSite pane, click Save to commit your changes to the CS database.

If you click Cancel, your changes will be discarded and the page redisplayed in its
unmodified state.

Content Server refreshes the page, showing your changes.
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Searching for Assets Using the InSite Interface

If you wish to find an asset to edit or preview, you can do so within the InSite interface.
To search for assets from within the InSite interface
1. Inthe InSite pane, click Search to expand the Search section.
The InSite interface switches to the “Search” mode.
2. Search for an asset.
Do the following:
a. From the “Type” drop-down list, select the type of asset you want to find.

b. (Optional) In the “Containing” field, enter your search criteria. Leave this field
blank to return all assets of the selected type in your search results.

c. Click Search.
The results of your search appear underneath the fields.

&) search

Type: Find Content w
Containing:

Search

Name

Bl|Fsi1 AudioCo. America Announces H...

El|Fsi1 AudicCo.NewMeadiaPlayerOffers...

IAY Preview

)

&) Editing
iyl Page Layout
o

£l Assignments

3. Inthe list of search results, navigate to the desired asset.
The list shows five assets at a time, sorted alphabetically.

Hold your cursor over the asset’s name to view a tooltip. It shows the asset’s start and
end dates for Site Preview and description. For more information on start/end dates,
see “Assigning Start and End Dates,” on page 149.

- Click Next to view the next page of results.
- Click Prev to view the previous page of results.
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4. Click the desired asset.

The InSite interface displays the asset in “Preview” mode. You can now perform the
tasks described earlier in this section:

- Editing Assets in the InSite Interface

- Managing Page Content Using the InSite Interface

- Finishing Your Workflow Assignments Using the InSite Interface
- Obtaining the InSite URL for an Asset

Finishing Your Workflow Assignments Using the
InSite Interface

SOFTWARE

If the asset you are working on in the InSite interface is assigned to a workflow and you
hold an assignment for the asset, you can finish your assignment right in the InSite
interface. (For more information on workflow, see Chapter 12, “Workflow.”)

To finish a workflow assignment using the InSite interface

1. Inthe InSite pane, click Assignments to expand the Assignments section.
The Assignments section displays a list of your current workflow assignments.

¥ Assignments

Assignment Finish

[® |[Home (del

=] [rlora - Wi | Fome (de)
El Home

[i= |Page Principale

(5]

(5

(5]

(5

2. If you have completed the necessary work on the assigned asset, follow the steps
below.

a. Click the asset’s Finish Assignment (green check mark) icon.

b. The InSite pane displays the “Finish My Assignment” form. The top of the form
indicates the workflow process to which the asset is assigned.

#| Assignments
FSII: Approval for Structure

Step:

@ send for Approval

Action Taken:

Action to Take:

| ‘:7’| Finish Assignment | B Cancel |
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(Optional) If you have not yet completed the necessary work on the assigned asset,
follow the steps below.

a. Select the asset to open it in the InSite interface.

b. Complete the necessary work on the asset by following the steps in “Editing
Assets in the InSite Interface,” on page 129 and “Managing Page Content Using
the InSite Interface,” on page 132, whichever is applicable.

c. Click Finish Assignment.
In the form, do the following:

a. (Optional) If the form lists more than one step leading to the next workflow state,
select the next workflow step to take.

b. (Optional) In the Action Taken field, enter a short description of the work you
completed on the asset.

c. (Optional) Inthe Action to Take field, enter a short suggestion for the next person
who will work with the asset.

d. Click Finish Assignment.

(Optional) 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, Content
Server prompts you to select assignees for the next workflow step, as follows:

ol Assignments

Choose Assignees:
Flease select at least one user from each role:

FAPProver:| firstsite
Mapolecn

%" Save | B Cancel

In such case, do one of the following, select at least one user for each displayed role,
then click Save.

What happens after you complete your assignment depends on the way the administrator
set up the next workflow step. There are five possible options:

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 don’t, ask your
administrator.

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.

Assign To Everyone — the asset is assigned to all users holding roles participating in
the current workflow process.

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
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state requiring those roles. This is the default mechanism for moving an asset through
a workflow.

Choose Assignees When Step is Taken — this option is similar to the “Assign From
a List of Participants” option described above, 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. In such case, when you use the Finish My Assignment function to take
the next step, Content Server prompts you to choose assignees for the asset for the
next workflow state by showing a form like the one in step 5
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Obtaining the InSite URL for an Asset
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If you would like a colleague to view or work on a particular asset using the InSite
interface, you can give them a special URL that allows them to open the asset directly in
the InSite interface. Such URL is called an InSite URL and can be obtained as follows:

To obtain an InSite URL for an asset
1. Preview the asset, as described in “Previewing Assets,” on page 126.
2. Inthe InSite bar, click Get Link.

Content Server displays a pop-up message confirming the URL has been copied to the
clipboard.

Windows Internet Explorer @

| E Hypetlink has been copied to clipboard
L

3. Paste the URL into the application of your choice (for example, a new e-mail message
to your colleague).

Note

The recipient of the URL must hold a role that permits them to work with the
asset and the InSite interface.
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While you are planning upcoming changes to a web site, you can assign start and end
dates to an asset. Once start and dates are assigned, you can preview how the asset’s web
page will look at different times in the future. The feature you use to generate future
versions of the web site is known as “Site Preview.”

Once an asset is published, the asset displays on the production web site only during the
specified date range.

You can search by start and end dates to locate it in the database.
This chapter contains the following sections:

e About Start and End Dates

o Site Preview

» Approval for Publishing

» Advanced Search

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

143



Chapter 7. Using Start and End Dates
144

About Start and End Dates

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 web site, should they be published. Fill in these
dates on the Metadata tab of the “Edit” pane.

Start and end dates affect the function of Site Preview, as discussed in this chapter.

Start and end dates also appear in Advanced Search options, giving you the ability to
search for assets based on the date range in which they will appear on the web site.

Site Preview

Site Preview is a tool for visualizing your web site as you strategize upcoming content
changes. With Site 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.

Content Server uses the assigned start and end dates to determine whether to display the
asset in the Preview window. An asset is displayed only when the selected preview date
falls within the asset’s start/end date range.

Instructions on previewing a site as it will appear on future dates and the impact of start
and end dates on Site Preview are given in the Site Preview chapter. See “Previewing
Future Sites,” on page 147.

Note

For Site Preview to work properly, developers must include the
asset: filterassetshydate tag in the template of the page which displays the
asset. See your site administrator for further information about the tag.

Approval for Publishing

Before an asset is published to a web site, 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 web site until its start date. Content
Server warns you if you try to approve an asset for publishing at a date prior to the start
date, as a fail-safe mechanism. This warning does not interfere with the publishing
process. This is true for all the dependent assets that you are approving as well.

Content Server also warns you if you try to approve an asset for publishing after the end
date. This warning does not interfere with the publishing process. If you publish an asset
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Advanced Search

after its end date, the asset will be published to its destination; however, the asset will not
appear on the site (the asset has expired).

Note

For assets to be viewable on the web site only during the defined start/end date
range, developers must include the asset: fil terassetsbydate tag in the
template of the page where the asset displays. See your site administrator for further

information about the tag.

For more information on Approving Assets, see “Approval for Publishing,” on page 205.

Advanced Search

You can use the Advanced Search function to search for assets by their start and end dates.
For more information on Advanced Search see “Advanced Search Options,” on page 104.
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Advanced Search
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Web sites change from moment to moment, day to day. With the Site Preview feature, you

can view site assets as they will be displayed on a site at any particular moment in the
future.

Start and end dates are a key part of Site Preview, which is an enhanced function of the
regular preview feature. You can preview how a page will appear without setting start and
end dates (the regular preview function), but by assigning a start and end date range to an
asset, you gain the ability to visualize upcoming changes to a web site. Once you assign a
start date and/or an end date to an asset, you can see how the page will change over time
by selecting dates from the date picker on the preview screen in the InSite interface.

This chapter contains the following sections:

e About Site Preview

e Assigning Start and End Dates

« Previewing a Site as It Will Appear at a Future Time
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About Site Preview

Site Preview is a tool for visualizing your web site as you strategize upcoming content
changes. With Site 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.

SOFTWARE

Perhaps you work with more than one item at a time, deciding what banners to display
when, what articles, what graphics, and so on — some items displaying for a week, others
for a month, some for just one day. With Site Preview, you can pinpoint any particular
moment in the future and see what all the changes you and other content contributors are
making will look like on the web site at that time.

Note

In order to preview a page as it will appear at future dates:

Start and end dates must be assigned in the metadata field as explained in
“Assigning Start and End Dates,” on page 149.

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 Site Preview
You will need to consider the following factors when assigning start and end dates.

1.

The start and end date range are the times you expect the asset to be displayed on the
web site.

Once you set a start/end date range, you can use Site Preview to compare how the
page on which that asset appears might look on dates before, during, and after the date
range.

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 the preview.)

Choose a future date from the date picker in the upper right corner of the preview
screen, and you can view how that page would appear at the selected time. When you
select a date that falls during the asset’s start/end date range, the preview shows how
the asset’s web page will look during the period the asset is visible on the web site.
Conversely, if you choose a date that falls outside that date range, you see the asset’s
web page as it might appear before the item is published or after the item is no longer
visible on the page.

Note that the publication date of the asset does not affect when and how long the asset
displays on the web site; this is controlled by the start/end dates.

Neither the start date nor end date is a required field:

- An asset without both start and end dates is always displayed when previewed,
regardless of the preview date (when an asset is not time-sensitive, its preview is a
regular preview).

- However, an asset with explicitly set start and/or end dates is displayed
conditionally; that is:
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Assigning Start and End Dates

- If the asset has both a start and end date, it is displayed only within the
specified date range.

- If the asset has only a start date, the asset is displayed on all dates including
and after the start date. (It never expires.)

- If the 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 in the preview window.

Complete information on start and end dates can be found in “Using Start and End Dates,
on page 143.

To assigh a date range to an asset

1. Log in to the site you want to work with.

2. Find the asset to which you are assigning a start and/or end date. Do one of the
following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you previously added the asset to a tag, select the tag that contains the item in
the Tags tree in the navigation pane. (If the Tags tree is collapsed, expand it by
clicking the Tags bar.)

- If you are modifying an asset that has previously been assigned start/end dates,
you can search by the previously assigned dates using the Advanced Search
function. For more information on Advanced Search see “Advanced Search
Options,” on page 104.

For more information on finding assets, see “Finding Assets,” on page 100.
3. Edit the asset.

Navigate to the desired asset and click the Edit (pencil) icon to the left of the asset’s
name.

The asset’s Edit screen opens.
4. Select the asset’s Metadata radio button.
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5. Set the item’s start date and/or end date and time (optional).
In the “Start Date” and/or “End Date” text box, select the date and time from the date

picker.
Recommendation: Hot Items October
| &, Save & Close | il Save I 34 Cancel |

C) Content *

® Metadata * Asset ID:

O workflow 1200501450368
Start Date:

© publishing |10/01/2008 00:00:00 | B (mmvddryyyy hhimm:ss)
End Date:
|10/31/2008 23:59:59 % iRy Rh ey

Note

Your administrator may have set default “Start Dates” and “End Dates” for this
asset type. You can change the settings if you wish.

6. Choose Save and Close to update the asset.

7. To preview the asset’s page at a future date, go to Previewing a Site as It Will Appear
at a Future Time.

Previewing a Site as It Will Appear at a Future Time

When assets have been assigned start and end dates, you can preview site pages as they
will appear at future times of your choice.

Note
In order to preview at future dates:

» Start and end dates must be assigned in the metadata field as explained in
“Assigning Start and End Dates,” on page 149.

» 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 the site you want to work with.

2. Find an asset to which you have assigned a start and/or end date:
Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.
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- If you previously added the asset to a tag, select the tag that contains the asset in
the Tags tree in the navigation pane. (If the Tags tree is collapsed, expand it by
clicking the Tags bar.)

- To search for assets by their start and end dates, use the Advanced Search
function. For more information on Advanced Search see “Advanced Search
Options,” on page 104.

For more information on finding assets, see “Finding Assets,” on page 100.
3. Preview the asset.

Navigate to the desired asset and click the Preview (binoculars) icon to the left of the
asset’s name.

The “Preview” window displays the page as it appears on the asset’s start date.

For example, if you preview an asset that appears on the FirstSite (English language)
home page and starts on a date in October 2009, the following screen displays:

PrevieW remplste: | FSiiLsyout % | Wrapper: | FSlIPrviewWraper || [2008-10-20 10:15:02 | [ Get Link

Rocket Electronics Articles Products Shopping Cart About

TARGALINF ~ Sorama  Orawmax  onsdag

| Movies wi e — ! s@T=D
= ¢ purchase of .
* $300 or morel Cameras DVDs Mobile Video TVs

Enter keyword On Sale ltems
TargaLine O FinePix 8.0MP Digital Camera
earc
Categories Price Per Unit: $168.8%
Audio
Portable Audi
VD ;Ia;eres uo . Nanomax - Digital Camera
Combination DVD Players { -@-
Standard OVD Players 3 Manomax - Photosmart 7.0-Megapixel Digital Camera
FSI Cameras
FSIl Peint and Shoot cameras Price Per Unit: $149.99

Televizions
Combination Tws
High-Definition TV

Plasma Screen Tvs (R Onedag - Digital Camera New Version
Video : g: |

Combination WCRs n=dag - EzsyShare &
Standard VCRs

Price Per Unit: 589.99
Manufacturers

AudioCo

FS Electronics Ltd
Innovative Ent. Systems
Superior Systems Inc.

4. View the asset’s page as it will appear on a future date.
Use the date picker in the “Preview” window toolbar to choose the date and time.
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5. Select Go to refresh the “Preview” window and display the page as it will appear on
the chosen date.

The “Preview” window displays the page as it would appear on the selected date.

For example, if you preview the FirstSite (English language) home page for a date in
December 2009, the following screen is displayed:

Preview remplate: |/FSiiLayout v| wrapper: | FSIIPreviewWrapper [w| [2009-12.23 10:15:02 |@ Get Link

ectronics Articles Products Shopping Cart My

Holiday Savings

Save up to 30% off your favorite flat screens

December 1st through December 26th

Movies with ﬁ === B %l.@ g
purchase of
$300 or morel Cameras DVDs Mobile Video TVs

syntolux  TARGALINE Sorama  Craomax  onsdag

Enter keyword On Sale ltems

| Nanomax Flat-Panel LCD HOTV
Search _ﬂ_

Price Per Unit: $1,628.95

Categories

Audio
Portable Audio

DVD Players Sorama - 40 inch LCD HOTV
Combination DWD Players . - S o
Standard DVD Players Serama - ERAVIA XER 407 1080p Flat-Panel LCD HIY

FSll Cameras
FSll Point and Shoot cameras Price Per Unit: $1,498.95
Televizions
Combination TVs
High-Definition TWs
Plazma Screen Tvs
Video
Combination WCRs
Standard VCRs

Sorama - Flat-Panel LCD HOTW

Price Per Unit: $1,629.99
Manufacturers

AudicCo

FS Electronics Ltd.
Innovative Ent. Systems
Superior Systems Inc.
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Chapter 9
Advanced Content Management Features

Content Server offers advanced asset management features such as link embedding,
placing and unplacing pages, sharing assets across sites, associating assets with one
another, and deciding which assets to show to which visitors by rating the assets for
segments. This chapter shows you how to use those features in the Dash interface.

This chapter contains the following sections:

» Working with Asset Associations

e Parent Relationships

e Sharing Assets with Other Sites

e Sharing Assets with Other Sites

» Rating Assets for Segments

» Working with List Mode Static Lists Recommendations
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Working with Asset Associations

Some asset create and edit forms include fields where you link another asset to the one in
which you are working. These types of fields are called “associations.”

Ranked Members:
FSIIHomePageText
FSIIHomePageText
FSIIHotItems

FSIIHomePageText

An association field from the FirstSite sample site.
Here, five image files are associated with an asset.

FSIILatestNewsFromlan

FSIILatestNewsNov

+ |+ | [+ |« |« |«
CIRCIR N C AN C AN Can
L]

FSIIHotItemsFromJan
FSIIHotItemsNov rx

| B, Search Assets | | /ﬁ) Link Asset | | o Create hew Asset

When you create asset associations, you are indicating assets that can work together in the
web site’s design or function. Associations makes it easier for content editors to locate the
appropriate assets to assemble when developing the web site.

Examples of assets which might be associated together are:

» Assets associated by content: For example, suppose an “article” asset creation form
has an “image” association field. In this case, you might associate an article about
technology with a picture of a computer. By associating the image asset with the
article asset, you are indicating which image appropriately illustrates the article text.

» Assets associated by design: For example, an “image” asset creation form might have
a “thumbnail size” association field. The regular image might be used in a product
detail page, while a thumbnail size image could be used on a page displaying small
preview images of products within a category. By associating the differently sized
versions of the image, you are associating similar assets that will be used in different
page layouts.

« Assets associated by functionality: For example, by associating a “media” asset with
a “media player” asset, the site designers can design media pages that include a link to
the appropriate media player download site.

In all of these associations, content creators indicate assets that are appropriately used
together. How the associated assets will actually be used on the web site is up to the site
developers. For example, for a “product” asset associated with a “recommendation” asset,
the site visitor could be presented with the product recommendation list while viewing the
product, after adding the product to the shopping cart, or in a post-purchase email,
depending on how developers code the site.

Note that an asset can be used in multiple associations. For example, in an online store a
user guide that covers three different models of similar products can be associated with all
three “product” assets, or even with several different association fields in an asset’s
definition.
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Named and Unnamed Associations

There are two types of associations, named and unnamed associations. They are compared
in the table below.

Table 1: Named and Unnamed Associations

Can be used with any type of asset. Is only available on “Page” type assets.

Can be set up to allow the user to select Always allows the selection of multiple
either: assets (multi-valued).

» Assingle asset (single valued) or
« Several assets (multi-valued).

When multi-valued, the allowable assets Allows the selection of assets of different
will be of a single asset type. asset types.

Named Associations

Single-valued named associations are used when the user is required to make a one-to-one
association between a field and the associated asset. For example, when a site’s design
dictates that an “article” asset is paired with a single “image” asset.

Multi-valued named associations are used when the user must be restricted to a single
asset type. For example, such a field might be used to designate info sheets to associate
with a product, where only “document” assets are the appropriate choices. Items will
display in the order listed, and may be rearranged using the up and down arrows.

Info Sheet: On the create or edit pane, click the Search

FSIL FS Electronics Plasma TV_specs.doc &3 Assets button to open a list of available assets

FSII FS Electronics W which you can associate with this asset.

FSII FS Electronics a 1V_Info.doc Tt x

E}) Search Assets I |Z® Link Asset | | b Create New Asset I

Search Results | Enter Search Text Here | “search™ ]
Previous pERNNISTINEA Next 6

Select | Name Type| Modified ™ Locale | Start Date | End Date .

() |FSII InnovativeMDPlayer_Spe... @ 1172704 3:44 PM Because the field that you

can associate these items
with is a multi-valued
named association, the
available assets are all of
a single asset type.

) |FSII FS Electronics DVD VCR... (@D 11/2/04 3:41 PM
() |FSII IES_MDPlayer_Manual.pdf (D 11/2/04 3:40 PM
() |FSII iac-083.doc @ 11/2/04 3:40 PM
() | FSII IESHIFiIVHS.pdf (D 11/2/04 3:33 PM
(O |FSII Superior Systems Ultra... (D 11/2/04 3:30 PM
() |FSII Superior Systems 34PW3... (D 11/2/04 3:29 PM
(O |FSII IESHIDefProjectionTV. pdf @ B |[11/2/04 3:28 PM
(O |FSII iac-008.doc ®|E [11/2/04 3:14PM
(O |FSII FS Electronics Triple ... @ E J11/2/04 3:11 PM

B R E W W EEE R R

P Link Asset |
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Unnamed Associations

Unnamed associations are generally used for designating the sets of assets used to
assemble a page. For example, an ad banner, an article, an image file, and a video clip
might all be associated with a “page” asset.

Items will display on the page in the order listed, and may be rearranged using the up and
down arrows.

Ranked Members:

FSITHomePageText On the create or edit pane, click the Search Assets

button to open a list of available assets which you
can associate with this asset.

x|
+

FSIILatestNewsFromlan x

+

|
FSIILatestNewsNov At x

FSIIHotItemsFromlan +

+

FSIIHotItemsNov
| B Search Assets I |Z® Link Asset | | b Create New Asset I

'

b || Enter Search Text Here

NN 21-30 of 100 | W58

Search Results |Search Criteria

Select All  Select None

Salect | Name Ty Modified * Locale | Start Date | End Date

[0 |Fsil cameras ®|5@ |12/7/07 s:06 PM |EE

[] |FSIIHomePageText ® = 8/28/05 11:21 PM |E5

[0 |Fsi1 FSE DVD VCR Combo (DB | 8/25/05 11:52 AM |EE

FSII AudioCo_iAC-008.jpg D& | 8/25/05 10:37 AM |- .

g FS11About g & |lo/29/05 152 Pm | ER Because the field that you
can associate these items

[ |FsilichnDoe O] 8/11/05 1:35 PM |- - - with is an unnamed

[0 |FsirTracyLongwell ® 8/11/05 1:35PM |- - - association, several

[ |FsiI superior.qif @|= | 11/3/04 11:59 AM|- = = different types of assets

[] |FSII innovative.gif @|= | 11/3/04 11:59 AM|- may be selected.

[ |FsII fs.gif @|= | 11/3/04 11:59 AM|-

P Link Asset |

Associating Assets

This procedure shows you how to associate one or more assets with another asset. The
procedure covers both named and unnamed associations.

To associate an asset with another asset
1. Log in to the site you want to work with.
2. Do one of the following:
- Begin creating an asset (for instructions, see “Creating Assets,” on page 74).

- Open an existing asset for editing (for instructions, see “Editing Assets,” on
page 82).
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3. Associate assets. On the “create” or “edit” pane, do one of the following:
- Select assets to associate from a list:

a)

b)

c)

In the attribute in which you are associating assets, click Search Assets.

B Search Assets |) | . Link Asset | | g Create New Asset |

A pop-up window opens. It displays a list of all the assets which can be
associated.

Search Results Search
G 1-10 of 16 |v iEeag) the list
Select| Name Maodified ™ Locale | Start IJ* End Date
(O | FSII InnovativeMDPlayer_Spe... ® 11/2/04 3:44 PM -
FSII FS Electronics DVD VCR... ® 11/2/04 3:41 PM
FSII IES_MDPlayer_Manual.pdf (@) 11/2/04 3:40 PM ;agle Ehrough
e lis

FSII iac-083.doc ® 11/2/04 3:40 PM
11/2/04 3:33 PM
11/2/04 3:30 PM | EE
11/2/04 3:29 FM
11/2/04 3:28 PM
11/2/04 3:14 PM | EE

11/2/04 3:11 PM |B5

FSII IESHiFIVHS. pdf @

FSII Superior Systems 34PWa... @)
FSII IESHiDefProjectionTV.pdf @)
FSII iac-008.doc @

W IE W R

@@@@@@@@@@5
L]

[

@]
@]
@]
@]
(O |FSII Superior Systems Ultra... ®
@]
@]
@]
O

FSII FS Electronics Triple ... @

P Link Asset |

(Optional) Search the list. Enter search criteria identifying the asset(s) and
click Search.

A search results list is returned.

Select the radio button or check box(es) next to the asset(s) you want to
associate. Click Link Asset.

- Link to asset(s) listed in the Search Results pane:

a)

b)

Do one of the following:

- Inthe Search field in the top bar of the Dash interface, enter search
criteria identifying the asset(s) and click Search.

- If you previously added the asset(s) to a tag, select the tag in the Tags tree
in the navigation pane. (If the Tags tree is collapsed, expand it by clicking
the Tags bar.)

For more information on finding assets, see “Finding and Organizing Assets,”
on page 99.
The results lists opens in the Search Results pane.

From the results list, select the item(s) you wish to associate with the asset.
Click Link Asset to associate the assets.

|l B Search Assets | ([ AP _Link Asset |)l &b Create New Asset ||

The selected assets are added to the association field.
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4. (Optional) If you are working with an multi-valued association and have associated
two or more assets, arrange the associated assets in the list as follows:

Note

The order in which the assets appear in the list is the order they will display on
the online site.

- To move an asset up in the list, click the up arrow button next to the asset.

- To move an asset down in the list, click the down arrow button next to the asset.

- To remove an asset from the list, click the Delete (red X) button next to the asset.
5. When you are finished, click Save & Close in the action bar.

Content Server displays the asset in the “Inspect” form, showing the associated assets.

Disassociating Assets

To disassociate an asset from another asset

1. Log in to the site you want to work with.
2. Find and open the asset from which you want to disassociate one or more assets:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- Ifyou know the asset is assigned to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags tree is collapsed, click the
Tags bar to expand it.)

For more information on finding assets, see “Finding and Organizing Assets,” on
page 99.

b. Inthe list of results, navigate to the desired asset and click the Edit (pencil) icon
to the left of the asset’s name.

Content Server displays the asset in the “Edit” form.

3. Inthe “Edit” form, navigate to the field representing the desired association and click
the Delete (red X) button next to each asset you want to disassociate.

Info Sheet:

FSII FS Electronics Plasma TV_specs.doc + X
FSII FS Electronics Plasma TV_manual.doc _#*
FSII FS Electronics Plasma TV_Info.doc | x

| B, Search Assets | | /ﬁ) Link Asset | | o Create hew Asset |

Content Server removes the asset from the association field.
4. In the action bar, click Save & Close.
Content Server displays the updated asset in the “Inspect” form.
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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.

Parent Relationships

Parent-child relationships are used to organize assets in the asset 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 205.

Content Parent (FSII ContentCategory): FSII Articles

I :B Save & Close | .'25 Save I 3 Cancel

® content *
O Metadata
O Relations
OMarketing
O workflow
O publishing

Name:

|FsII Articles

Description:

|articles

@ Contend (FSII Article): FSIISuperiorSystemsAn|

£} save &\Clese | &) save | 3T cancel

q

rh  AssetTree

--D Artwork
Ela Content
2-E3 F511 Articles

=)l AudicCo. America Anncunces H300 series

- udioCo.NewMediaPlayerOffersVideo

FSIlAMdioCoFirstUnderwaterMP3Flayer

- [5] FSIIFirmMsTakeStepTowardCompatibleGadgets
- [E] FSIIFSEINtroducesDVDRecorder

_-| FSIIFSEPrgzentsOnyx\VSSeries
FSIIHomePygeText

- [£] FSIIIESIntroyucesFirstLCDProducts

- [F] FSIINECUnvellsFirstMobilePhonewithHD

=] FSIISuperiorSystemsAndMECIoinForces
-2 Documents
-3 Products

© content * @133 visitors
O Metadata Nyme:
O relations |FS\ISUper’ianystemsAndNEC]ninFnr:es |
O Marketing e {EDTE
O workflow | \ |
O Publishing
Sharing FSII Cont{entCategory(S):
FSII Articles X
Search Assets Link Parent & Create New Parent
= ] L2 ] L& J

The “FSlISuperiorSystemsandNecJoinForces” Content asset has “FSlI Articles”

designated as a parent asset.

The Asset Tree reflects this hierarchical relationship. “FSII Articles” is a node on
the tree and “FSlISuperiorSystemsandNecJoinForces” falls under it as a child.

An asset can have more than one parent. When assigned multiple parents, the asset
appears in multiple places in the Asset Tree, as a child of every parent node.

To designate a parent asset

1. Log in to the site you want to work with.
2. Do one of the following, as desired:
- Begin creating an asset (for instructions, see “Creating Assets,” on page 74).

- Open an existing asset for editing (for instructions, see “Editing Assets,” on
page 82).
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3. Designate a parent asset. On the “create” or “edit” form, do one of the following:
- Select assets to associate from a list:

a)

b)

c)

In the attribute in which are associating assets, click Search Assets.
| C# Link Parent | | gp Create New Parent |

A pop-up window opens. It displays a list of all appropriate assets.

# %]
Search Results | Enter Search Text Here w
Select | Name Type | Modified ~ Locale | Start Date | End Date

O |FsII Articles D | @ |11/2/04 1:41 PM |-

[ Link Parent

(Optional) Search the list. Enter search criteria identifying the asset(s) and
click Search.

A search results list is returned.

Select the radio button or check box next to each asset you want to designate
as a parent asset. Click Link Parent.

- Link to asset(s) listed in the Search Results pane:

a)

b)

Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the
asset(s) and click Search.

- If you previously added the asset(s) to a tag, select the tag in the Tags tree
in the navigation pane. (If the Tags tree is collapsed, expand it by clicking
the Tags bar.)

For more information on finding assets, see “Finding and Organizing Assets,”
on page 99.

The results lists opens in the Search Results pane.

From the results list, select the item(s) you wish to link to the

recommendation list. Click Link Parent to make the current asset the parent
of the asset(s) you select.

| B Search Assets | | & Create New Parent

Content Server associates the select assets with the parent asset. The names of the
associated assets appear in the field.

FSII ContentCategory(S):
FSII Articles X

| B Search Assets | | [ Link Parent | |#8 Create Mew Parent
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Placing and Unplacing Pages

ing and Unplacing Pages

If you hold the appropriate role, you can use the Site Plan tree to place pages on the online
site and unplace pages that currently appear on the site. The Site Plan tree provides you
with the interface to select and arrange “Page” assets for inclusion in the site hierarchy.
The changes you make through the tree will be applied to the online site during the next
publishing session. For more information on “Page” assets, see the Content Server
Advanced Interface User’s Guide or consult your developers.

Note

The Site Plan 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 online site so that you know where each page
belongs in the site hierarchy.

This section covers the following procedures:
e Placing a Page
e Unplacing a Page

Placing a Page

SOFTWARE

This section shows you how to place a “Page” asset using the Site Plan tree. The tree
supports two methods for placing pages:

< Directly under a parent page as the parent’s highest-ordered child.

« At the same level in the hierarchy as another page. The selected page is placed
next-in-order after the other page.

After you place a page, you must approve and publish the page in order to have it
displayed on the online site.

To place a page on the online site

1. Log in to the site you want to work with.

2. In the navigation pane, click the Site Plan tab.
The pane displays the Site Plan tree.

3. Click Edit in the top right corner of the tree.
The site hierarchy expands.

4. Find the page you want to place and determine its target position in the hierarchy:
a. Find the desired page:

- If you are placing an already placed page, navigate the Placed Pages
hierarchy to find the desired page.

- If you 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.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

161



Chapter 9. Advanced Content Management Features

Placing and Unplacing Pages

5. Place the page by dragging it to its target position in the hierarchy. Do one of the
following:

To place the page as the highest-ordered child of a parent page, drag the selected
page over the name of the parent.

For example, to place FSII1SearchResults as the highest-ordered child of
FSII1Home, drag FSI1SearchResults over FSIIHome as shown below:

B Site Plan

& save and Close X Cancel

& Firstsitell Site
=@ &3 Placed Pages

= [ ome
IIikr‘tic%as B psirsearchresults

[E Fs11Shopping
[E FsIiLogin
= EI FSI(IF*FC“ The black arrow indicates the currently
ome (fr)
E Home (de) selected parent.
& Home (es)
f@ Unplaced Pages

To place the page at the same level as another page, drag the selected page over

the icon of the other page. The selected page will be placed in the list as
next-in-order after the other page.

For example, to place FSI1SearchResults at the same level as (and after)
FSIILogin, drag FSl11SearchResults over the FSIILogin icon as shown below:

B Site Plan
& save and Close X Cancel

@ Firstsitell Site The black line indicates the page that
@ C3 Placed Pages the one you are placing will appear
=& omteme after in the hierarchy.
FSIIArticles
& FsliProducts
E Fs1IShoppings

.__ About § =
ﬁ B
FS1lSearchResults

E Home (fr)

E Home (de)

E Home (es)
= f@ Unplaced Pages

When you release the page, it appears in the position you have chosen. For
example:

= Site Plan
& save and Close X Cancel

& Firstsitell Site
=@ &3 Placed Pages
@ E FsiHome
& FsllArticles
& FsilProducts
E FslIShoppingCart

=@ E_Fsiilogin
EE Fsilabout
E Home (fr)
E Home (de)
E Home (es)
Ea Unplaced Pages

6. Click Save and Close to save your changes to the CS database.
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Unplacing a Page

This section shows you how to unplace a “Page” asset — that is, mark it for removal from
the online site. After you unplace the page, it will be removed from the online site during
the next publishing session.

To unplace a page on the online site

1. Log in to the site you want to work with.

2. Inthe navigation pane, click the Site Plan tab.
The pane displays the Site Plan tree.
Click Edit in the top right corner of the tree. The site hierarchy expands.
Navigate the Placed Pages hierarchy to find the page you want to unplace.

Unplace the page by dragging it over the Unplaced Pages node. For example, to
unplace FSI1SearchResults, drag it over Unplaced Pages as shown below:

B Site Plan

& save and Close X Cancel

& Firstsitell Site
=@ &3 Placed Pages
@ E FsiHome
& FsllArticles
& FsilProducts
E FslIShoppingCart
=@ E FsliLegin
EE Fsilabout
E Home (fr)
E Home (de)
& Home (es)

Ea Unplaced PaEes
B Fsirsearchresults

When you release the page, it appears under the Unplaced Pages node.

& save and Close X Cancel

& Firstsitell Site
=@ &3 Placed Pages
@ E FsiHome
& FsllArticles
& FsilProducts
E FslIShoppingCart
E FsliLogin
EE Fsilabout
E Home (fr)
E Home (de)
& Home (es)
= E@ Unplaced Pages
[E FsliSearchResults

6. Click Save and Close to save your changes to the CS database.
7. The online site will be updated with your changes during the next publishing session.
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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.

Before you share an asset, consider the following:

SOFTWARE

You must have the right 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 Sharing form section 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 be probably be used on all of the company’s sites.

If the nature of the content dictates the need for 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 automatically
disappears 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 original 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.

To share an asset to another site

1.

Find and open the asset you want to share to another site:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- Ifyou know the asset is assigned to a tag, select the tag in the Tags tree in the
navigation pane. (If the Tags tree is collapsed, click the Tags bar to expand it.)

For more information on finding assets, see “Finding Assets,” on page 100.
b. Inthe list of results, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Sharing in the section selector.
In the Sharing section, select the site (or sites) to which you want to share the asset.

Select the sites to share this content with

[~ Burlington Financial

Share

Click Share. A message confirms that the asset is now available in the selected site(s).
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Rating Assets for Segments

This procedure shows you how to rate assets for segments. Rating assets for segments
determines which assets are shown to the site visitors, based on information (such as age
or income) the visitors provide about themselves.

SOETWARE

Note

You can rate assets for segments only if Engage is installed. For a complete
explanation of segments, ratings, and other Engage functionality, see the Content
Server Advanced Interface User’s Guide or consult your CS administrator.

To rate an asset for one or more segments

1. Find and open the asset you want to rate:

a.

Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you know the asset is assigned to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane.

For more information on finding assets, see “Finding Assets,” on page 100.

In the list of results, navigate to the desired asset and click the Edit (pencil) icon
to the left of the asset’s name.

Content Server displays the asset in the “Edit” form.

2. Click Marketing in the section selector.
The Marketing section lists all segments available in the current site. For example:

4,

Ratings:

Seqgrnent In Segrnent Out of Segment

Affluentroung=ingles I I

Mo segrnent ratings apply I

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 Out 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 will be used when no segments are defined or the asset is
assigned to a recommendation that does not recognize segments.

To learn more about ratings and the recommendations that support them, see the
Content Server Advanced Interface User’s Guide.

When you are finished, click Save & Close. Content Server displays the asset in the
“Inspect” form, showing your changes.
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Working with List Mode Static Lists
Recommendations

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 segments
and confidence, see the Content Server Advanced Interface User’s Guide.)

In the Dash interface, a Static Lists recommendation operates in List mode—that is, it
returns a single preselected list of assets, regardless of segments, or whether segments
apply at all.

This section shows you how to create and configure List mode Static Lists
recommendations.

Note

Recommendations types other than List mode Static Lists are available in Content
Server’s Advanced interface. For detailed information about these additional
recommendation types, see the Content Server Advanced Interface User’s Guide.

Creating List Mode Static Lists Recommendations

SOFTWARE

To create a List mode Static Lists recommendation
1. Log in to the site you want to work with.

2. Inthe “Create New...” drop-down list at the top of the navigation pane, select New
Recommendation.

Content Server displays the “Create New Recommendation” form:

O Recommendation:
|

&, Save & Close |1 Save | M Cancel |

* Sections with required fields Reguired field

® content *

O Metadata Name:
Description:

Selected Assets:

| B Search Assets | | P Link hssat |

3. Inthe form, do the following:

a. 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 (except for names of flex attributes), but cannot
start with a space.
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4. Add assets of the selected asset types to the recommendation. Do one of the following:

SOFTWARE

b.

Working with List Mode Static Lists Recommendations

(Optional) In the Description field, enter a short, informative description for the
recommendation.

(Optional) If the administrator configured the asset type such that all new
“Recommendation” assets are placed into workflow upon creation, you will see the
following fields:

- The Workflow Process field, showing the pre-assigned workflow process

- The Assignees field, listing possible assignees for each role required by the
process

Select at least one assignee for each role to proceed with the creation of the asset.
Any of these users can complete the next step in the workflow process.

For more information, see Chapter 12, “Workflow.”

Select assets from a list:

1) Inthe Selected Assets field, click Show Assets. A pop-up window opens
displays a list of all the assets of the types selected in the previous step.

Search Results | Search Criteria hd || Enter Search Text Here | “search” ]

IR 1-10 of 127 ha| Mext 10

mModified ™ Locale | Start Date | End Date
9/25/08 10:17 AM
6/23/08 12:16 PM
6/23/08 12:15 PM
6/23/08 12:13 PM
6/23/08 12:13 PM
6/23/08 12:06 PM |-
6/23/08 11:32 aM | E=
6/23/08 11:32 AM |-
2/4/08 4:48 FM
2/4/08 4:47 FM £

Select All | Select None

Select | Mame

FSII AudioCo. America Annou..,

|

FSIIHotIternsFromlan
FSIIHotIternshoy
FSIILatestMewsFromlan

(LR

FEIILatestMewsMay

L

BannerList
BrandsImageDec,jpg
FEIIHomePageText

EEICICICICICIEEES

©eeceeeeeee

O
O
O
O
[ |itemImageDec.jpg
O
O
O
O

LN

FEIIHomePageText

P Link Asset |

2) (Optional) Search the list by selecting a search criteria and/or entering a
search term and clicking Search.

3) Select the check box next to each asset you want to add to the
recommendation list. Click Link Asset.

The assets are added to the Selected Assets list.
Link to an open list of items:
1) Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you previously added the asset to a tag, select the tag in the Tags tree in the
navigation pane. (If the Tags tree is collapsed, expand it by clicking the Tags
bar.)

For more information on finding assets, see “Finding Assets,” on page 100.
The results lists opens in the top pane.
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Working with List Mode Static Lists Recommendations

2) From the results list, select the items you wish to link to the recommendation
list. Click Link Asset.

The assets are added to the Selected Assets list.

5. Arrange the assets you added in the desired order. The order in which the assets appear
in the list is the order in which they will be displayed on the online site.

Selected Assets:

Manomax Flat-Panel LCD HDTWY (Product) | X
Sorama - 40 inch LCD HDTWY {Product) & % X
Sorama - Flat-Panel LCD HDTWY {Product) + | % X
Onsdag - Digital Camera (Product) |1 X
Manorax - Digital Camera (Product) | x

| B, Search Assets | | /ﬁ) Link Asset |

- To move an asset up in the list, click the up arrow button next to the asset.
- To move an asset down in the list, click the down arrow next to the asset.
- To delete the asset from the list, click the Delete (red X) button next to the asset.

6. (Optional) If you wish to apply this recommendation only to particular asset types,
you can do so on the Metadata tab.

7. Save the asset by clicking Save & Close.

Editing List Mode Static Lists Recommendations

To edit a List Mode Static Lists recommendation

1. Log in to the site you want to work with.
2. Find and open the “Recommendation” asset you want to edit:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- Ifyou previously added the asset to a tag, select the tag in the Tags tree in the
navigation pane. (If the Tags tree is collapsed, expand it by clicking the Tags
bar.)

For more information on finding assets, see “Finding Assets,” on page 100.

b. Inthe list of results, navigate to the desired asset and click the Edit (pencil) icon
to the left of the asset’s name.
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Content Server displays the asset in the “Edit” form.

Recommendation: FSIITopStories Locale: en_US - Master Asset %
[Esseaces 6o Dices H

* Sections with required fields || Required field

@ Content *

O Metadata Name:

O warkflow |FSIITopStories |
Versions o

OPuinshing Description:
Sharing |T0p Stories |

Selected Assets:
FSIIAudioCoFirstUnderwaterMP3Player (Content)
FSITMECUnveilsFirstMabilePhonewithHD (Cantent)
FEIIIESIntroducesFirstLCDProducts (Content)
FSIIFSEIntroducesDVDRecorder {Content)
FSIIFirmsTakeStepTowardCompatibleGadgets {Content)

l ) Search Assets ] l d Link Assat ]

o |+ & |« |+
%[+ |-b|>t
LIEE

3. The order in which the assets appear in the list is the order in which they will be
displayed on the online site. In the Selected Assets field, make your changes to the list
of assets associated with this recommendation as follows:

Selected Assets:
Manornax Flat-Panel LCD HOTY (Product) & | 2
Sorama - 40 inch LCD HDTY (Product) & | #] 3

Sorama - Flat-Panel LCD HDTY (Product) | *| x|
Onsdag - Digital Carmera (Product) & x|
Manorax - Digital Camera (Product) | x

l By Search Assets ] l (’ Link Asset ]

- Toremove assets from the list, click the Delete (red X) button next to each asset
you want to remove.

- To change the order in which the assets appear in the list, click the up or down
arrow next to each asset you want to move within the list.

- To add assets to the list, do one of the following:
- Select assets from a list:

a. Inthe Selected Assets field, click Show Assets. A pop-up window opens
displays a list of all the assets of the types selected in the previous step.

Search Results Search Criteria ¥ || Enter Search Text Here w
Previous Mext 10
Select All | Select None
Select | Name Type | Modified ~ Locale | Start Date | End Date
[ |FsII audioCa. America Annou... ()| B |9/25/08 10:17 aM | B
[ |FsIlHotitemsFromlan @@ |6r23/08 12:16 PM |ER
[] |FsiHotitemsMoy @|E |esz3/08 12:15 pM | B2
[ |FsIlLatestMewsFramlan @@ |sr23/08 12:13 FM |ER
[0 |FsIlLatestMewsMay ®|E@ |er23/08 12:13 FM | EE
[ |itemImageDec.jpg ® [&] |&fz3/08 12:06 PM |-
[ |eannerList @®|E |erz3/08 11:32 am B
[ |BrandsImageDec.jpg ® [&] |efzs/08 11:32 AM| -
[ |FsIlHomePageText @B |zas0s 445 Pm |[E
[ |FsIlHomePageText @B |z/a/08 447 PN |ER
P Link Asset |
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b. (Optional) Search the list by selecting a search criteria and/or entering a
search term and clicking Search.

c. Select the check box next to each asset you want to add to the
recommendation list. Click Link Asset.

The assets are added to the Selected Assets list.
- Link to an open list of items:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the
asset and click Search.

- If you previously added the asset to a tag, select the tag in the Tags
tree in the navigation pane. (If the Tags tree is collapsed, expand it by
clicking the Tags bar.)

For more information on finding assets, see “Finding Assets,” on
page 100.

The results lists opens in the top pane.

b. From the results list, select the items you wish to link to the
recommendation list. Click Link Asset.

The assets are added to the Selected Assets list.

4. Save the asset by clicking Save & Close.

SOETWARE

When you save the asset, Content Server displays the asset in the “Inspect” form, unless:

- You have left out one or more required fields (highlighted in yellow)
- Anentry or selection you have made in is not permitted

If either of the above is true, Content Server displays an error message indicating the
offending fields. Correct the errors, then click Save & Close.
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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

e Linking Two Assets Directly

e Linking Two Assets via an Image Asset

e Creating a Target Asset from the Referring Asset’s FCKEditor
* Linking Assets to URLs
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Overview

Overview

Some assets’ create and edit forms have an FCKEditor enabled field. FCKEditor supports
a wide range of formatting options, such as the option to link assets to each other using the
link icons located on the FCKEditor toolbar. The table below identifies the icons on the
FCKEditor toolbar that you will be working with for the following linking procedures:

Table 2: FCKEditor Icons Used to Link Assets

Linking two assets
directly

[=] Source (&) || _'5-'# S [ |

Add asset link

Used to create a hyperlink
to the target asset from the
referring asset.

“To Create a Hypertext
Link to Another
Asset,” on page 176

(=] Source @) || B 2 ;igh |

Include asset

Used to dynamically
include the previewable
content of one asset in
another.

“To Link Two Assets
by Inclusion,” on
page 179

L_ink two assets
via an image asset

SOFTWARE

Source g4 || :_"‘5.513'**;‘15
2 1

1. Include asset
2. Add asset link

1. The Include asset icon
is used to include an
image from the “My List”
node into the referring
asset’s FCKEditor
enabled field.

2. Once the image is
included, the Add asset
link icon is used to
hyperlink the image to
another asset.

“Linking via an Image
from the “My List”
Node,” on page 185

Source g4 || :_'"5.-% iC R .i.
2 1

1. Pick an image to include
2. Add asset link

1. The Pick an image to
include icon is used to
include an image from the
“Image Picker,” into the
referring asset’s
FCKEditor enabled field.

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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Linking Two Assets Directly

Table 2: FCKEditor Icons Used to Link Assets

Linking two Used to create a target “Insert a Hyperlink to
assets, when the Source @) || L B B || asset, directly from the the New Target Asset,”
target asset has not referring asset’s on page 194

been created yet Create and link a new asset FCKEditor enabled fleld,

and then to insert a
hypertext link to that
target asset in the field.

Used to create a target “Include the Target
Seuce @ || B3 5 ;‘Eiﬁ, | asset directly from the Asset’s Previewable
referring asset’s Content,” on page 197

Create and include a new asset | FCKEditor field, and then
to include the previewable

content of that target asset

into the field.
Linking assets to Used to insert an “Linking Assets to
URLs WL “unmanaged” hypertext | URLS,” on page 201
link to a URL into the
Insert/Edit Link referring asset’s

FCKEditor enabled field.

Additional options, such
as Email, are also
available in the Insert/
Edit Link icon, but they
are not covered in this
guide. For more
information about the
additional options, refer
to the FCKEditor’s
documentation at;
http://

docs. fckeditor.net

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 FCKEditor 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
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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 FCKEditor 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 save, close, and then re-open the
referring asset.

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
“Content” asset type that ships with the FirstSite 11 sample site is configured with an
FCKEditor in its “Body” field. Therefore the “Body” field supports the types of links
described above.

Prerequisites

SOFTWA

R E

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 FCKeditor in the field where you will place the link. If
you need instructions for verifying that FCKEditor is displayed, complete the
following steps:

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s “New” form. However, it is best to save the asset and then open its “Edit”
form (to ensure against possible loss of any existing content, as you move from
step to step).

1. Open the referring asset in its “Edit” form. If you need to find the referring asset,
do the following:

a) Inthe top bar, go to the “Search Criteria...” menu and select the asset type of
the asset you want to find.

b) Inthe “Search” field located in the top bar, enter the desired search criteria (if
any) and click Search.
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c) Inthe search results list, navigate to the desired asset and click its Edit
(pencil) icon.

Go to the field in which you would like to place the link. Click in the field to make
sure it displays the FCKEditor.

Note

By default, FCKEditor is not displayed automatically when the asset’s
“Edit” form opens. To display the FCKEditor click in the field. If the
FCKEditor does not appear, then the field is not FCKEditor enabled and the
assets cannot be linked. Contact your system administrator to have the field
enabled.

If you 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 that is listed in the asset’s “Template” field, located in the
Metadata section of the asset’s form. For instructions on previewing assets, see
“Previewing Assets,” on page 126.)

Target Asset

SOFTWARE

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, located in the Metadata
section of the asset’s form).

(Optional) The target asset is readily available for linking (ensure that the target asset
is placed in the “My List” node located in the Tags tab of the navigation pane).

Note

Placing target assets in the “My List” 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” form. (If you were trying to link a large
number of assets to a source asset, you would have to conduct a separate search
for each target asset.) When you conduct a search for a target asset, the search
results are rendered above the source asset’s “Edit” form. For information about
searching for assets, see “Searching for Assets,” on page 102.

1. Find the target asset and place it in the “My List” node:

a) Inthe top bar, go to the “Search Criteria...” drop-down menu, click the asset
type of the asset you want to find.

b) Inthe “Search” field located in the top bar, enter the desired search criteria (if
any) and click Search.

c) Inthe search results list, navigate to the desired asset and select the check box
next to it.

d) Inthe “Add to...” menu, select “My List.”

In the navigation pane, go to the “My List” node (Tags > My List) and make sure
the target asset is displayed in the list of assets.
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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,” on page 179

To Create a Hypertext Link to Another Asset

1.
2.
3.

SOFTWARE

Ensure that all prerequisites starting on page 174 are met.
Open the referring asset in its “Edit” form.

Insert the link to the target asset:

a. Inthe navigation pane, click Tags > My List.

A list of assets you have added to the “My List” node are displayed in the top pane
of the workspace area, above the referring asset’s “Edit” form.

b. Select the check box next to the asset you want to link to.

c. Inthe 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.

To work more comfortably, you can maximize the FCKEditor to fill your

workspace. Click the Maximize icon.

|B 7 Uake %, x* ||iIZi= EiE | EE=EE || Fenk |
| : R & || = Lo || Stuleshest - Giyle =
| Fant ~ Size ~| 44~ 07~ || Fomat [Nomal & B = 82|
| B =] Source: @) || B9 [ S SE |
Maximize the editor size
d. On the FCKEditor’s toolbar, click the Add asset link icon.
|B I U e %X, x* ||i=i= EiE || =E==E | P |
| 3 4 &2 || = £ || Stylesheet | Siyle -
| Fort ~| Size -~ | Format | Nomal - & 3 =11 |

=l Bl [E] Souce @) || B B

% e |

Add asset link
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The following pop-up window opens:

Add Embedded Link

Name: FSIIFirmsTakeStepTowardCompatibleGadgets
Type: Content_C
Select -
1
Template | /FSiDetail |
Select
Wrapper | FSIWrapper V|
Name: FSII AudioCe. America Anncunces H300 series
Type: Content
Field: Body
Link Text:

dire forecasts

Extra Parameters:
Parameters are not available.

Link anchor:

| 38 cCancel | | [E} save &Close |

Linking Two Assets Directly

1) Inthe “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target asset when the hyperlink is

clicked. If necessary, choose a different template.

2) Inthe “Link Text” field, verify the text that you selected to be the hyperlink

(in step c on page 176). If necessary, edit the text.

3) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the asset to which you are creating
the link. 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 associated with the target
asset. Otherwise, “Extra Parameters” displays the message “Parameters

are not available.”
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Linking Two Assets Directly

Click Save and Close to save the hyperlink.

The pop-up window closes, and the linked text appears in the field, underlined
and surrounded by a blue border, as shown below:

|'B I U ke x, x* || 1= i= =22 ||

[ I L [
| = 3 2 & || == o || Stylesheet ~ | Style =
| Font - Size - M- || Fomat Nomal - & 3= |

N2 [E]Sowee @ || B A S SE |
Retailers, in an effortto stave off 'dire forecasts are slashing prices to [ure people to the cash registers. .

Asset link
(underlined and
surrounded by blue
border)

You can now work with the link as follows:

a. Right-click the linked text to open its context menu. From the context menu you

can:

Open Link

Change Linked Asset
Edit Properties
Remove Linked Asset

Note: Remove Linked Asset removes the link function, but not the text of the
link. To restore the link function, click Ctrl-z until the underline and blue
border re-appear.

b. You can format the text of the link by using the FCKEditor. One of your options is
to use a style sheet to format the link (and other text) in the field:

1)

2)

Select a style sheet from the Stylesheet drop-down list.

Once you have selected a style sheet, its styles are made available to you, in
the Style drop-down list.

Apply different styles by highlighting the text and selecting the desired style
from the Style drop-down list.

Save the referring asset:

a. If you expanded the FCKeditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save and Close.

If the referring asset is previewable, click Preview (in the action bar) to preview and
test the link. Click the link to display the target asset.
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To Link Two Assets by Inclusion

1. Ensure that all prerequisites starting on page 174 are met.
2. Open the referring asset in its “Edit” form.
3. Include the target asset:

a. Inthe navigation pane, click Tags > My List

A list of assets you have added to the “My List” node are displayed in the top pane
of the workspace area, above the referring asset’s “Edit” form.

b. Select the check box next to the image asset you want to include.

c. Inthe desired field of the referring asset, place your cursor at the point where you
want to include the previewable content of the target asset.

To work more comfortably, you can maximize the FCKEditor to fill your
workspace. Click the Maximize icon.

| B 7 Uake %, X [|IEZE1= EE£ | EEEE | Fele |

| 3 2 & || == L || Styleshest - Siyle -

| Fant + Size +| 4~ 07~ || Fomat |Nomal | & 3= 82|
=B E Souce @ || B S G5B |

? Maximize the editor size

d. Click the Include asset icon.

|B I U e %X, x* ||i=i= EiE || =E==E | FrRk, |

| 3 4 & || == L || Styleshest | Siyle -

| Fant ~ Size ~| 44~ 07~ || Fomat [Nomal || & B =82
| B2l =] Souce @ || B H S G5B |

T Include asset
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The following pop-up window opens:

Add Inclusion

MName: FSIlAudioCoFirstUnderWaterMP3Player
Type : Content_C

Select f -

T [FSIDetail A

Extra Parameters:
Parameters are not available.

FSII AudioCo. America Announces H300

Name: :
series

Type: Content
Field: Body
| 3L Cancel | (&) Save &Close |

1) Inthe “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target asset at its insertion point in the
referring asset. If necessary, choose a different template.

2) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the asset you are including. 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 associated with the target
asset. Otherwise, “Extra Parameters” displays the message “Parameters
are not available.”

3) Click Save and Close.

The pop-up window closes, and the target asset’s previewable content is
rendered within the referring asset by the template that 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 save, close, and then re-open the referring asset.
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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:

- Change Included Asset

- Edit Properties

- Remove Included Asset
b. Enter text before or after the included asset.
Save the referring asset:

a. If you expanded the FCKeditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save and Close.

If the referring asset is previewable, verify that the included asset is properly rendered
(click Preview, in the action bar).
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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.
Content Server enables you to include an image asset in a given asset, and then hyperlink
the image to another 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 “My List” node (located in the navigation pane, under the
Tags tab), or from the “Image Picker”:

¢ Linking via an image from the “My List” node using FCKEditor

In the FCKEditor enabled field of the asset you are working with, you may want to
include an image asset from the “My List” node. From the FCKEditor toolbar use the
Include asset icon to include the image into the field. Use the Add asset link icon to
hyperlink the included image to another asset.

e Linking via an image from the Image Picker using FCKEditor

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,” FCKEditor is capable of
invoking an “Image Picker.” From the FCKEditor toolbar, use the Pick an image to
include icon to access the “Image Picker,” and select an image to include into 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 FCKEditor tool-
bar. If this is the case, you can contact your administrator or, see “Linking via an
Image from the “My List” Node” for an alternate method of linking two assets
via an image asset.

Prerequisites

SOFTWA
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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)

e The image asset (which you will include in the referring asset)

e The target asset (to which you will link the image asset)
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Referring Asset

The referring asset displays the FCKeditor in the field where you will place the link. If
you need instructions for verifying that FCKEditor is displayed, complete the
following steps:

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s “New” form. However, it is best to save the asset and then open its “Edit”
form (to ensure against possible loss of any existing content, as you move from
step to step).

1. Open the referring asset in its “Edit” form. If you need to find the referring asset,
do the following:

a) Inthe top bar, go to the “Search Criteria...” menu and select the asset type of
the asset you want to find.

b) Inthe “Search” field located in the top bar, enter the desired search criteria (if
any) and click Search.

c) Inthe search results list, navigate to the desired asset and click its Edit
(pencil) icon.

2. Go to the field in which you would like to place the image asset. Click in the field
to make sure it displays the FCKEditor.

Note

By default, FCKEditor is not displayed automatically when the asset’s
“Edit” form opens. Click in the field to display the FCKEditor. If the
FCKEditor does not appear, then linking is not supported in the field.
Contact your system administrator to have the field enabled with
FCKEditor.

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, located in the
Metadata section of the asset’s form). For instructions on previewing assets, see
“Previewing Assets,” on page 126.

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, located in the Metadata section
of the asset’s form.

Note

Rendering additional content (such as text) can interfere with and corrupt the
linking process.
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Determine whether you will be including an image from the “Image Picker” or from
the “My List” node:

- Ifyou are including an image from the “My List” node. The image asset is
readily available for inclusion. Place the image asset into the “My List” node,
located in the Tags tab of the navigation pane, for easy retrieval during the linking
process.

1) Find the image asset and place it in the “My List” node:

a) Inthe top bar, go to the “Search Criteria...” drop-down menu, click the
asset type of the asset you want to find.

b) Inthe “Search” field located in the top bar, enter the desired search
criteria (if any) and click Search.

c) Inthe search results list, navigate to the desired asset and select the check
box next to it.

d) Inthe “Add to...” drop-down menu, select “My List.”

2) In the navigation pane, go to the “My List” node (Tags > My L.ist) and make
sure the target asset is displayed in the list of assets.

- 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.

SOFTWARE

The target asset can be rendered by one of the templates listed in the asset’s
“Template” field, located in the Metadata section of the asset’s form.

(Optional) The target asset is placed in the “My List” node (in the navigation pane) for
easy retrieval during the linking process. (For instructions about placing assets in the
“My List” node, see step 1 on page 184.)

Note

Placing target assets in the “My List” 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” form. (If you were trying to link a large
number of assets to a source asset, you would have to conduct a separate search
for each target asset.) When you conduct a search for a target asset, the search
results are rendered above the source asset’s “Edit” form. For information about
searching for assets, see “Searching for Assets,” on page 102.
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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:

e “Linking via an Image from the “My List” Node,” on page 185
e “Linking via an Image from the Image Picker,” on page 189

Linking via an Image from the “My List” Node
1. Assuming that all prerequisites starting on page 182 are met, continue as follows:
Include the image asset in the referring asset:
2. Open the referring asset in its “Edit” form.
3. Include the image asset:

a. Inthe navigation pane, click Tags > My List

A list of assets you have added to the “My List” node are displayed in the top pane
of the workspace area, above the referring asset’s “Edit” form.

b. Select the check box next to the image asset you want to include.

c. Inthe 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 FCKEditor to fill your
workspace. Click the Maximize icon.

| B I UOae x x*||i== EE|I|I=E=E=E || P |
[ 3 Al e == £ || styleshest ~| Shyle -
| Font + | Size » M~ B | Fomat | Nomal - & 30 =8|
| 1B [ZE] Souece @ || B oS SR |
Maximize the editor size
d. On the FCKEditor toolbar, click the Include asset icon.
| B I Uae x, x°||i=i= EE|II=E=EE=E== || Pl |
[ 3 b, &2 || == £ || styleshest ~| Shyle -
| Font v Size o 7> || Famat | Nomal & B = 82 |

=B =] Souce @) || B B G5B |

Include asset
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The following pop-up window opens:

Add Inclusion

Name: FSII AudioCo_IAC-083.]pg
Type: Media_C

Select -

Template /FSliDetail v

Extra Parameters:
Parameters are not available.

Name: FSIIAudioCoFirstUnderwaterMP3Flayer
Type: Content
Field: Body

| 3€ Cancel | | {8 save &Close |

1) In the “Select Template” drop-down list, verify that the correct template is
selected. This template will render the image asset at the insertion point. If
necessary, choose a different template.

2) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the image you are including. 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 associated with the target
asset. Otherwise, “Extra Parameters” displays the message “Parameters
are not available.”

3) Click Save and Close.

The pop-up window closes, and the image is rendered in the field:
| B £ U abe x x* |[i=F BRE||9 LB |=dd|
| Styleshest v Sige -4~ || Fomat HllE@@E|
| & ESouce @ || 3 (B =

™

image

MILPITAS/SAN DIEGO, Calif - June 16, 2004 - Going where no MP3 players have gone, AudioCo. and Diver Entertainment Systems (DES) today

announced the HZO Audio DV series. Building on AudiaCo.’s #1 ranking iFP-300T series flash players, the players are fully submersible to depths of up to 200 feet enabling users to . Referrl n g

enjoy digital audio while SCUBA diving, snarkeling, free diving and engaging in other active water sports.

asset

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:

- Change Included Asset
- Edit Properties
- Remove Included Asset
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Link the image asset to the target asset:

4. Now that the image is rendered in the referring asset’s field, create a hyperlink from
the image to the target asset:

a. Inthe navigation pane, click Tags > My List

A list of assets you have added to the “My List” node are displayed in the top pane
of the workspace area, above the referring asset’s “Edit” form.

b. Select the check box next to the asset you want to link to.
c. Inthe referring asset’s field, select the image you have just inserted.
d. On the FCKEditor toolbar, click the Add asset link icon.

[B I Uae x, x |[|i=i= EE|E=== | k- R
| 34 A &7 || =1 J || Styleshest ~ Style -]
| Fant + Size v| M~ b7 - || Format | Nomal * || E 0= |

Ll Esouce @ || 53 B o |

Add asset link

The following pop-up window opens:

Add Embedded Link

Name: FSII AudioCo. America Announces H300 series
Type: Content_C
Select
I
Template |'FS”LE‘5'[DUt v|
Select
Wrapper | FSlWrapper V|
MName: FSIlAudioCoFirstUnderWaterMP3Flayer
Type: Content
Field: Body

Extra Parameters:
Parameters are not available.

Link anchor:

| 3L Cancel | | {2} Save &Close |

1) Inthe “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target asset when the hyperlinked
image is clicked. If necessary, choose a different template.
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2) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the image you are including. 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 associated with the target
asset. Otherwise, “Extra Parameters” displays the message “Parameters
are not available.”

3) Click Save and Close to save the link.

The pop-up window closes, and the image you included in the field now
appears as a hyperlink, surrounded by a blue border.

5. At this point, you can work with the image as follows:

a. Right-click the linked image to open its context menu. From the context menu you
can:

- Open Link

- Change Linked Asset
- Edit Properties

- Remove Linked Asset

Note: Remove Linked Asset removes the link function, but not the included
image. To restore the link function, click Ctrl-z until the blue border re-
appears.

b. Enter text before or after the linked image.
6. Save the referring asset:

a. If you expanded the FCKeditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save Changes.
Test the linked image:

7. If the referring asset is previewable, click Preview, in the action bar, to preview and
test the linked image. Click the image to render the target asset.
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Linking via an Image from the Image Picker

1. Assuming that all prerequisites starting on page 182 are met, continue as follows:

5

oF

Include the image asset in the referring asset:

2.
3.

TWARE

Open the referring asset in its “Edit” form.
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.

To work more comfortably, you can maximize the FCKEditor to fill your
workspace. Click the Maximize icon.

|B I U x. x* ||IZi= EE||EE=EE | FeREE |
| ¥ 2 & || == Lo || Styleshest - Shile - |
| Fant + Size -4 | Format | Nomal | & 3= 82|
| 2 [=] Souce @ || B3 B 5 E5El |
Maximize the editor size
b. Click the Pick an image to include icon.
|B 7 Uake x, x ||i=i= EE|=E==E | Fe i |
| 34 & il == L || Styleshest + Shle =
| Font v Size v M-~ | Fomat | Nomal ||| & 3= 82|
N =l [E] Souwce: @) || BB B s S|
? Pick an image to include
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The “Image Picker” window opens. Click the image that you want to include in
the referring asset’s field.

Thumbnail Size: | 100 pixels ll Images Per Page: 10 25 50 100 ]Enter Search Text Here w

Showing 1 through 10 of 29

29 Images

Page 1 of 3 |Next '

Sort by:

| e |
E ﬁ_._:] Modified Date

FSII AudioCo_iAC... FSII FSE_Digital... FSII FSE_DVD- FSII FSE_TripleP... FSII IES_HDTV.jp...
, S % S VCR... LAY R S ST
5| 3 8 5 5 57 KB 0 3¢ 20 2,52 KE 180 x 180 | 20 KB

IMAaBE
NaT ( e
AVAILASLE H g e

FSII IES_HiFi-VH... FSII IES_MD-Audi... FSII image_Not_a... FSII FSII SS_SlmDVD....
3 i e i SS_HDPlasma... L

The “Add Inclusion” pop-up window opens:

‘ Add Inclusion

Name: FSII AudioCo_iAC-083.jpg
Type: Media_C

—
Template [F5IIDetail hd

Extra Parameters:
Parameters are not available.

Name: FSII AudioCo.NewMediaPlayerOffers\ideo
Type: Content
Field: Body

| 3& Cancel | | B save &Close |

1) Inthe “Select Template” drop-down list, verify that the correct template is
selected. This template will render the image at its insertion point in the
referring asset. If necessary, choose a different template.

2) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the asset you are including. 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 the parameters for the template that is associated with the
target asset. Otherwise, “Extra Parameters” displays the message
“Parameters are not available.”
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3) Click Save and Close to save the link.

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:

- Change Included Asset
- Edit Properties
- Remove Included Asset

Link the image asset to the target asset:

5. Now that the image is rendered in the field, create a hyperlink from the image to the
target asset:

a. Inthe navigation pane, click Tags > My List

A list of assets you have added to the “My List” node appear in the top pane of the
workspace area, above the “Edit” form of the referring asset.

b. Select the check box of the asset you want to link to.
In the referring asset’s field, select the image you just included.
On the FCKEditor toolbar, click the Add asset link icon.

[B I U e x x*||i=i= =E ||

=X [ ke ke
| 3 15 & || == Lo || Stpleshest - Shle -
| Fort « | Size - M~ B~ || Famat | Nomal - & 3 =11 |

Bl [E Sowce @) || B b B SR

Add asset link

The following pop-up window opens:

Add Embedded Link

Name: FSII AudioCo. America Announces H300 series
Type: Content_C
Select

{|
Ferelere /FSliLayout hd
Select

v

Wrapper FSlWrapper

MName: FSII AudioCo.NewMediaPlayerOffersvideo
Type: Content
Field: Body

Extra Parameters:
Parameters are not available.

Link anchor:

3L Cancel | | {5} save &Close
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1) Inthe “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target asset when the hyperlinked
image is clicked. If necessary, choose a different template.

2) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the asset you are including. 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 the parameters for the template that is associated with the
target asset. Otherwise, “Extra Parameters” displays the message
“Parameters are not available.”

3) Click Save and Close to save the link.
6. 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:

- Open Link

- Change Linked Asset
- Edit Properties

- Remove Link

Note: Remove Link removes the link function, but not the included image.
To restore the link function, click Ctrl-z until the blue border re-appears.

b. Enter text before or after the linked image.
7. Save the referring asset:

a. If you expanded the FCKeditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save and Close.
Test the linked image:

8. If the referring asset is previewable, click Preview, in the action bar, to preview and
test the linked image. Click the image to render the target asset.
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Creating a Target Asset from the Referring Asset’s
FCKEditor

If you are working with a given asset and wish to link it to an asset that has not been
created yet, you can create the asset directly from the referring asset’s FCKEditor enabled
field(s). The type of link you insert into the field(s) depends on which icon you choose
from the FCKEditor toolbar:

« Create a hypertext link to the new asset

From the referring asset’s FCKEditor toolbar, use the Create and link a new asset
icon to create the target asset, and then to insert a hypertext link to the new target asset
into the referring asset’s field.

¢ Include the new asset in the referring asset

From the referring asset’s FCKEditor toolbar, use the Create and include a new asset
icon to create the target asset, and then to include the new target asset’s previewable
content into the referring asset’s field.

Prerequisites

SOFTWA
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Before creating a new asset from the FCKEditor enabled field of a referring asset, you
must verify that the referring asset 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. The target asset has not been created yet:
» The referring asset (in which you will create the target asset as well as the link).
« The target asset. You will create this asset from within the referring asset.

Referring Asset

« The referring asset displays the FCKEditor in the field where you will place the link.
If you need instructions for verifying that FCKEditor is displayed, complete the
following steps:

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s “New” form. However, it is best to save the asset and then open its “Edit”
form (to ensure against possible loss of any existing content, as you move from
step to step).

a. Open the referring asset in its “Edit” form. If you need to find the referring asset,
do the following:

1) Inthe top bar, go to the “Search Criteria...” drop-down menu and select the
asset type of the asset you want to find.

2) Inthe “Search” field located in the top bar, enter the desired search criteria (if
any) and click Search.
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3) In the search results list, navigate to the desired asset and click its Edit
(pencil) icon.

b. Goto the field in which you would like to place the link. Click in the field to make
sure it displays the FCKEditor.

Note

By default, FCKEditor is not displayed automatically when the asset’s
“Edit” form opens. Click in the field to display the FCKEditor. If the
FCKEditor does not appear, then linking is not supported in the field.
Contact your system administrator to have the field enabled with
FCKEditor.

« If you 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 that is listed in the asset’s “Template” field, located in the
Metadata section of the asset’s form. For instructions on previewing assets, see
“Previewing Assets,” on page 126.

Target Asset

You will create this asset in one of the following procedures, depending on how you wish
to link to the new target asset:

* “Insert a Hyperlink to the New Target Asset”
¢ “Include the Target Asset’s Previewable Content,” on page 197

Insert a Hyperlink to the New Target Asset

Ensure that all prerequisites starting on page 193 are met.
Open the referring asset in its “Edit” form.
Create and link to the target asset:

a. Inthe 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.

To work more comfortably, you can maximize the FCKEditor to fill your
workspace. Click the Maximize icon.

| B 7 U she x. x* || = 1= E(E==E | = 0 |
| 3 A || == Lo || Styleshest + Shle |

| Fant | Size +| 44~ B2~ || Fomat [Nomal - & 3=

| B [=] Souce @ || B3 A S E5El |

Maximize the editor size
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b. On the FCKEditor’s toolbar, click the Create and link a new asset icon.

|B I OUae X, X' ||iZ1= EE|IEEEE | Frky [
| 34 A & || = £ || styleshest ~| Shyle -
| Fort - Size B 87 || Farmat | Nomal - & 3= 2|

| B [=]Souce @ || %

i o e |

t

Create and link a new asset

The “Add Asset” window opens:

Add Asset

New

Attribute Editor
Collection
Collection

Content Attribute
Content Definition
Content Filter
Content Parent Definition
Content Parent
Content
CSElement
Dimension
DimensionSet
Document Attribute

Document Definition

Document Filter

Mew Attribute Editor, FirstSitell

New Collection

Mew Collection, HellofssetWorld
New Content Attribute, FirstSitell
New Content Definition, FirstSitell
New Content Filter, FirstSitell

MNew Content Parent Definition, FirstSitell
Mew Content Parent, FirstSitell

New Content, FirstSitell

Mew CSElement, FirstSitell

New Dimension, FirstSitell

New DimensionSet, FirstSitell

New Document Attribute, FirstSitell
New Document Definition, FirstSitell

MNew Cocument Filter, FirstSitell

1) From the list of available asset types, select the asset type that you will use to
create the target asset. If the asset type that you need is not available, contact

your administrator.

Note

In the “Add Asset” window, only the asset types enabled by the
developers of your system are available.

2)

If the asset type you have selected requires you to choose assignees for the

workflow process, select at least one user for each required role and click

Set Assignees. For

more information about the workflow process, see

“Workflow,” on page 215.

3)

The “New” form of the asset type you selected opens. Fill in the required

fields and then click Save to save the new asset to Content Server. For
instructions about working with an asset’s “New” form, see “Creating
Assets,” on page 74.
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The “Add Embedded Link” window opens:

Add Embedded Link

Name:
Type:

Select
Template

Select
Wrapper

Name:
Type:
Field:
Link Text:

MP3 players

Extra Parameters:
Parameters are not available.

Link anchor:

MP3 Flayer
Content_C

FSliDetail v

FSIWrapper A

Content
Body

a)

b)

c)

d)

| 3L Cancel | | ) save &Close |

In the “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target asset you created when the
hyperlink is clicked. If necessary, choose a different template.

In the “Link Text” field, verify the text that you selected to be the
hyperlink. If necessary, edit the text.

If the “Extra Parameters” section displays the “Name” and “Value”
menus, you can use them to set the properties of the asset to which you
are creating the link. 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 the parameters for the template that is associated with
the target asset. Otherwise, “Extra Parameters” displays the
message “Parameters are not available.”

Click Save and Close to save the hyperlink.

The pop-up window closes, and the linked text appears in the field,
underlined and surrounded by a blue border.
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4. You can now work with the link as follows:
a. Right-click the linked text and open its context menu. From the context menu you

can:

Open Link

Change Linked Asset
Edit Properties
Remove Linked Asset

Note: Remove Linked Asset removes the link function, but not the text of the
link. To restore the link function, click Ctrl-z until the underscore re-appears.

b. You can format the text of the link by using the FCKEditor. One of your options is
to use the style sheet to format the link (and other text) in the field:

1) Select a style sheet from the Stylesheet drop-down list.

Once you have selected a style sheet, its styles are made available to you, in
the Style drop-down list.

2) Apply different styles by highlighting the text and selecting the desired style

from the Style drop-down list.

5. Save the referring asset:

a. Ifyou expanded the FCKeditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save and Close.

6. If the referring asset is previewable, click Preview (in the action bar) to test the link.
Click the link to display the new asset.

Include the Target Asset’s Previewable Content

1. Ensure that all prerequisites starting on page 193 are met.

2. Open the referring asset in its “Edit” form.
3. Create and include the target asset:

a. Inthe desired field of the referring asset, place your cursor at the point where you
want to include the previewable content of the target asset.

To work more comfortably, you can maximize the FCKEditor to fill your
workspace. Click the Maximize icon.

B 7 U she X, x° [|iE = Sl = =s=-—l| & e |
3 Al & || == Lo || Styleshest ~ Shyle -
| Font - Size » M- | Famat [Nomal || & B = |
=Bl =] Souce @ || B S GE |

Maximize the editor area
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b. Click the Create and include a new asset icon.

| B I Uahe X, x* ||iIZi= EE|EEE=EE | Felgkr [

| g4 b, & || == Lo || Styleshest + Shile -

| Fort - Size B 87 || Farmat | Nomal - & 3= 2|
cl| Bl [E] Souce @) || B b B SR |

Create and include a new asset

The “Add Asset” window opens:

Add Asset

New

Attribute Editor
Caollection

Collection

Content Attribute
Content Definition
Content Filter
Content Parent Definition
Content Parent
Content

CSElement
Dimension
DimensionSet
Document Attribute
Document Definition

Document Filter

New Attribute Editor, FirstSitell

New Collection

New Collection, HelloAssetWorld

New Content Attribute, FirstSitell
New Content Definition, FirstSitell
MNew Content Filter, FirstSitell

Mew Content Parent Definition, FirstSitell
New Content Parent, FirstSitell

Mew Content, FirstSitell

New CSElement, FirstSitell

New Dimension, FirstSitell

New DimensionSet, FirstSitell

New Document Attribute, FirstSitell
New Document Definition, FirstSitell

Mew Document Filter, FirstSitell

1) From the list of available asset types, select the asset type that you will use to
create the target asset. If the asset type that you need is not available, contact

your administrator.

Note

In the “Add Asset” window, only the asset types enabled by the
developers of your system are available.

2) If the asset type you have selected requires you to choose assignees for the
workflow process, select at least one user for each required role and click
Set Assignees. For more information about the workflow process, see
“Workflow,” on page 215.

3) The “New” form of the asset type you selected opens. Fill in the required
fields and then click Save to save the new asset to Content Server. For
instructions about working with an asset’s “New” form, see “Creating
Assets,” on page 74.
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The following pop-up window opens:

Add Inclusion

Name: Underwater Techonology Information
Type : Content_C

Select ‘ .

Teoriaie /FSliLayout b

Extra Parameters:
Farameters are not available.

Name:

Type: Content
Field: Body
| 3L Cancel | {5} Save &Close |

a) Inthe “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target asset at its insertion point in
the referring asset. If necessary, choose a different template.

b) If the “Extra Parameters” section displays the “Name” and “Value”
menus, you can use them to set the properties of the asset you are
including. 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 associated with the
target asset. Otherwise, “Extra Parameters” displays the message
“Parameters are not available.”

c) Click Save and Close.

The pop-up window closes, and the previewable content of the target
asset you created is rendered in the referring asset by the template that
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 save, close, and then re-open the referring asset.
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You can now work with the included content as follows:

a. Right-click the included content and open the context menu. From the context
menu you can:

- Change Included Asset

- Edit Properties

- Remove Included Asset
Save the referring asset:

a. Ifyou expanded the FCKeditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save and Close.

If the referring asset is previewable, verify that the included content is properly
rendered (click Preview in the action bar).
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Linking Assets to URLS

Using FCKEditor, you can link Content Server assets to URLS by creating an unmanaged
link. A link is said to be “unmanaged” if it is not stored in its own field in Content Server’s
database. The link can be created directly within any field of a Content Server asset, but it
cannot be managed as an asset. As a result, the user who creates an unmanaged link to a
URL must manually validate the URL.

Note

In the Dash interface the only link you can create to a URL is an “unmanaged” link.
In the Advanced interface you have the option of creating a “managed” link as well.
A “managed” link enables you to insert a validated link (that is, an asset of type
“Link™) into the content of an asset. For more information (and instructions) on
creating managed links to URLSs, see the Content Server Advanced User’s Guide.

The extent to which this capability is available to you depends on whether FCKEditor is
configured for your custom asset types. For example, the “Content” asset type that ships
with the FirstSite 11 sample site is configured with an FCKEditor in its “Body” field.
Therefore the “Body” field supports the creation of an unmanaged link described above.
The rest of this section describes how to link assets to URLSs.

To create an unmanaged link to a URL

1. Find the referring asset (in which you will specify a URL) and open its “Edit” form. If
you need to find the referring asset, do the following:

a. Inthe top bar, go to the “Search Criteria...” drop-down menu, click the asset type
of the asset you want to find.

b. Inthe “Search” field located in the top bar, enter the desired search criteria (if any)
and click Search.

c. Inthe search results list, navigate to the desired asset and click its Edit (pencil)
icon.

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s “New” form. However, it is best to save the asset and then open its “Edit”
form (to ensure against possible loss of any existing content, as you move from
step to step).

2. Go to the field in which you would like to place the link. Click in the field to make
sure it displays the FCKEditor.

Note

By default, FCKEditor is not displayed automatically when the asset’s “Edit”
form opens. Click in the field to display the FCKEditor. If the FCKEditor does
not appear, then linking is not supported in the field. Contact your system
administrator to have the field enabled with FCKEditor.
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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.

To work more comfortably, you can maximize the FCKEditor to fill your workspace.
Click the Maximize icon.

|B I Use X, x*||i=i= EE | EEE=EE | b REr [

| A 2. & || =2 G || Stylesheet - Shle -

| Font ~ Size <4~ B7- || Format [ Nomnal - & B =
sl Bl ESouce @ || B3 B 5 5 ED |

? Maximize the editor size

4. On the FCKEditor toolbar, click the Insert/Edit Link icon.

|B I Uae X, X’ |[|{EiZ EE|EEE=EE || o 08 [
| 34 2 & || iJ Lo || Styleshest * Style =
| Font - Size |4~ || Fomat [Nomal & 3 =8|

|| B [E Souwse @ || B B S BE |

Insert/Edit link

The following pop-up window opens:

Link

J Limk Info | Target | Upload | Advanced |

Link Type
URL w

Protocol URL
hitp.// | »

Browse Server

a. Inthe “Link Type” field, select URL.
b. Inthe “URL” field, type the URL of the Web site 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:

| B 7 U ahe X, x° || iZi= £
| = 3 2 el | = L || Styleshest v Shle |

| Font - Size <4~ B7+ || Fomat [ Nomnal - & B =
Ia | 2l [E] Souse o (| B b w G5B |
Pricing and Availability: ~

M3RP forthe H2O Audio DV series ranges from §349.95 to $649.95.

For mare infarmation. visit our Web site

Hyperlinked text
(unmanaged link)

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
- Paste
- Open Link
- EditLink
- Remove Link

Note: Remove Link removes the link function, but not the text of the link. To
restore the link function, click Ctrl-z until the underscore re-appears.

6. You can format the text of the link by using the FCKEditor. One of your options is to
use a style sheet to format the link (and other text) in the field.

a. Select a style sheet from the Stylesheet drop-down list.

Once you have selected a style sheet, its styles are made available to you, in the
Style drop-down list.

b. Apply different styles by highlighting the text in the field and selecting the desired
style from the Style drop-down list.

7. Save the referring asset:

a. If you expanded the FCKeditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save and Close.

8. Click Preview, to view and test the link. Click the link to open the corresponding Web
page in the browser window.
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Chapter 11
Approval for Publishing

The goal of using Content Server is to publish content to a web site 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
e Approval Tasks
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Overview

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, such as Mirror to Server or
Export to Disk. (For more information on destinations and available publishing methods,
see the Content Server Advanced Interface User’s Guide.)

Asset approval can be either manual or automatic. You can manually approve assets one at
a time from the Publishing section of the asset’s “Inspect” form. If the asset has
dependent assets that need approval, Content Server displays a list of dependent assets
which you can then approve in bulk. You cannot, however, perform bulk approval on a
group of assets of your own choice; this capability is reserved for the administrator.

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 Content Server calculates asset dependencies during
approval and publishing, see the publishing chapter of the Content Server Advanced
Interface User’s Guide.

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. See “Approval States,” on page 212 for detailed descriptions of the possible
approval states an asset can enter.

If an asset enters an approval state that prevents publication, Content Server 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 Content
Server, see the Content Server Advanced Interface User’s Guide.
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Approval Tasks

This section describes how to approve assets for publishing.
This section describes the following tasks:

Approving an Asset for Publishing
Checking an Asset’s Approval Status

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.
2.

SOETWARE

Log in to the site you want to work with.,
Find and open the asset you want to approve for publishing:
- If the asset is currently assigned to you to work on:

a. Inthe Tags tree, click My Assignments. (If the Tags tree is collapsed, expand
it by clicking the Tags bar.)

Content Server displays a list of assets currently assigned to you to work on.
b. Navigate to the desired asset and click its name.
Content Server displays the asset’s “Inspect” form.
- If the asset is not currently assigned to you to work on:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset
and click Search.

- If you previously added the asset to a tag, select the tag that contains the
asset in the Tags tree. (If the Tags tree is collapsed, expand it by clicking
the Tags bar.)

For more information on finding assets, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

(Optional) To preview the asset before you approve it for publishing, click Preview in
the action bar.

Content Server opens a new browser window displaying the asset in its rendered form.

- If you are satisfied with the way the asset looks, close the preview window and
continue to the next step.

- If you want to make changes to the asset, close the preview window and click
Edit in the action bar to open the asset’s “Edit” form. Make your changes, and
click Save & Close to save the asset.

Click Publishing in the section selector.
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5. In the Publishing section, click Show for the destination for which you want to
approve the asset.

Note

e You can approve an asset for only one destination at a time; repeat this
procedure to approve the asset for additional destinations.

e Consult your administrator to find out where (to which destinations) and
how (using which publishing method) your content is published from your
system.

Content Server displays the asset’s details for the selected destination.

Details | Destination

+Hide |FSII Destination (RealTime)

Approval State: @ Approve
Last Published: Mo publish history found T4 publish thiz asset all

dependencies must first

Publishing Cycle: No existing publish event be approved

¥ Show | FSII Destination (dynamic)

If today’s date is out of the start/end date range specified in the asset’s metadata, a
warning message appears at the top of the window, indicating that today’s date is out
of the start/end date range.

You can still approve the asset. However, note that if
- the approved asset is published after its expiration date and
- the template for its parent page includes the asset: filterassetsbydate tag,

the asset will not display on the web site. See your site administrator for further
information about the asset: fi l terassetsbydate tag. For more information
about start and end dates, see “Using Start and End Dates,” on page 143.

Continue with the steps below to approve the asset (or select Cancel).
6. Click Approve. At this point, one of the following happens:

- If the asset has no dependencies, Content Server displays a message confirming
the approval of the asset.

- If the asset has dependencies that are preventing publication, Content Server
notifies you of that fact and displays the Click here to approve dependencies...
link. Do the following:
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2)
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Click the link to display a list of the dependent assets.
\

Select | Name Type | Modified By | Modified | Start Date End Date Days Expired

: 8/22/05 | _ .
[1 |FslIProducts @|@= | firstsite :08 PM ]
S P 8/25/05 | A
[ |Fsllabout @|@E firstsits e 0
- 6/23/08
[ |FsiiLatestiewsioy  @|E | firstsite 12:13 |E11/1/09 12:00 AM|11/30/09 11:59 PM|0
PM
- 6/23/08
[1 |FSIIHotiternsFromlan @ (*] |firstsite 1z:16 |EH1/1/10 12:00 AM |- o
PM
) N B/22/05 |
[0 |FsiishoppingCart @D|E firstsite 613 PM o
[0 |FsiHomerageText  @|F | firstsite 42-24;?:?\4 [, 11/1/09 12:00 AM|11/30/09 11:59 PM |0
- 6/23/08
O FSIILatEstNEWsFrUmJan@ 1 |firstsite 12:13 @lflf'lﬂ 12:00 AM |- 1]
PM
&/24/08
[ |F=llarticles @ [E firstsite 11:41 |- - i}
PM
- 1/16/08
[0 |Hot Items October @ [&]  |firstsite 12:16 [EL10/1/09 12:00 &AM |10/31/09 11:59 PM|0
PM
_ 8/28/05
[0 |FsliHomePageText @[3 |firstsite 11:21 |- 9/30/09 11:59 FM |0
PM
- 8/28/05
D FSIIHotItems @ [*] | firstsite 11:50 |- 3/30/09 11:59 FM |0
PM
[0 |FslHomePageText ()| | firstsite 42-245{?:?\4 Bh1/1/10 12:00 AM |- ]
N 8/28/05
[0 |FsllLatestews @ (2] |firstsite 11:29 |- 9730409 11:59 PM |0
PM
[1 |FEllLogin @ (& |firstsite 811705 - 1]

5:39 PM

If an information icon displays next to an asset’s start or end date, it indicates
that today’s date is out of the start/end date range (this information displays in
a tooltip as you hover over the icon).

You can still approve the asset; however, note that if:
- the approved asset is published after its expiration date and

- the template for its parent page includes the
asset:filterassetsbydate tag,

the asset will not display on the web site. See your site administrator for
further information about the asset: fil terassetsbydate tag. For more
information about start and end dates, see “Using Start and End Dates,” on
page 143.

Continue with the steps below to approve the asset (or select Cancel).

At the top of the list, click Select All to select all assets in the list.In the action
bar, click Approve Blocking Assets.

Content Server approves the dependent assets and calculates their
dependencies. If any of the dependent assets have their own dependencies,
Content Server displays a list of the dependent assets’ dependencies; again,
click Select All, and then click Approve Blocking Assets. Continue this
process until all dependencies for all assets are approved.

When all dependencies for the original asset are approved, Content Server
displays a message confirming the original asset is approved for publishing to the
selected destination.
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Checking an Asset’s Approval Status

To check an asset’s approval status

1. Log in to the site you want to work with.
2. Find and open the asset you want to approve for publishing:
- If the asset is currently assigned to you to work on:

a) Inthe Tags tree, click My Assignments. (If the Tags tree is collapsed, expand
it by clicking the Tags bar.)

Content Server displays a list of assets currently assigned to you to work on.
b) Navigate to the desired asset and click its name.
Content Server displays the asset’s “Inspect” form.
- If the asset is not currently assigned to you to work on:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset
and click Search.

- If you previously added the asset to a tag, select the tag that contains the
asset in the Tags tree. (If the Tags tree is collapsed, expand it by clicking
the Tags bar.)

For more information on finding assets, see “Finding Assets,” on page 100.
b. In the search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Publishing in the section selector.

In the Publishing section, click Show next to the destination for which you want to
check the asset’s approval status. Content Server displays the asset’s details for the
selected destination.

Details | Destination

+Hide |FSII Destination (RealTime)

Approval State: @ Approve
Last Published: Mo publish history found T4 publish thiz asset all

- ) - - , dependencies must first
Publishing Cycle: No existing publish event be approved.

¥ Show | FSII Destination (dynamic)

The form displays the status of the asset for the selected destination. The options
available in the form are:

- Approval State — describes the asset’s present approval state. For more
information, see “Approval States,” on page 212.

- Last Published — denotes when the asset was last published to the selected
destination.

- Publishing Cycle — denotes the publishing session, if one is running, in which the
asset is being published.

- Approve button — appears only if the asset has not been approved yet. Approves
the asset for publishing to the selected destination. If the asset has dependencies
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preventing publication, the Click here to approve dependencies... link appears
when you click Approve.

- Unapprove button — appears only if the asset has already been approved.
Removes the asset from the publishing queue for the selected destination. When
you use this function, all assets that depend on this asset (that is, the asset’s
parents) are removed from the publishing queue as well.

1) Click here to approve dependencies... link — clicking this link displays the
asset’s dependencies which are preventing the asset’s publication.
\

select | Name Type | Modified By | Modified | Start Date End Date Days Expired

o P 8/22/05 |
[0 |FsilPraducts @|@ firstsite 109 PH 1]
2 8/25/05 | )
[ |Fsilabout @\ E firstsite s i
N 6/23/08
[ |FsllLatestMewshoy @ (] [firstsite 12:13 @11/"1/09 12:00 AM | 11/30/09 11,59 PM |0
PM
N 6/23/08
[ |FsIIHotltemsFromlan @ 1 |firstsite 12:16 @lflf'lﬂ 12:00 AM |- 1]
PM
. §/22/05 | 3
[0 |FsllShoppingCart @ (& [firstsite 615 PM a
[ |FsiHomerageText  @|& | firstsite 42-24;?:?\4 4 11/1/09 12100 AM | 11/30/09 11:53 PM |0
B 6/23/08
[0 |FsliLatestiewsFromlan(@ | & firstsite 1z:13 B 171710 12:00 AM |- il
PM
8/24/05
[0 | Fsiarticles @ (& |firstsite 11:41 |- = a
PM
B 1/16/08
[1 |Hot Items Octaber @ (=] |firstsite 12:16 %10/1/’09 12:00 AM | 10731709 11159 PM|0
PM
_ 8/26/05
[ |FsIiHomePageText @ =l firstsite 11:21 |- 2430409 11159 PM |0
PM
B 8/26/05
[0 |FsIiHotItemns @ (2] [firstsite i1:50 |- 2/30/09 11159 PM |0
FM
[ |FsiHomerageText  @|& | firstsite 42,’;"5'?:?\4 EL1/1/10 12:00 &M |- 0
B 6/26/05
[0 |FsilLatesthzws @ (%] |firstsite 11:29 |- 9/30/09 11:59 PM |0
PM
. T e 8/11/05
[0 |FsilLagin @@ firstsite 50T o 1]

If an information icon displays next to an asset’s start or end date; it indicates
that today’s date is out of the start/end date range (this information displays in
a tooltip as you hover over the icon).

You can still approve the asset; however, note that if:
- the approved asset is published after its expiration date and

- the template for its parent page includes the
asset: filterassetsbydate tag,

the asset will not display on the web site. See your site administrator for
further information about the asset: fil terassetsbydate tag. For more
information about start and end dates, see “Using Start and End Dates,” on
page 143.

- Click Select All and then click Approve Blocking Assets to approve the asset’s
dependencies. If any of the dependent assets have their own dependencies,
Content Server displays a list of the dependent assets’ dependencies; again, click
Select All, and then click Approve Blocking Assets. Continue this process until
all dependencies for all assets are approved.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

SOFTWARE



Chapter 11. Approval for Publishing

sssssssss

Approval Tasks

Approval States

The following table lists the approval states that can appear in the Approval State field in
an asset’s publishing details form for a destination, what the states mean, and the action to

take, as appropriate:

Approved

(Informational) This 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.

Checked Out

(Action may be required) The asset is checked out under revision
tracking. Although approved, it cannot be published until revision
tracking relinquishes control in one of the following ways:

 Checkin - the asset must be reapproved.

» Undo Checkout - the asset remains approved and can be
published.

* Rollback - the asset must be reapproved.

Held (Action required) The asset will be held until the dependents are
approved. Click the Click here to approve dependencies... link to
view and approve the dependents.

Needs Approval (Action required) The asset must be approved. Click Approve to

initiate the approval process.
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Removing Assets from the Publishing Queue

If you decide not to publish an approved asset, you can unapprove the asset. When you
unapprove, Content Server 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), Content Server 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.
2.

SOETWARE

Log in to the site you want to work with.
Find and open the asset which you want to unapprove:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- Ifyou previously added the asset to a tag, select the tag that contains the asset in
the Tags tree. (If the Tags tree is collapsed, expand it by clicking the Tags bar.)

For more information on finding assets, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Publishing in the section selector.
Content Server displays the Publishing section of the asset form.
In the form, select the destination for which you want to unapprove the asset.
Content Server displays the asset’s details for the selected destination.
Click Unapprove.

Content Server removes the asset from the publishing queue and changes its approval
state to “Needs Approval.” If the asset is a child (referenced asset) of one or more
assets in the publishing queue, Content Server removes the parent (referring) assets
from the queue and changes their approval states to “Held.”
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Most web sites are produced by a team of people in which different individuals assemble
content, edit and review it, 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:

e Overview

e Sample Workflow

« Managing Your Workload
e Using Workflow Functions
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Overview

The following sections describe basic workflow concepts and terminology.

Note

In addition to the functionality described in this chapter, Content Server provides the
following workflow functionality through the Advanced 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 Content Server Advanced
Interface User’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 Content Server 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
lifetime in Content Server.

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 11 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 role. 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 Content Server, the “Quick Info” pane provides a summary of your
present workload, from which you can access a list of your assignments. (You can also see
this list by selecting the My Assignments tag in the Tags tree.) 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 Content Server is a person who is assigned a Content Server user name which
he/she uses to identify him/herself and to log in to the system. 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.

Unless the administrator decides otherwise, assets placed in workflow are assigned to all
available participants for a given role. You can, however, limit which users can work with

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

SOFTWARE



Chapter

12. Workflow

Work

SOETWARE

Overview

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. The
ability to choose assignees is granted to specific roles, as defined in the workflow process.
Assignees are set when an asset is assigned to a workflow, but can also be changed when
an asset is already in a workflow process. When choosing assignees, you select at least one
user for each role.

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 will have to complete the assignment
before the workflow process changes the state of the asset.

flow Assighments

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 by
selecting the My Assignments tag in the Tags tree.

Assignment Duration

Each workflow state has an associated estimated time to 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:

* You receive 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 CS database (saved the asset), if applicable. You cast your vote by using the
Finish Assignment function (available in the action bar of the “Inspect” form when the
Workflow section is selected). If more than one participant 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, the Finish Assignment function can
give you 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, you can use the Finish
Assignment function to 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.
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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
(using the Finish Assignment function), 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) using the Finish Assignment function. 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 11 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 11 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 11 sample site includes a sample workflow process called FSII: Approval for
Content. The flow of the process is shown in the following diagram:

Reject
{approver)

3

Send for
Create Ready to Edit Approval
{author) (to be edited by editar) ({editor)

Approve
& Lock Approved and Locked
(approver) (ready to publizh by admin)

Ready for Approval
(to be approved by
Approvers)

Return For Edit
{administrator)

The steps and states from this workflow process are described in the following table:
Table 3: 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 3: 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 CS
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 the content
needs to be updated with additional

information.

The workflow administrator then
uses the Finish Assignment function
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 Il 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 uses the Finish Assignment function 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 runs the
My Assignments tag to display his assignment list. Napoleon opens the newly assigned
“Content” asset and examines it. It looks fine, so he uses the Finish Assignment function.
Because Napoleon can either approve or reject the asset, 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 219) that has to be resolved before the asset is
returned to the previous state or moved to the next one.

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 online site
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 uses the Finish Assignment function 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 online site.
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Managing Your Workload

When completing your workflow assignments, you can use the following functionality to
manage your workload:

« Viewing Your Assignments — see a list of your current assignments and their status

* Using Workflow Functions — see a list of the assignments you have given to other
users, and the status of those assignments

Viewing Your Assignments

SOFT

WARE

You can access your assignment list by running the My Assignments tag, or using the
“Quick Info” pane.

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 the site you want to work with.
2. Do one of the following:

- Inthe Tags tree, click My Assignments. (If the Tags tree is collapsed, click the
Tags bar to expand it.)

- If the “Quick Info” pane is displayed, click Assignments.

Quick Info

My Roles View

.
Checkouts 0
Last Item Edited FSIIHomePageText @ 8/28/05 11:21 PM
Tasks I have Assigned 1]

Last Time Logged In 6/27/08 10:26 AM

Content Server displays a list of your pending workflow assignments.

System Tag : My Assignments
Select All  Select None
Select | Tool Name Type |Due |Locale (Workflow state Start Date End Date
[0 |M# |FSIIHome (D = == FSII: Ready to Edit
[0 |M# [Home (fr) O = = [l | FSII: Ready to Edit
O |M# |Home (de) @ = = FSI1: Ready to Edit
O |M# [Home (es) @ = = FSII: Ready to Edit
[ | # |FSII AudieCo. America Annou... @ = [ES] FSII: Ready to Edit

The description, asset type, and locale are represented by icons. Hold your cursor over
the Info (i) icon to see a tool tip with the asset description, over a Flag icon to view
the locale, and over any of the various icons in the type column to display the asset’s
type.

3. Click an asset’s name to open it in the “Inspect” form, or use the “Edit” (pencil) and
“Preview” (binoculars) icons to access their respective screens.
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Using Workflow Functions

The following subsections describe the workflow functions you use in the Dash interface.
These functions are available in the action bar of the “Inspect” form when you select the
Workflow section of the form. Depending on your function privileges, not all of the
described functions might be available to you.

This section describes the following topics:

e Assigning an Asset to a Workflow

e Setting a Process Deadline

e Setting an Assignment Deadline

e Finishing Your Assignments

¢ Delegating Your Assighments

* Abstaining from Voting

* Resolving Deadlocks

* Removing an Asset from Workflow

« Viewing an Asset's Participant (Assignee) List
e Setting Workflow Participants

e Examining the Workflow Progress of an Asset

Assigning an Asset to a Workflow

SOFTWARE

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.

Log in to the site you want to work with.,
Find and open the asset you want to place in workflow:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.
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- If you previously added the asset to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags tree is collapsed, expand it
by clicking the Tags bar.)

For more information on searching, see “Finding Assets,” on page 100.
b. In the search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Workflow in the section selector.

In the action bar, choose Select Workflow from the “Select a Workflow Command...”
drop-down list.

Content Server displays the “Select Workflow Process” form:

Content (FSII Article): FSII AudioCo. America Announces

H300 series
O cContent *
= Workflow process:
() Metadata *
O relations — Select Workflow Process — I
R : First Action to take:
) Marketing T
® workflow
O Publishing

Select a workflow process from the “Workflow Process” drop-down list.

6. (Optional) In the First Action to Take field, enter brief instructions for the person
receiving the assignment.

Click Next.

(Optional) If the administrator enabled the selection of assignees for this assignment,
Content Server displays the “Assign Users to Workflow” screen:

Content (FSII Article): FSII AudioCo. America Announces

H300 series
Assign users t 5N Select a Workflow Command... [ Ay Stare Warkflow. [ 38, Cancel
O content *
= Please select at least one user per role.
! Metadata *
) Relations ContentEditor (3 user(s))
O connie
\ . firstsit
O Marketing Lfirstsi E_
® workflow [l fwadmin
C?Fubhshing

In such case, select at least one user for each role, then click Start Workflow.
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Content Server displays the asset’s workflow summary, showing the new workflow
assignment in the “Status” list.

Content (FSII Article): FSII AudioCo. America Announces

Q H300 series

Set Assignment Deadline g | Finish Assignment. | &), Save | 32 Cancel
O Content *
O Metadata * Workflow process:
() Relztions FSII: Approval for Content
= Workflow state:
) Marketing FSII: Ready to Edit
® workflow
~ G Asset Type:
) Publishing L

Content

Current Assignment Deadline:
Not Set

Set Assignment Deadline:

® Use default
O Due E (mm/dd/yyyy hh:mm:ss)

At this point, the asset is in workflow; participants with roles required by the next state
typically receive e-mail notifications of their assignments.

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 the site you want to work with.

2. Find and open the asset for which you want to set a process deadline:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.
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- If you previously added the asset to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags tree is collapsed, expand it
by clicking the Tags bar.)

For more information on searching, see “Finding Assets,” on page 100.
b. In the search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Workflow in the section selector.

In the action bar, choose Set Process Deadline from the “Select a Workflow
Command...” drop-down list.

Note

If you do not see the Set Process Deadline function in the drop-down list, stop
here. The function was not enabled by the administrator or you do not have the
right permissions to access it.

Content Server displays the “Set Process Deadline” form:

Content (FSII Article): FSII AudioCo. America
Announces H300 series

aalie : V | =) Finish Assignment I,’%_'I Save I 3 Cancel |
QO cContent
O Metadata Workflow process:
O relations FSII: Approval for Content
ers Asset Type
O Marketing fSontent
Current Process Deadline:
@ workfl
) Workflow
o 5 e Nat Set
Fublishin
2 Set Process Deadline:
@ None 3
O Due @ (mm/dd/yyyy hh:mm:ss)

5. Select the Due radio button and select a date using the date picker.

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.
Content Server redisplays the asset’s workflow summary.
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Setting an Assignment Deadline
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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.

To set an assignment deadline

Note

This procedure describes how to set an assignment deadline from an asset’s
“Inspect” form. 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
a Set Assignment Deadline field.

Log in to the site you want to work with.,
2. Find and open the asset for which you want to set an assignment deadline:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- Ifyou previously added the asset to a tag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags tree is collapsed, expand it
by clicking the Tags bar.)

For more information on searching, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
3. Click Workflow in the section selector.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

228



Chapter 12. Workflow

soF

4,

Using Workflow Functions

In the action bar, choose Set Assignment Deadline from the “Select a Workflow
Command...” drop-down list.

Note

If you do not see the Set Assignment Deadline function in the drop-down list,
stop here. The function was not enabled by the administrator or you do not have
the right permissions to access it.

Content Server displays the “Set Assignment Deadline” form:

Content (FSII Article): FSII AudioCo. America Announces

@ H200 series

O content *

O Metadata *

O Rrelations

(O Marketing
® workflow
O Publishing

l =4) Einish Assignment | "_'g Save | 3 Cancel |

dline [Set Assignment Deadiine___Jog

Workflow process:
FSII: Approval for Content

Workflow state:
FSII: Ready to Edit

Asset Type:
Content

Current Assignment Deadline:
Mot Set

Set Assignment Deadline:

® Use default :
O Due 1B (mm/dd/yyyy hhimm:ss)

5. 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

TWARE

and time.
Click Save.

Content Server redisplays the asset’s workflow summary.
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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 the site you want to work with.
2. Open the asset in the “Inspect” form by doing one of the following:
- If you are currently working on the asset in the “Edit” form:
a. Review your work and click Save & Close to save the asset.
Content Server displays the asset in the “Inspect” form.
b. Proceed to step 3 of this procedure.
- If you have already completed your work and saved the asset:

a. Inthe Tags tree, select My Assignments. (If the Tags tree is collapsed,
expand it by clicking the Tags bar.)

Content Server displays a list of assets currently assigned to you to work on.
b. Navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
c. Proceed to step 3 of this procedure.
3. Click Workflow in the section selector.
4. Inthe action bar, click Finish Assignment.
Content Server displays the “Finish My Assignment” form:

Content (FSII Article): FSII AudioCo. America Announces

Q H200 series

=118 Select a Workflow Command... (v | =h Next I 3. Cancel
O content *
O Metadata * Workflow Process Name:
O Relations FSII: Approval for Content

Workflow State Name:
O Marketing FSII: Ready to Edit
@ workflow

P Assigned User Role:
L} Publishing

ContentEditor + |

Choose the Step and State For Finish Assignment:
Se!'!q Fq_r .&EPrc_:_v_aI -> FSII Ready fcr Ap_prcva\ ¥

Action Taken:

Action to Take:

Set Assignment Deadline:

® Use default
O bue | @ (mm/dd/yyyy hhimm:=ss)
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5. Complete the form as follows:

Note
You can cancel this procedure at any time by clicking Cancel in the action bar.

a. (Optional) If you hold multiple participant roles in the workflow process, select
the role for which you are finishing this assignment.

b. Select the next step for the asset.

c. (Optional) In the Action Taken field, enter a short description of the work you
completed on the asset.

d. (Optional) In the Action to Take field, enter a short suggestion for the next person
who will work with the asset.

e. (Optional) If setting the assignment deadline is enabled for the next step you
chose to take, the Set Assignment Deadline field appears in the “Finish
Assignment...” form.

If you want to override the time allotted for the next assignment, use the Set
Assignment Deadline field to enter a date in the prescribed format. If you do not
enter a specific 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 228.

Click Save.

7. (Optional) 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, Content
Server displays the “Assign Users to Workflow” form:

Content (FSII Article): FSII AudioCo. America Announces

O H300 series

Select a Workflow Command... v: lad Save | M Cancel
O content *
O Metadats * Please select at least one user per role.
O Relations Approver (3 user(s))
Dr-lapclecn
B Marketing [firstsite
® workflow [ fwadmin

O Publishing

In such case, select at least one user for each displayed role, then click Save.
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Content Server redisplays the asset’s workflow summary, showing the changes. The
action taken is visible in the “Workflow History” list. The action to take is visible in
the “Status” field.

i Content (FSII Article): FSII AudioCo. America A...

‘M Select a Workflow Command... v =4 Finish Assignment
Content
8 Workflow process:
Metadata FSII: Approval for Content
O Relations
Workflow state:
O Marketing FSII: Ready to Edit
® workflow
i Status:
OF’UthhII‘Ig ; n i 5 s
Action to Take 7| Assigned to Assigned by | Assigned date Step Chosen | Task Status
firstsite(ContentEditor) |firstsite 11/17/08 11:23 AM |- | active
fwadmin{ContentEditor) | firstsite 11/17/08 11:23 AM | - active

Workflow history:

Action Taken + | Assigned to Assigned date Resolution Date Resolved by | Task Status
firstsite(Approver) 11/17/08 11:22 AM [11/17/08 11:23 AM |[firstsite completed
firstsite{ContentEditor) |11/17/08 11:21 AM|11/17/08 11:22 AM |firstsite completed

What happens after you complete your assignment depends on the way the administrator
set up the next workflow step. There are five possible options:

SOFTWARE

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 7, 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
CS 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.
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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 the site you want to work with.
2. Find and open the asset for which you want to delegate your assignment:

a. (Optional) If the Tags tree in the navigation pane is collapsed, click the Tags bar
to expand it.

b. Inthe Tags tree, click My Assignments.

Content Server displays a list of assets assigned to you to work on.
c. Navigate to the desired asset and click its name.

Content Server displays the asset in the “Inspect” form.
Select Workflow in the section selector.

In the action bar, select Delegate Assignment from the “Select a Workflow
Command...” drop-down list.

Note

If you do not see the Delegate Assignment function in the drop-down list, 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.

Content Server displays the “Delegate Assignment” screen.

Content (FSII Article): FSII AudioCo. America Announces

@ H300 series

Delegate Assignment ol | =) Finish Assignment | B Save | 3T Caneel |
O content *
O Metadata * Workflow process:
() Relations FSII: Approval for Content
- Workflow state:
J Marketing FSII: Ready for Approval
® Workflow
O publishing ESaiReiio:

Fwadmin .(_i‘q_:prm er]‘ v |

Delegate to:

Mapoleon *

Action Taken:
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(Optional) If you hold multiple participant roles in the workflow process, use the
“Assigned to” drop-down list to select the role for which you are delegating this
assignment.

Select the user to whom you want to delegate the assignment. Optionally, enter a
comment about your action.

Click Save.

Content Server displays the asset’s workflow summary. The delegation is denoted in
the “Workflow History” list, and the new assignee is displayed in the “Status” field.
This action also triggers a notification e-mail to the new assignee, assuming your site
is configured to do so.

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.

Note

If you do not see the Abstain From Voting function in the drop-down list, stop here.
You do not have the right permissions to access it or you are the only (or the only
remaining) participant in your current role. In this case, you must find some other
means of dealing with your assignment.

To abstain from voting on an assignment

1.
2.

SOETWARE

Log in to the site you want to work with.
Find and open the asset for which you want to abstain from voting:

a. (Optional) If the Tags tree in the navigation pane is collapsed, click the Tags bar
to expand it.

b. Inthe Tags tree, click My Assignments.

Content Server displays a list of assets assigned to you to work on.
c. Navigate to the desired asset and click its name.

Content Server displays the asset in the “Inspect” form.
Select Workflow in the section selector.

In the action bar, select Abstain From Voting from the “Select a Workflow
Command...” drop-down list.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide

234



Chapter 12. Workflow
235

Using Workflow Functions

Content Server displays the “Abstain From Voting” form:

Content (FSII Article): FSII AudioCo. America Announces
O H300 series

ting ,'. Abstain from Vtinu | =i} Finish Assignment | (5] Save | 3. Cancel
O Content *
O Metadata = Workflow process:
O Relations FSII: Approval for Content

pii Workflow state:
() Marketing
® workflow

FSII: Ready for Approval
=i AL Currently Assigned to:
{4 Publishing
Raole + User

Approver fwadmin,firstsite
Please pick a role to abstain from voting.
O Approver

Action Taken:

5. (Optional) If you hold multiple participant roles in the workflow process, select the
role for which you are abstaining from voting on this assignment.

6. Enter a brief explanation for your abstention and click Save.

Content Server displays the asset’s workflow summary. The abstention is denoted in
the “Workflow History” list. Keep in mind that abstaining does not cancel your
assignment.

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:
« Use the Finish Assignment function to vote again on your assignment.

« 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 234).
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Removing an Asset from Workflow
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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 the site you want to work with.
2. Find the asset you want to remove from workflow:

- If the asset is currently assigned to you, select My Assignments in the Tags tree.
(If the Tags tree is collapsed, click the Tags bar to expand it.)

Content Server displays a list of assets currently assigned to you to work on.

- If the asset is not currently assigned to you, enter search criteria identifying the
asset into the Search field in the top bar, and click Search.

Content Server displays a list of assets matching the criteria you specified.
For more information on searching, see “Finding Assets,” on page 100.

3. Inthe list of assets, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Workflow in the section selector.

In the action bar, choose Remove from Workflow from the “Select a Workflow
Command...” drop-down list.

Note

If you do not see the Remove from Workflow function in the drop-down list,
stop here. You do not have the right permissions to access the function. Contact
your CS administrator if you have questions about your permissions.

Content Server displays the “Remove from Workflow” form:

Content (FSII Article): FSIT AudioCo. America Announces

H300 series

Flow Remove from Workflow b3 | =4 Finish Assignment | {5 Save | 3 Cancel |

O content *
O Metadata * Workflow process:
O relations FSII: Approval for Content

Workflow state:
U Marketing FSII: Ready for Approval
@ Workflow

Currently Assigned to:

O Publishing
- Role « User Name

Approver fwadmin,firstsite

6. Do one of the following:

- If you are sure you want to remove the asset from workflow, click Save.
(Otherwise, click Cancel.)

Content Server redisplays the asset’s workflow summary, denoting the removal.
All assignments for the asset are automatically cancelled.

- If you want to finish the assignment, click Finish Assignment.

The Finish My Assignment screen displays. Go to “Finishing Your Assignments,”
on page 230 for information on completing these attributes.
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Viewing an Asset's Participant (Assignee) List

oE
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To examine an asset’s participant (assignee) list

Log in to the site you want to work with.
Find the asset whose participant list you want to view:

- If the asset is currently assigned to you, select My Assignments in the Tags tree.
(If the Tags tree is collapsed, click the Tags bar to expand it.)

Content Server displays a list of assets currently assigned to you to work on.

- If the asset is not currently assigned to you, enter search criteria identifying the
asset into the Search field in the top bar, and click Search.

Content Server displays a list of assets matching the criteria you specified.
For more information on searching, see “Finding Assets,” on page 100.

In the list of assets, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Select Workflow in the section selector.

In the action bar, select Show Participants from the “Select a Workflow
Command...” drop-down list.

Note

If you do not see the Show Participants function in the drop-down list, stop
here. The administrator has not enabled the function or you do not have the right
permissions to access it.

Content Server displays the “Show Participants” summary for the asset:

Content (!:S[I Article): FSII AudioCo. America Announces

H300 series
Show Part AL Snw aiciuat v | =4 Finish Assignment | Done |
QO Content *
O metadata * Workflow process:
O relations FSII: Approval for Content
. g Workflow state:
O Marketing FSII: Ready for Approval
® workflow
Participants:
O Publishing B ] _
Step Name Users Authorized Users Notified

Approve and Lock | Napoleon, fwadmin, firstsite | No Users.

Create .Conrad, fwadmin, firstsite .Fwadmin, Connie, firstsite
Reject Napoleon, fwadmin, firstsite | fwadmin, Connie, firstsite
Return for Edit .Napclecn, fwadmin, Firstsite.Fwadmin, Connie, firstsite

Send for Approval | fwadmin, Connie, firstsite | Napoleon, fwadmin, firstsite |

For each step in the workflow process, the “Show Participants” summary displays the
following:

- Users authorized — users authorized to take the next step using the Finish
Assignment function when they hold the assignment for the asset.

- Users notified — users who will get the next assignment for the asset.
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6. When you are finished viewing the list, click Done in the action bar to return to the
asset’s workflow summary.

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 the site you want to work with.

2. Find and open the asset for which you want to set participants:

- Ifthe asset is currently assigned to you, select My Assignments in the Tags tree.
(If the Tags tree is collapsed, click the Tags bar to expand it.)

Content Server displays a list of assets currently assigned to you to work on.

- If the asset is not currently assigned to you, enter search criteria identifying the
asset into the Search field in the top bar, and click Search.

Content Server displays a list of assets matching the criteria you specified.
For more information on searching, see “Finding Assets,” on page 100.

3. Inthe list of assets, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
4, Select Workflow in the section selector.

In the action bar, select Set Participants from the “Select a Workflow Command...”
drop-down list.

Note

If you do not see the Set Participants function in the drop-down list, stop here.
The administrator has not enabled the function or you do not have the right
permissions to access it.
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Content Server displays the “Set Participants” form:

Content (FSII Article): FSII AudioCo. America
Announces H300 series

3 Set Farticipants | | =4 Finish Assignment I (&) Save | 3, Cancel |

O Content
O Metadata Workflow process:
) Relations FSII: Approval for Content
i Participants:
() Marketing
& Warkflow Approver (3 user(s))
O publishing Onapoleon
: [firstsite
[ fwadmin

ContentAuthor (3 user(s))
[ conrad
[[firstsite
[ fwadmin

ContentEditor (3 user(s))
[ connie
[ firstsite
[ fwadmin

Each participant you select in this form becomes an assignee in the respective role(s)
for this asset.

6. Choose the desired assignees for this assignment by selecting the check boxes next to
their user names in each of the role lists.

7. When you have selected the desired assignees, click Save.

Content Server displays the asset’s workflow summary, denoting the newly selected
assignees.

Note

The participants list updates as you requested, but 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 the site you want to work with.
2. Find and open the asset whose workflow progress you want to see:

- If the asset is currently assigned to you, select My Assignments in the Tags tree.
(If the Tags tree is collapsed, click the Tags bar to expand it.)

Content Server displays a list of assets currently assigned to you to work on.

- If the asset is not currently assigned to you, enter search criteria identifying the
asset into the Search field in the top bar, and click Search.

Content Server displays a list of assets matching the criteria you specified.
For more information on searching, see “Finding Assets,” on page 100.

3. Inthe list of assets, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
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4. Select Workflow in the section selector. Content Server displays the asset’s workflow

summary:

O Content (FSII Article): FSII AudioCo. America A...

'lnrkﬂnﬂ TS Select a Workflow Command... (v =) Finish Assignment

O Content
o 2 Workflow process:
Metanols FSII: Approval for Content
(O Relations
ST Workflow state:
O Marketing FSII: Ready to Edit
& warkflow
i Status:
O Publishing
IR Action to Take 7 | Assigned to Assigned by Assigned date Step Chosen | Task Status
firstsite(ContentEditor) |firstsite 11/17/08 11:23 AM | - active
fwadmin{ContentEditar) | firstsite 11/17/08 11:23 AM |- active

Workflow history:

Action Taken “ | Assigned to Assigned date Resolution Date Resolved by | Task Status
firstsite(Approver) 11/17/08 11:22 AM|11/17/08 11:23 AM |firstsite completed
firstsite(ContentEditor) | 11/17/08 11:21 AM|11/17/08 11:22 AM |firstsite completed

The workflow summary contains the following information:

The Workflow process field indicates the workflow process which the asset is
currently passing through.

The Workflow state field indicates where the asset currently is in the workflow
process.

The “Status” list shows to whom the asset is currently assigned, and the status of each
assignment. Each row in the list represents a single assignment. Items are ordered with
the most recent assignment at the top of the list.

The “Workflow history” list 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.

The following table defines all of the columns in the “Status” and “Workflow history” lists.

Table 4: 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.

SOFTWARE

Assigned Date The date and time the asset was assigned to the user.
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Table 4: Workflow summary list columns (continued)

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 230). The field is blank if
no instructions were entered. 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.

A

This warning icon appears next to the name of the chosen step in
the “Step Chosen” column and denotes a deadlock condition for the
workflow state. The deadlock icon appears next to each step
involved in the deadlock.

Action Taken

Information about the work this user did with the asset (if
information was entered on the form; appears blank otherwise).
Click to view the full text, if incomplete in this view.

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.

e Cancelled - the first vote moved the asset to the next state, so the
assignment has been canceled 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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Revision tracking is a configurable feature and must be enabled by the CS 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.
» Keep track of past versions of an asset and who created them.

» Restore (roll back) an asset to a previous version.

This chapter describes revision tracking and the procedures used to track assets.
It contains the following sections:

e Overview

* Checking Out Assets

e Examining Your Checkouts

e Undoing a Checkout

e Checking In Assets

» Examining Revision History

e Comparing Versions

« Reverting to a Previous Version (Rollback)

Note
In the FirstSite 11 sample site, revision tracking is not enabled by default.

Contact your administrator if you have any questions or concerns about revision
tracking as it applies to you.
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Manu

Revision tracking allows you to check out, or lock, assets. When you check out an asset,
no one else can edit or delete it. When you are finished working with the asset, you check
it back in. 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 access to an asset by checking it out and
back in. You can either check assets out and back in manually, or let Content Server handle
the process automatically.

al Checkout and Checkin

When manual checkout is enabled, the following commands control access to assets:

e 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, CS informs them that the asset is unavailable.

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 cannot be approved for publishing until it is checked in.

* 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 and no new version is saved.

e 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 (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 store a version but keeps the asset
available to you alone.

Automatic Checkout and Checkin

SOETWARE

If you try to edit, delete, or assign a workflow process to an asset that is not already
checked out, CS checks it out to you automatically. When you save the edited asset, CS
checks it back in automatically and saves the new version. (When you manually check out
an asset, edit it, and then save it, the new version is not saved until you manually check the
asset back in.) Therefore, if the situation requires it, you can choose to bypass the step of
manually checking out and checking in an asset and rely on the automatic revision
tracking feature instead.

When to Use Automatic Checkout

Be sure that you rely on automatic checkout only when it is appropriate to do so. For
example, if you are going to make one simple change to an asset, you can use automatic
checkout. However, if you are making extensive revisions, you should not use automatic
checkout for the following reasons:
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» The volume of revisions to be saved may be limited (depending on your
configuration)

¢ You could overwrite a version of the asset you might need later

When an asset is automatically checked out to you, CS saves an official, archived version
of the asset each time you click Save & Close. Therefore, if you make several changes to
an asset—saving and inspecting each change separately—CS checks in a version of the
asset at each save. Depending on the number of versions CS is configured by the
administrator to store, you might overwrite older versions that you wanted to keep with
the automatically checked-in versions.

Releasing Locked Assets

Because automatic checkout is in effect when revision tracking is enabled, you might
accidentally check out an asset while you work in Content Server’s interface. This locks
the asset and prevents other users from working with it. To make sure that you are not
stopping other people from working with assets that you have inadvertently checked out,
review the assets checked out to you by viewing your “My Checkouts” list 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.

Functions That Use Automatic Checkout and Checkin

The following table describes asset management functions that check assets out or in
automatically:

Create As soon as you open a “Create New Asset” form, the asset is
checked out to you and a SYSTEM version is stored. This version
has no content. When you save the asset, another (second) version

is stored.
Edit Checks out the asset and prohibits other users from editing or
deleting it.
Save & Close Checks in the asset, but only if it was checked out automatically.
Copy Checks out a new copy of the asset. The source asset is not

checked out during the copy operation. The new copy behaves as
if you created a new asset as described above in the “Create”
function column. The only difference is that there is more data
included in the copied version. The copied asset is displayed in an
“Edit” form. When the asset is saved, a second version of the asset

is created.

Delete Checks out the asset. When the user confirms the deletion, CS
checks the asset back in.

Rollback Clicking Rollback checks out the asset, then immediately checks
it back in.
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Rollback and Revision History

When you check in an asset that you have checked out, CS stores a new version of the
asset and adds it to a list of previous versions (assuming the administrator allowed the
storage of multiple versions). You can later restore the asset to one of those previous
versions and you can examine the asset’s revision history.

* 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. Rollback restores the
contents of the asset, but does not reset its status (created, edited, received, and so
forth) 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 tell whether a version was created by an automatic or manual checkout
by looking at the comment section of the revision history.

Select | Versions | Date User Comments

12:11 Al Firstsite vV . tdth h | h k t
2 an | firstsite \added new paragraph -—— Versions create rough manual checkout.

0 AM |firstsite/| Version created by Edit

-q—— Versions created through automatic checkout.

0 AM | firstsite \\Wersion created by Edi

Q000 ®

R W s

SYSTEM

Versions created through automatic checkout will be automatically commented by
Content Server with “Version created by function name.” Versions created through
manual checkout will either have comments entered by the users who edited the asset
at the time or have no comments at all if the user who edited the asset at the time chose
not to enter any.
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Checking Out Assets

This section shows you how to check out an asset.
To check out an asset

1. Log in to the site you want to work with.

2. Find and open the asset you want to check out:

a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- Ifyou previously added the asset to a tag, select the tag that contains the asset in
the Tags tree. (If the Tags tree is collapsed, expand it by clicking the Tags bar.)

For more information on finding assets, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.

Note

If the asset is already checked out to another user, when you try to inspect or edit
the asset, you will receive an error message like the one below:

This asset has been checked out by another user. You will not be able to perform this operation
= until it has been checked in by that user. Checked out to fwadmin

Content Server displays the asset in the “Inspect” form.
3. Inthe action bar, click Check Out.

Content (FSII Article): B T 1

l FSIIFirmsTakeStepTowardCompatibleGadgets v2 B o7 US - Mastsr Asset G

l.’h] P’ruvl‘cw |.Q inspec{ | é’ Edlt __J Copy | ffLJ Dt‘“‘_‘ll: | ] ¥ Ci;c‘.:l;-Dul
Note

If you do not see the Check Out button in the asset’s “Inspect” form, revision
tracking for that asset type is not enabled on your site.

Content Server checks the asset out to you and displays a confirmation message in the

action bar:
Content (FSII Article): o S - Master Asset |%)|
FSITAudioCoFirstUnderWaterMP3Player v2 B on_US - Master Assct [
| MR Preview | £ inspect | &7 Edit | =l Copy | fiif Delete | 8| %4 Undo Check Out | 2| Check-In
(Lo:ked by Firstsite} Sections with required fields Required field
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Examining Your Checkouts

To view a list of assets currently checked out to you, perform the following steps:

To view a list of assets currently checked out to you

1.
2.

Log in to the site you want to work with.
Do one of the following:

- Inthe navigation pane, select My Checkouts from the Tags tree. (If the Tags tree
is collapsed, click the Tags bar to expand it.)

- If the “Quick Info” pane is displayed, click Checkouts.

Quick Info

My Roles View

Aszignments 4
:

Last Item Edited FSIIHomePageText @ 8/28/05 11:21 PM

Tasks I have Assigned o

Last Time Logged In 6/27/08 10:26 AM

Content Server displays a list of assets currently checked out to you.
(Optional) If you want to open an asset, click its name in the list.
Content Server displays the asset in the “Inspect” form.

Undoing a Checkout

This section shows you how to undo the checkout of an asset.

soF

TWARE

To undo the checkout of an asset

1.
2.

Log in to the site you want to work with.,
Find the asset for which you want to undo the checkout and open it:

a. Inthe navigation pane, select My Checkouts from the Tags tree. (If the Tags tree
is collapsed, click the Tags bar to expand it.)

Content Server displays a list of assets presently checked out to you.
b. Inthe list of assets, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
In the action bar, click Undo Checkout.

Content (FSII Article):
FSITAudioCoFirstUnderWaterMP3Player v2

| I Preview | T |_;? Edit | =Fl Copy | fif Delete | (| #4 Unda Check Out ) 2 Check-In

Locked by firstsite * Sections with required fields Reguired fiald

Locale: | en_US - Master Azzet W

Content Server undoes the checkout of the asset and redisplays the asset in the
“Inspect” form.
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Checking In Assets

To check in an asset

1
2.
3.

Log in to the site you want to work with.

(Optional) If the Tags tree is collapsed, expand it by clicking the Tags bar.
In the Tags tree, select My Checkouts.

Content Server displays a list of assets presently checked out to you.
Click the name of the asset you want to check back in.

Content Server displays the asset in the “Inspect” form.

In the action bar, click Check In.

The action bar displays the following:

Content (FSII Article): FSITAudioCoFirstUnderWaterMP2Player
v2

Comment You can enter an optional comment here for I:‘Keep Checked Out (| | Check-In pl@ Cancel |

Locale: | en_US - Master Asset W

(Optional) In the Comment field, enter comments or instructions that pertain to the
version that you are checking in. The comments you enter here are displayed in the
asset’s revision history.

(Optional) If you want to back up the asset but need to continue working on it, select
the Keep Checked Out box.

Click Check In.
Content Server checks the asset in to the database and redisplays the “Inspect” form.

Examining Revision History

To examine an asset’s revision history

1.
2.

SOFTWARE

Log in to the site you want to work with.
Find the asset whose revision history you want to view and open it:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you previously added the asset to a tag, select the tag that contains the asset in
the Tags tree. (If the Tags tree is collapsed, expand it by clicking the Tags bar.)

For more information on finding assets, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
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3. Switch to the Versions section of the form.

Note

If the Versions section in the section selector is unavailable (greyed out), stop
here. Revision tracking is not enabled for the asset type, or you do not have the
permissions to view the Versions section of the form. If you have questions
about revision tracking or your permissions, contact your CS administrator.

Content Server displays the asset’s revision history:

Select | Versions | Date User Comments

5 12:11 AM |firstsite |Corrected spelling error

=
o

12:11 AM|firstsite |Added new paragraph

AM |firstsite |Version created by Edit

08
08
08
08
08

2
2
08 12:10 AM firstsite |Version created by Edit
2
2

R W s

12:09 AM|SYSTEM

Q000 ®

Comparing Versions

To compare different versions of an asset

1. Log in to the site you want to work with.
2. Find the asset you want to roll back to a previous version and open it:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- Ifyou previously added the asset to a tag, select the tag that contains the asset in
the Tags tree. (If the Tags tree is collapsed, expand it by clicking the Tags bar.)

For more information on finding assets, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
3. Switch to the Versions section of the form.

Note

If the Versions section in the section selector is unavailable (greyed out), stop
here. Revision tracking is not enabled for the asset type, or you do not have the
permissions to view the Versions section of the form. If you have questions
about revision tracking or your permissions, contact your CS administrator.
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4. Content Server displays the asset’s revision history:

Select | Versions | Date User Comments

AM |firstsite | Corrected spelling error

5 11/18/08 12:11
13

11 AM |firstsite |Added new paragraph

8
8

08
8 AM |firstsite |Version created by Edit
8

2
2
12:10 AM |firstsite |Version created by Edit
2
2

R W s

Q000 ®

11/18/0

12:09 AM|SYSTEM

5. Click the hyperlinked dates of the versions that you want to compare. Each version’s
inspect view opens in a separate window.

6. Arrange the windows so you can compare the different versions.

Reverting to a Previous Version (Rollback)

This section shows you how to roll an asset back to a previous version.
To roll back an asset

1. Log in to the site you want to work with.
2. Find the asset you want to roll back to a previous version and open it:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the asset and
click Search.

- If you previously added the asset to a tag, select the tag that contains the asset in
the Tags tree. (If the Tags tree is collapsed, expand it by clicking the Tags bar.)

For more information on finding assets, see “Finding Assets,” on page 100.
b. Inthe search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
3. Switch to the Versions section of the form.

Note

If the Versions section in the section selector is unavailable (greyed out), stop
here. Revision tracking is not enabled for the asset type, or you do not have the
permissions to view the Versions section of the form. If you have questions
about revision tracking or your permissions, contact your CS administrator.
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Content Server displays the asset’s revision history:

Select | Versions | Date User Comments

® |5 11/18/08 12:11 AM |firstsite | Corrected spelling error
O |4 11/18/08 12:11 AM |firstsite |Added new paragraph
O |3 firstsite |Version created by Edit
O |2 firstsite |Version created by Edit
O |1 11/18/08 12:09 AM|SYSTEM

Note

If the asset is already checked out to another user, you cannot roll it back to a
previous version. In such cases, Content Server displays a message informing
you of this situation. To roll the asset back, wait until the user working on it
finishes his/her work and checks the asset back in.

In the Select column, select the version of the asset you want to roll back to.
Click Rollback.

Content Server rolls the asset back to the version you selected and redisplays the
“Inspect” form.

Note

Note that rolling back an asset creates another version of it. Versions created by
the rollback function are marked as such in the Comments column.
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Appendices

This part contains the following appendix:
e Appendix A, “The Flex Asset Model”
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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:
e Overview of the Flex Asset Model
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Overview of the Flex Asset Model

Overview of the Flex Asset Model

As mentioned in Chapter 1, “Overview,” Content Server developers use two asset data
models to create asset types and define how asset data is stored in the Content Server
database: the basic asset model and the flex asset model.

SOETWARE

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.

Content Server 7.6 Patch 2 Dash Interface User’'s Guide



Index of Procedures

SOETWARE

Tologintothe Dashinterface ............. . . i, 40
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Abstain from voting form 235
Action Taken field (workflow) 140, 231
Action to Take field (workflow) 140, 231
approval
dependencies 29, 206
status 212
approving assets
for publishing 29, 206
procedure 207
article assets
embedded links 201
asset types
page 23, 27
assets
approving 29, 206
associating 156, 159
checking in 244, 249
checking out 244, 247
deleting 95
dependencies 29, 206
disassociating 158
editing 82
embedding an internal link 174, 182
embedding asset content 179
examining revision history 249
examining workflow progress 239
finding 100
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participants list 237
permissions to work with 27
previewing 126

rating for segments 165
removing from workflow 236
rolling back 250, 251
sharing 164
undoing checkout 248
viewing participant/assignee list 237
workflow variations 216
assignments
abstaining from voting 219
canceled 219
delegating 219, 233
due by 218
finishing 230
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B

basic assets
dependencies 206
description 24

C
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performing 247
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creating Word assets 81
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online Help 81, 83
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online Help 81, 83
creating
assets 74
CS-Desktop, See Content Server Desktop
CS-DocLink, See Content Server DocLink
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DatePicker 95
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resolving 235
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assets 95
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editing

assets 82
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deadlocks 219
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internal 174, 182
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F
FCKEditor 84
Flash
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login 40, 42, 44

ImagePicker 86
In Segment
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InSite Interface 124
accessing 125
editing assets 129
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K

keeping workflow assignments 232

L
links, See embedded links
locale

setting 114

M

master asset
changing 121
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Microsoft Word
See also Content Server Desktop
creating assets 74, 81
modifying assets 74, 83
multilingual assets 112

N

no segment ratings apply field 165
Normal Article Process sample workflow 206,
220

O

Out of Segment
column 165

P

page assets

as a core asset type 23, 27
participants

definition 217

setting 238

viewing 237
permissions

approving for publishing 206

granted to roles 30, 217

sharing assets 164

working with assets 27
publishing

dependencies 29

resolving dependencies 209
publishing approval

automated 222

R
Rating column (flex asset form) 165
resolving deadlocks 219, 235
resolving dependencies 209
reverting to a previous version 250
revision history 246, 249
revision tracking
automatic checkout or checkin 244
check in 31, 244, 249
check out 31, 244, 247

checking in assets 249
examining checkouts 248
examining revision history 249
revision history 246, 249
rollback 31, 246, 250
rolling back assets 251
show versions 249
undo checkout 31, 244, 248
undoing checkout 248
roles
workflow 217
rollback 246, 250

S

sample workflow 206, 220
searching for assets 102, 104
selecting
site on login 46
sharing
assets 164
sites
selecting on login 46
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sample workflow 220
workflow 217
Status form 212
steps
sample workflow 220
workflow 217
structured content asset
definition 22

T
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adding assets to 107
creating 106
deleting 109
removing assets from 108
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types 106
translations
comparing 119
creating 115
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