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About This Guide

This guide provides an overview of FatWire'stwo portal applications—the Content Server
portal interface and Spark. This guide is intended to help you use the portal interface
efficiently and effortlessly in the performance of your content management tasks, without
requiring technical proficiency. This guide showsyou how to create, edit, approve content
for delivery to your portal, how to collaborate in workflow when necessary, and how to
manage content on your own.

Who Should Use This Guide

This guide was written especialy for content providers—anyone who creates, reviews,
and approves content from either Spark or the CS porta interface. Typically, content
providers are specidistsin 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 in the portal environment is
not a requirement.

This guide is aso helpful to individuals who support content providers, perform their
functions, or simply need to understand the basic concepts of the portal interface. For
example, this guide is helpful to the Spark administrator, who supports content providers
by devel oping and customizing the ingtallation to meet their needs.

How This Guide Is Organized

SOFTWARE

We recommend that you read chapters 1and 2 before proceeding with the rest of this
guide. These chaptersintroduce you to the portal interface basics. Having a preliminary
understanding of the basics ensures a smoother learning experience.

We a so recommend that Content Server users read the Content Server User’s Guide for a
detailed overview of Content Server and its constructs (assets, workflow, publishing,
revision tracking, and so on).
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About This Guide
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How This Guide Is Organized

This guide contains the following chapters:

Chapter 1, “Portal Applications Overview,” provides an overview and a comparison
of FatWire's portal applications—the Content Server portal interface and Spark. This
chapter also explains the basics of the portal interface: its content management
system; frequently used terms (for example, “assets’ and “asset types’); how content
is entered into the portal interface, stored to the database, and delivered to the portal;
how your permissions to content are determined; what dependencies mean and how
they affect content management operations.

Chapter 2, “ Getting Started with the Portal Interface,” showsyou how tologin to your
own installation and the sample portal. It also describes your workspace—the portlets
that you will be using in the portal interface to enter and manage content, and the
content management tools that you will find within the portlets themselves.

Chapter 3, “Creating and Editing Structured Content Assets,” shows you how to
create and edit structured content—content for which you are prompted.

Chapter 4, “Working with ‘My Documents’,
portlet.

Chapter 5, “ Creating and Editing Document Assets and Folders,” shows you how to
create file-based assets.

introduces you to the “My Documents”

Chapter 6, “ Creating New Assets by Copying,” shows you how to quickly create
assets from existing assets.

Chapter 7, “ Searching for Assets,” shows you how to execute simple searches and the
more granular advanced searches.

Chapter 8, “Logging Assets,” shows you how to create alist of “favorite,” frequently
used assets.

Chapter 9, “Callaborating in Workflow,” shows you how to participate in the creation,
editing, and review of assets undergoing workflow.

Chapter 10, “Revision Tracking,” shows you how to track asset versions, roll back
(restore) assetsto older versions (if rollback is enabled), and check assetsin and out of
Spark or Content Server’s database in order to write-protect them or unlock their write
protection.

Chapter 11, “Publishing,” describes how to perform publishing tasks in the Content
Server portal interface.

At the end of the guide is an index of procedures to help you quickly navigate to content
management steps.

Portal Applications 6.2 User’s Guide
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What's New in This Guide

What's New in This Guide

This guide is new for thisrelease of Spark and Content Server. It combines the
information and procedures that were previoudy available in the Spark User’s Guide and
the portal interface section of the Content Server User’s Guide. Asyou will learn when
you read Chapter 1, “Portal Applications Overview,” Spark and the CS porta interface
share the same interface design and structure, but differ in the scope of the functionality
and the array of options that they offer. Therefore, some of the information in this guide
does not apply strictly to both applications. This guide indicates when functionality,
options or application behavior is specific to either Content Server or Spark. Also, if a
procedure is written specifically for Spark or Content Server, the application nameis
included in the procedure heading.

Related Publications

SOFTWARE

The FatWire library includes publications written for Content Server and Spark

devel opers, administrators, and users. The publications are provided as product manuals
with your Content Server or Spark installation. They are also posted on the Web at the
following URLSs:

e« Content Server: http://e-docs.fatwire.com/CS
» Spark: http://e-docs.fatwire.com/Spark

The Content Server documentation website is password-protected; you will need to obtain
a password from FatWire Technical Support. For Technical Support contact information,
see the following website:

http://www.fatwire.com/Support/contact info.html

Other publications, such aswhite papers, provide information about Content Server and
Spark’s feature sets and their business applications. To obtain these publications, contact
sales@fatwire.com.
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Chapter 1
Portal Applications Overview

This chapter provides an overview of FatWire's portal applications: the Content Server
portal interface and Spark.

This chapter contains the following sections:

* Introduction to Portals

* Introduction to the Portal Applications

» Basic Content Management Concepts

* Permissions to Assets

* Dependencies

» Portal Interface Content Management Operations
» Spark vs. Content Server Functionality

Portal Applications 6.2 User’s Guide
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Introduction to Portals

Introduction to Portals

A porta isthe content provider’s end product. Portal content is specific to each
organi zation and depends on the nature of the organization. A news agency might produce
articles, photos, and video clips. A sales company might offer product descriptions,

special offers, and coupons. A human resources department might manage job postings
and personnel policies.

Regardless of your business, the portal presents your work to the end audience as discrete
panels called “display portlets,” such as the ones shown in Figure 1. Each display portlet

has its own business theme. In Figure 1, display portlet 1 is dedicated to ads, portlet 2 to
documents, and portlet 3 to jobs.

Figure 1: Sample portal

display portlet 3

Spark Reference Implementation I

display portlet 1 —pm Spark Ads EE| |spark Jobs [=E]

Does your portal need a spark? Job Title: Retail Merchandiser
Ignite your portal content,

Date Posted: Mar 1, 2004

Fatwire Retail Services is a leading merchandising service company that has been in existence since
1994, Our corporate office is located in the Sacramento, Ca area. Our primary customers are in the
Home Center, Office Supply, Automotive, and art's and crafts industries, We need merchandisers
with knowledge in reading and following planograms/schematics to join our team. We are seeking

merchandisers with experience in new store set-ups and store remodels to work side by side with
. our current @mﬁ Y¥ou and your team will be setting planograms in new stores and existin
dlsplay portlet 2 — |spark Documents HE stores, We work both day and night };h\fts. All of our teams %fpmercgrlwandisers are required to tra\.re\g
shsence Report Form throughout the U.S. and may be gone from home for up to four (4) weeks at a time, You are
Flexible work arrangerment application required to share a room with a co-worker and you can enjoy sight-seeing with your co-workers on
Family and Medical Leave Request Farm your days off. If you lke to travel and see the U.S., this is the way to do it. There are no out-of-
Leave of Absence pocket expenses. All hotels, rental car, and airline reservations are made by the corporate office and

paid for in advance, You are not asked to make your own arrangements or pay your own expenses
and wait to be reimbursed, We offer competitive hourly pay plus travel pay, and per diem for all
overnight stays in a hotel. Our employees usually stay at hotels with full kitchens therefore they can
do their own cooking and do not have to eat in restaurants every day. Employees are eligable to join
our simple ira and medical assistance plan after 90 days, FatWire Retail Services is expanding their
customer base and is growing fast with opportunity for advancement, At this time, we need to fill
several merchandiser positions to cover our new and existing customers,

Contact: John Doe (john.doe@fatwireretail.com) (516) 555-5555

Back to Job Listings

Note

In your portal, display portlets are not numbered. Numbering in thisfigureisfor
reference.

Each display portlet presents the content that you and your collaborators have entered into
Content Server or Spark through its portal interface.

Your end goal for entering and managing content is to have it delivered to your portal so
that your visitors can read and examine it. This guide shows you how to use the portal
interface to help you accomplish your goal.

Portal Applications 6.2 User’s Guide
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Introduction to the Portal Applications

Introduction to the Portal Applications

FatWire provides two portal applications-the Content Server portal interface and Spark.
These applications are specialy designed for the business user, to help you function
efficiently as a content provider.

Both of the portal applications provide an easy-to-use interface, which displays your tasks
and objects within portlets in aworkspace area. You do not need to know HTML or any
other markup language to use this interface, and you are not responsible for formatting the
content you provide. Therefore, your attention remains focused on your area of
expertise—the content itself.

Both portal applications provide tools that facilitate the progression of your content from
creation to publication. Using the CS portal interface or Spark, you can participate in
workflow, the process by which content moves from person to person and ultimately
approved for delivery to the portal. You can also use the revision tracking tools in the
portal interface to audit the changes in content.

Content Server

The Content Server (CS) application family is a high-performance, large-scale content
management and delivery system for website and portal management.

Content Server has two main user interfaces: the standard interface and the portal
interface. Both interfaces give you the same functionality, but they present it differently.

This guide contains only the instructions for accomplishing specific tasks from the
Content Server portal interface. The Content Server constructs (such as assets, workflow,
publishing, and revision tracking), on which the instructions are based are given in the
Content Server User’s Guide, where instructions on using the Content Server standard
interface are also provided.

Spark

Like Content Server, Spark offers you an easy-to-use portal interface that helps you create
and manage content efficiently. However, Spark is intended for small to mid-size portal
initiatives, while Content Server supports enterprise-wide implementations. See “ Spark
vs. Content Server Functionality” on page 24 for a comparison of Spark and Content
Server functionality.

This guide provides procedures on how to use Spark to accomplish your tasks and
explains the basic content management concepts on which the procedures are based.

From the Portal Interface to the Display Portal

In Spark and the CS portal interface, you use content-entry forms to create content in the
form of electronic assets. A content-entry form has a well-defined relationship to the
database where it is stored and to the portal where it is displayed. The relationship is
illustrated in Figures 2 and 3, and explained bel ow.

When you populate a content-entry form—for example, Spark contact in Figure 2— and
save the content, the portal application stores the content in its content management
database (step 1 in Figure 2). When you approve the asset for publication, an authorized
user publishes the asset by copying the asset to the delivery system, where a duplicate
database accepts the asset (step 2 in Figure 2). Finally, when the asset is ready for delivery

Portal Applications 6.2 User’s Guide

SOFTWARE



Chapter 1. Portal Applications Overview

SOFTWARE

Introduction to the Portal Applications

to the portal, its content is drawn from the database by JSPs, formatted by the JSPs, laid
out by the JSPs (step 3in Figure 2) and delivered to the portal by JSPs (step 4 in Figure 3).

In this example, the content is delivered to the “ Spark Jobs” portlet, whereiit is displayed
asasingleline below the job ad (Figure 3). The job ad itself was created from the entries
in the content-entry form that was designed specifically for job ads.

The relationship of a content-entry form to the display portal is a straightforward one: A
content-entry form accepts raw content for storage in the database; at display time, the
portal displays the content, but in client-ready format.

Content-entry forms offer their users major advantages:

Users don't need to learn the specifics of the portal application’s database.

A content-entry form can be thought of as a window in to the portal application’s
database. Content that you enter into aform is stored in the database. Content that you
recall is read from the database and displayed in an editorial version of the
content-entry form.

Because a content-entry form is a standard interface to the variety of databases the
portal applications support, 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 an Oracle database) 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.
Formatting isaccomplished by JSPs, which are coded by developersto meet the portal
designer's specifications. As a content provider, you remain strictly focused on the
content you are providing and its quality.

Guesswork is minimized.

In content-entry forms, field names prompt users for certain kinds of information: a
phone number, ajob description, afile name, and so on. Users always know what kind
of content is expected from them.

Reusability and consistency are maximized.

Each unit of content that you enter into aform can be reused as many times as
necessary, in as many formats as necessary, in as many locations within the portal as
necessary. Reusability ensures consistency across the portal by eliminating the need
for re-creating information each time the information must be used.

Portal Applications 6.2 User’s Guide
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Figure 2: Content in the content-entry form

Note: Thisfigure is paired with the figure on the next page.
Display the pages side by side.

Close this window

Spark Content Definition: {(Contact)

Cancel Save
*Name ohn Doe

Contact

|516-555-5555

Email 'ohndoe@fatwireretail.coy

1 Content entered into
the content-entry
form is stored in the
content management
(CM) database.

L 2 When the 3 When the
/—’—\ asset is A asset is ready
approved for for delivery to
v publishing, v the portal, its
an content is
authorized drawn from JSPs
— user S the database — =
publishes the by JSPs,
asset by formatted by
copying the the JSPs, and
asset to the laid out by the —
production JSPs.
database.

N~

CM System Database

N~

Production Database
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Figure 3: Display portal

Note: Thisfigureis paired with the figure on the previous page.
Display the pages side by side.

Spark Reference Implementation

Does your portal need a spark?
Ignite your portal content.

Spark Ads ==

Absence Report Form
Flexible work Arrangement application

Leave of aAbsence

Spark Documents ==

Family and Medical Leave Request Form

4  Formatted
content is
delivered by

the JSPs to

<

spark Jobs =E=
Job Title: Retail Merchandiser

Date Posted: Mar 1, 2004

FatWwire Retail Services is a leading merchandising service company that has been in existence since
1994, Our corporate office is located in the Sacramento, Ca area. Our primary customers are in the
Home Center, Office Supply, Automotive, and Art's and crafts industries, We need merchandisers
with knowledge in reading and following planograms/schematics to join our team. we are seeking
merchandisers with experience in new store set-ups and store remodels to work side by side with
our current m You and your team will be setting planograms in new stores and existing
stores. We work both day and night shifts. All of our teams of merchandisers are required to travel
throughout the U.S. and may be gone from home for up to four {4) weeks at a time. ¥ou are
required to share a room with a co-worker and you can enjoy sight-seeing with your co-waorkers an
wour days off, If you like to travel and see the U.5., this is the way to doit. There are no out-of-
pocket expenses, All hotels, rental car, and airline reservations are made by the corporate office and
paid for in advance. You are not asked to make your own arrangements or pay your own expenses
and wait to be reimbursed. We offer competitive hourly pay plus travel pay, and per diem for all
overnight stays in a hotel, Our employees usually stay at hotels with full kitchens therefore they can
do their own cooking and do not have to eat in restaurants every day. Employees are eligable to join
our simple ira and medical assistance plan after 90 days, FatWire Retail Services is expanding their
customer base and is growing fast with opportunity for advancement. At this time, we need to fill
several merchandiser positions to cover our new and existing customers.

Contact: John Doe (john.doe@fatwireretail.com) {516) 555-5555

Back to Job Listings

the portal.
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Basic Content Management Concepts

This section explains how the portal applications define and treat content. It explains
terms such as “assets,” and “asset types,” which are used throughout this guide.
Content: Assets and Asset Types

Portal content (like website content) isreferred to as “assets’ and “ asset types.” Both
assets and asset types are represented in content-entry forms, one of which is shown

bel ow.
o An asset isan object that is created
Close this window By g user popul ating the fields of a
Spark Content Definition: (Contact) content-entry form,_smllar to the
one a theleft. In this example, the
(Concel)  (Save) asset is a contact, defined by field
Cancel Save ’
values entered by the user:
*Name: I John Doe
. a specific name

Description: I

(John Doe in this example)

Filename: |
Path: | a specific phone number
Spark (516 555-5555 in this example)

Cun_te_n_t Contact
Definition: / a specific e-mail address
(j ohndoe@fatwireretail.com

Phone: [516-555-5555 ( _
: - / in this example)
Email: I johndoe@fatwireretail.com

Field values define the asset.

When saved, the asset is stored in

the portal application’s database.
The asset can be edited, inspected, deleted, duplicated, placed into workflow, tracked
through revision tracking, searched for, and delivered to the portal.

Portal Applications 6.2 User’s Guide

SOFTWARE



Chapter 1. Portal Applications Overview

SOFTWARE

Basic Content Management Concepts

Like any asset, the asset in our

example was created from an Close this window
asset type, defined in the content- spark Content Definition: { Contact)
entry screen by the names of the
fields (listed at the left of the
screen): Name, Phone, Email.
Field names define the asset *Name: [ John Doe
type Description: I
Filename: I
An asset type, then, isa path: |
specification—a set of field
names that are created by the Content  Contac
administrator (and the system) in Definition:
order to define the nature of the Phone: | 516-555-5555
asset type: anews article, ajob Email: [iohmdoccfateretaticom
ad, an HTML document, and, in
our example, a contact.

Many kinds of asset types can be

created. Each asset type hasits

own content-entry form, formatted as shown on this page, but with a unique set of fields.
What's important to remember is that the asset types are created for content providers,
who select the asset types they need to work with, and then create and edit assets of those
types.

To create an asset, you would use the Ul portlet “Create Content.” To edit an asset, you
would find the asset (for example, by using the “ Search Content” portlet), click its Edit
icon, and make changes to the asset’s field values.

Note

To be technically accurate, the fields described in “Basic Content Management
Concepts’ on page 17 are attributes. The distinction isimportant to
administrators and devel opers, and does not affect the content provider’swork or
understanding of content management in the portal interface. For thisreason, the
terms “field” and “attribute” are used interchangeably throughout this guide (as,
for example, in Chapter 7, “ Searching for Assets’).

Portal Applications 6.2 User’s Guide
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Structured Content Assets vs. Document Assets

Portal interface users work with two kinds of asset types: the structured content asset
type, which prompts users for publishable content by means of fields where the content is
to be entered; the document asset type, which prompts users for the name of afile

SOFTWARE

containing the publishable content.

e Structured content assets:
Structured content assets are
instances of the structured content
asset type. You create structured
content assets by entering content
directly into pre-configured
content-entry forms. The forms
impose content structuring by
means of fields, which prompt you
for specific information—for
example, a part number, a
publication date, an image, or text
for anewsarticle.

The sample form at the right
prompts you for a name, a phone
number, and an e-mail address.
Content that you enter intoaformis
stored directly in the portal
application’s database, as explained
on page 13. Typicaly, the format
and layout of the content are outside
your control.

o Document assets: Assetswith
file-based content are called
document assets. Document assets
are instances of the document asset
type. You create document assets by
entering content into afile of your
choice (a . doc filein this example)
and then attaching the file to the
document asset. Working with
document assetsis called
“document management.”

As part of document management,
the portal interface supports the use
of folders (which are also assets) to
organize document assets. You can
create folders and associate
document assets with the folders.
Each folder is the parent of its
associated document asset.

Portal Applications 6.2 User’s Guide
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Basic Content Management Concepts

Structured content is used in situations when uniformity and standards need to be
enforced. File-based content, on the other hand, is used when afree-style approach to
content is acceptable. File-based content gives you the freedom to compose content of
your own choice, and to expressit in your own style and format.

Structured content assets cannot be associated with files and therefore do not support
document management.

In the portal interface, Content Management (CM) portlets allow you to manage your
structured content assets as well as your document assets, while Document Management
(DM) portlets allow you to manage only your document assets. Depending on the
permissions granted to you by your administrator, you may have access to some or al of
the portlets. See“Learning Your Workspace” on page 30 for more information about these
portlets.

Note

Both the CS portal interface and Spark provide a virtual document
management system. This document management system simulates a true
file management system by supporting the familiar concept of folders and
files, which helps content providers navigate through the portal interface
more intuitively when dealing with document assets. Note that this virtual
management system should not be equated with atrue file management
system, such as Windows Explorer.

The document management system is expressed in the portlet “My
Documents,” where the collection of document assets and foldersis
displayed. Chapter 4, “Working with ‘My Documents'” provides more
information about the “My Documents” portlet.

Additional Assets for CS Portal Interface Users

CS portal interface users can work with two additional kinds of structured content assets:
marketing assets and design assets.

M arketing assets are supported if you are using Engage. M arketing assets help you create
personalized and targeted web sites. Users with the necessary roles and permissions can
work with the following marketing assets:

* Segment assets categorize web Site visitors based on the visitor datathat you gather
about them.

« Recommendation assets determine which assets should be featured or
“recommended” on asite page.

» Promotion assets define an offer of value (such as a discount) to web site visitors
based on the products that the visitors are buying and the segments that the visitors
qualify for.

Design assets provide the design structure for the web site. That is, site developers use
them to create the look and feel of the online site and to organize the site’s content.
Typically, site developers are responsible for creating design assets. As a content provider,
you use the design assets they create to format and organize your content.

Portal Applications 6.2 User’s Guide
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Permissions to Assets

Thefollowing list provides general descriptions of the design assets that you can use. The
availability of the design assets and your access to them depends on your organization’s
Content Server implementation and the permissions granted to you by your administrator.

Query assets store database queries that typically retrieve alist of assets based on
selected parameters or criteria. You use query assets in page assets and collections.

Collection assets store an ordered list of assets of onetype. You “build” collectionsby
running one or more queries, selecting items from the results, and then ranking and
ordering the items that you selected. This ranked, ordered list is the collection asset.

Page assets store references to other assets, organizing them according to the design
that your site developersimplement. You can associate collections, queries, articles,
and so on with page assets.

Template assets create the look and feel of the web site. You, as a content provider,
assign template assets to format other assets, such as articles. Typically, the site
devel opers provide instruction on how templates are to be assigned.

Link assets store the URL to an external web site. You use a link asset to embed an
external link within another asset.

The Content Server User’s Guide describes design assets and marketing assets in detail.

Note

Like other structured content assets, design assets and marketing assets
are accessed and managed from the Content M anagement portlets. For
example, you would use the “ Search Content” portlet to search for
collection assets.

For more information about the Content Management portlets, see
“Content Management (CM) Portlets’ on page 30.

Permissions to Assets

Permissions are the rights to manage content: create, view, or edit assets; participate in
workflow; and approve assets for publication. Permissions therefore determine which
assets and asset types are displayed in the portlets in your workspace, and which content
management tools are avail able to you to operate on the assets.

Your permissions are granted by your portal interface administrator and determined by
workflows, when they are in effect.

SOFTWARE

For example, whether you can create structured content assets is determined by
whether the administrator has granted you permission to create structured content
assets. Without permission, you cannot create structured content assets. Therefore,
structured content asset types will not be displayed in your “Create Content” portlet.
Similarly, if you were not granted permission to edit structured content assets, the
Edit icon will not be displayed with the structured content assets.

If workflow isassigned to an asset, your permissions to the asset are modulated during
the workflow. For example, when you are not a participant of aworkflow state (a
progress point in aworkflow that defines what task must be performed on the asset in
that particular state), you cannot work with assetsin that state.

Portal Applications 6.2 User’s Guide
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Dependencies are an important consideration for the content provider, because they
govern how assets can be managed—for example, whether assets can be deleted, and in
which order they can be deleted.

Dependencies are relationships that exist among assets which have somehow been
associated with each other. Some associations are inherent to the data model, others are
created at the asset level by content providers. The associations can be made as follows:

» Theadminigtrator or developer can create assets types with common (shared) fields.
When the corresponding assets are created, they share the field value(s). This type of
association is defined in the data model, which the administrator or developer uses as
a specification to create asset types with shared fields.

» Theadminigtrator or developer can create asset types that point to other asset types.
For example, if asset type A needs information from asset type B, afield in
asset type A can be made to point to a specific field in asset type B. When the
corresponding assets are created, one field derivesits value from another field in a
different asset. This type of association is also defined in the data model.

» Content providers can associate document assets with other document assets,
regardless of the data model. For example, you create dependencies by attaching
document assets to folders, and folders to other folders.

Because the assets in a dependency share data, deleting the “root” asset (the source of
data) would cause dependent assets to lose data. To prevent corruption of assets, direct
deletion of the root asset is not allowed. The asset’s dependents must first be disassociated
from the root asset. Only then can the root asset be deleted. Similar reasoning applies to
other operations. For example, approving a dependent asset requires you to first approve
the root asset.

When dependencies prevent you from executing an operation, the portal interface warns
you of the dependencies and identifies the participating assets. You can then take
appropriate actions to remove the associations that are causing the dependencies.

Portal Applications 6.2 User’s Guide
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Portal Interface Content Management Operations

SOFTWARE

Table 1 summarizes the content management operations that you can perform on assetsin
the portal interface. When using the portal interface, keep in mind ageneral rule: If your
workspace does not display the portlets, the content, or the content management tools
described in thisguide, it is because your permissionsto these elements are limited. If you
have questions about your access rights, see your Spark or Content Server administrator.

Table 1: Content management operations

Create structured content assets (if you have permission) Chapter 3

Edit structured content assets (if you have permission)

Delete structured content assets (if you have permission)

Create document assets (if you have permission) Chapter 5

Edit document assets (if you have permission)

Delete document assets (if you have permission)

Keep asession history (alist of assetsthat you have created during the | Default for

current session.) all users

Run search routines on structured content assets (if you have Chapter 7

permissions to structured content assets)

Run search routines on document assets (if you have permissions to

document assets)

Participate in workflows (if you are designated as a participant) Chapter 9

Keep an assignments list (alist of assets that have been assigned to

you as aresult of workflow processes)

Keep acheckout list (alist of assetsthat are checked out to you) Chapter 10

Use revision tracking and version control

Keep an active list (alist of favorite or frequently used assets) Chapter 8

Approve assets for publication Chapter 9
and
Chapter 11

Publish assets (Content Server only) Chapter 11

Portal Applications 6.2 User’s Guide
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Spark vs. Content Server Functionality

Spark and the CS portal interface share the same interface design and structure, but differ
in the scope of the functionality and the array of options that they offer.

Table 2: Spark vs. Content Server Functionality

Basic and flex assets

Spark supports only flex assets.

The CS portal interface
supports both basic and
flex assets.

See the Content Server
User’s Guide to learn more
about the differences
between flex and basic
assets.

Structured content
asset types

Spark supports the creation of
asmany structured content asset
types as necessary.

The CS portal interface
supports the creation of as
many structured content
asset types as necessary.

Document asset types

Spark supports only one
system-defined document asset
type, and this asset type cannot
be modified.

The CS portal interface
supports the creation of as
many document asset types
as necessary.

Workflow processes

Spark supports only three
workflow processes, all
pre-defined; they cannot be
modified:

» A two-state workflow
process called “Publish
Without Review”

* A three-state workflow
process called “ Publish With
Review”

» A two-state workflow

process called “ Publish
Documents Without Review”

The CS portal interface
supports all workflow
processes, whether they are
provided with sample sites
or created by the CS
administrator (workflows
are created in the Content
Server standard interface).

Workflow options

The following workflow
options are not available in

Spark:

» Show thelist of participants
in aworkflow process

* Set participantsin a
workflow process

* Set aprocess deadline

* Delegate an assignment

* Abstain from voting

The CS portal interface
supports all workflow
options.

SOFTWARE

Portal Applications 6.2 User’s Guide

24



Chapter 1. Portal Applications Overview

Spark vs. Content Server Functionality

Table 2: Spark vs. Content Server Functionality(continued)

Site selection Spark supports only one site. The CS portal interface
supports multiple sites.
Publishing Spark supports only dynamic The CS portal interface

publishing.

Spark supports only one
publishing destination, the
delivery installation of Spark.

supports both dynamic and
static publishing.
The CS portal interface

supports multiple
publishing destinations.

Third party search
engines (such as
Verity)

Spark does not support
third-party search engines.

The CS portal interface
supports the third-party
search engine Verity.

Design asset types

Spark doesnot install or support
the following design asset
types:

The CS portal interface
installs and allows access
to al design asset types.

* Collections
. Pages
* Queries
» Templates
» Elements
Additional interfaces | Spark does not support the The CS portal interface
following interfaces: supports all of these
« CS-Desktop interfaces.
» CS-DocLink
* InSite Editor
Additional products | Spark does not support the The CS portal interface
following products: supports al of these
- Engage products.

¢ Commerce Connector
» Analytics Bridge

Portal Applications 6.2 User’s Guide
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Chapter 2
Getting Started with the Portal Interface

SOFTWARE

Your goalsin using portal applications are to create, review, and manage content and,
ultimately, approve the content for delivery to your portal for visitors to read and examine.
The portal interface allows you to accomplish your goals by means of portlets that help
you manage your content.

Both Spark and Content Server come with a sample site that provides a sample portal and
underlying datafor the times when you might want to learn about and experiment with
your portal application without affecting your own installation.

This chapter shows you how to log in to the portal interface and set up your workspace. It
describes your basic content management tools and the operations that you will perform
on content. This chapter also shows you how to log in to the sample site.

This chapter contains the following sections:
* BeforelLogging In

* Logging In to the Portal Interface

* Learning Your Workspace

*  Working with Assets

» Logging Out of the Portal Interface

e The Spark Sample Site

Portal Applications 6.2 User’s Guide
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Before Logging In

If you are running your portal application (Content Server or Spark) for the first time, you
must configure your browser to refresh pages as quickly as the portal application delivers
new information to them. Once the browser is configured, you can log in to the portal
interface and expect up-to-date displays.

Make sure you are using one of the browsers supported by your portal application. Contact
your administrator for alist of supported browsers; then complete the corresponding steps
from the options bel ow.

To configure Internet Explorer

1. Click Tools> Internet Options.

2. From the “Internet Options” dialog box, click the General tab.

3. Advanceto the“ Temporary Internet files’ section and click the Settings button.
4. Inthe“Settings’ dialog box, select Every visit to the page.

5. Click OK. Your system has been properly configured.

To configure Netscape Communicator

1. Click Edit > Preferences.

2. Ontheleft side of the “Preferences’ dialog box, double-click Advanced.
3. From the directory tree, select Cache.

4. Ontheright side, select Every time.

5. Click OK. Your system has been properly configured.

Portal Applications 6.2 User’s Guide
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Logging In to the Portal Interface
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Logging in to your portal interface is a system-specific procedure in which you must
complete at least the following steps:

Before logging in
1. Beforelogging in to the portal interface, do the following:

a. Configure your browser as shown in “Before Logging In” on page 28.

b. Consult with your administrator about the login procedure and obtain the
following information:

- TheURL for the portal interface
- Your user name

- Your password

- Thelogin procedure

To log in to the portal interface

2. Open your browser.

3. Enter the URL for the portal interface.

4. Enter the user name and password provided by your administrator.
5. If you are using Spark, proceed to step 7.

6

If you are using the Content Server portal interface, click one of the tabs displayed in
the interface to access the “ Site Info” portlet (you will learn more about these tabsin
the next section).

Select asite to work on in the “ Site Info” portlet. If you do not know what site to
select, ask your administrator. After you select a site, Content Server displays your
workspace.

Note

Content Server portal interface users: Depending on your installation,
the “Site Info” portlet may display alist of the following sample sites:
Hello Asset World, Burlington Financial, GE Lighting, CO, and Spark.

In this guide, we are using the “ Spark” sample site to illustrate the portal
interface. Spark Contact, Spark Document, Spark Folder, Spark Jab,
and Spark News Item are all asset types specific to the “ Spark” sample
site.

7. You are now ready to begin using your workspace—a set of portlets through which
you will contribute content to the portal, then manage and approve the content for
publication.

Portal Applications 6.2 User’s Guide
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Learning Your Workspace

Your workspace can display two types of content provider portlets: Content M anagement
(CM) portlets and Document Management (DM) portlets. In most cases these two types of
portlets are displayed in two tabs: onefor CM portletsand one for DM portlets. (To switch
between the tabs, simply click the tab that you want to display.)

Content Management portlets allow you to manage your structured content assets as well
as your document assets, while Document M anagement portlets allow you to manage only
your document assets. Depending on the permissions granted to you by your
administrator, you may have access to some or all of the portlets. Each portlet hasits own
function.

Each portlet contains sizing icons (Table 4) for adjusting the portlet’s dimensions to
normal (native) size, minimized (collapsed), and maximized. The portlets can also be
moved within the interface to new positions and different pages.

The following procedures will help you become familiar with the portlets and sizing tools
in your workspace.

Content Management (CM) Portlets

SOFTWARE

Several CM portlets can be displayed on the portal interface. You may have access to
some or all of these portlets, depending on the permissions granted to you by your
administrator.

To learn about the CM portlets

1. Logintotheportal interface. If you need instructions, see “Logging In to the Portal
Interface” on page 29.

The portal interface displays your workspace, containing the portlets you will use to
manage content.

Note

Thefirst timethat you log in to your installation, the portlets are
displayed at minimum size, by default. We assume that you arelogging
in for thefirst time.

Portal Applications 6.2 User’s Guide
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2. Click the tab that contains the CM portlets. Your workspace will look similar to the
onedisplayed in Figure 4:

Figure 4: Your workspace

Sizing icons:

Maximize/Restore
Click to maximize the portlet, or restore the portlet to its native size

Minimize/Restore
Click to expand the portlet to its native size, or to collapse the portlet
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3. Expand the CM portlets to their native dimensions by clicking the minimize/restore
icon in each portlet’s upper right-hand corner (see Figure 4).

When you have finished, your workspace will look similar to the one displayed in

Figure 5.
Figure 5:
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Your other sizing option isto expand any portlet to full-screen size by clicking its
maximize/restore icon (in the portlet’s upper-right hand corner).

Note that each portlet that lists assets also displays a set of content management tools
next to each asset. The portlet’s column headings serve as sort options. “Working with
Assets” on page 36 provides descriptions of the content management tools and sort
options within the portlets.

4. Now that you have maximized all of the CM portlets that you have access to, take
some time to learn about them by reading the descriptions provided in Table 3,
“Content Management (CM) portlets.”

5. When you finish reading about CM portlets, proceed to the next section, “Document
Management (DM) Portlets.”

Table 3: Content Management (CM) portlets

CM Portlet Description See...

Active Content Used to log your “favorite” assets for quick and Chapter 8,
easy access. “Logging

“Active Content” treats your list of selected assets Assets
as permanent. The assets can be removed at your
command, either individually or in bulk. If you
have logged no assets, this portlet displays the
message “No asset in Active List.”

Note: Content in the portal environment is
referred to as “assets’ and “ asset types.” For more
information about assets and asset types, see
“Basic Content M anagement Concepts’ on

page 17.

Checked-out Displaysalist of all assetsthat are checked out to | Chapter 10,
Content youl. “Revision

In this portlet, you can check the assets back into | 17aKINg
the database (as well as inspect and edit them). If
no assets are checked out to you, this portlet
displays the message “No assets in Checkout
List.”

Content Displaysalist of all assetsthat are assigned to you | Chapter 9,
Assignments (by workflow processes). “Collaborating

In this portlet you can review all your assignments | ' Workflow
and finish them (aswell asinspect, edit, and delete
the assignments). If no assets are assigned to you,
this portlet displays the message “No assetsin
Assignment List.”

Portal Applications 6.2 User’s Guide
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Table 3: Content Management (CM) portlets (continued)

CM Portlet Description See...

Create Content Used to create structured content assets, document | Chapter 3,
assets, and folders (for definitions of theseterms, | “Creating and
see “Basic Content M anagement Concepts’ on Editing
page 17). Structured
Note: A document asset requires you to attach a gg‘éeg,t
file to the asset. For information about how
document assets differ from structured content
assets, see” Structured Content Assetsvs.

Document Assets’ on page 19.

Content History Displays a volatile index of assets. Chapter 3,
This portlet displays alist of the assets you have E(ér t?ﬁt'ng and
created during the current session. Thelist is Structgr ed
volatile; when you end your session, the list is Content
deleted. When you start a session and as long as Assets”
you create no assets during the current session,
this portlet displays the message “No assetsin
History List.”

Note: Assets can be logged to the portlet “ Active
Content,” where they are displayed until you
remove them there.

Search Content Used to: Chapter 7,

» Search for content by asset type Searcf“ ng for
. Assets
» Execute simple and advanced searches

Publish Console Used to publish assets to the delivery system, Chapter 11,

whereit is served to abrowser so it can be viewed | “Publishing”

by the end audience.

Document Management (DM) Portlets

Several DM portlets can be displayed on the portal interface. You may have accessto
some or all of these portlets, depending on the permissions granted to you by your

SOFTWARE

administrator.

To learn about the DM portlets

1. Click thetab that containsthe DM portlets.

2. Expand the DM portlets to their native dimensions by clicking the minimize/restore
icon in each portlet’s upper right-hand corner (see Figure 4).

Your other sizing option isto expand any portlet to full-screen size by clicking its
maximize/restore icon (in the portlet’s upper-right hand corner).

Portal Applications 6.2 User’s Guide
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3. Now that you have maximized all of the DM portlets that you have access to, take
some time to learn about them by reading the descriptions provided in Table 4,
“Document Management (DM) portlets.”

Table 4: Document Management (DM) portlets

34

DM Portlet | Description See...
Active Used to log your “favorite” document assetsfor quick | Chapter 8,
Documents | and easy access. “Logging Assets’
“Active Documents’ treats your list of selected assets
as permanent. The assets can be removed at your
command, either individually or in bulk. If you have
logged no assets, this portlet displays the message
“No assetsin Active Ligt.”
Note: Content in the portal environment is referred to
as “assets” and “asset types.” For more information
about assets and asset types, see “Basic Content
Management Concepts’ on page 17.
Checked-out | Displaysalist of all document assets that are checked | Chapter 10,
Documents | out to you. “Revision
In this portlet, you can check the assets back in (as Tracking
well asinspect and edit them). If no assets are checked
out to you, this portlet displays the message “No
assets in Checkout List.”
Document Displaysalist of all document assetsthat are assigned | Chapter 9,
Assignments | to you (by workflow processes). “Collaborating in
Inthisportlet you can review all your assignments and Workflow
finish them (as well asinspect, edit, and delete the
assignments). If no assets are assigned to you, this
portlet displaysthe message “ No assetsin Assignment
List.”
Document Displays avolatile index of document assets. Chapter 5,
History This portlet displays alist of the document assets you E(éirteiﬁt'ng andm )
have created during the current session. The lists are Asset 9 gcu en
volatile; when you end your session, the lists are Fol de?s’?n

deleted. When you start a session and as long as you
create no assets during the current session, this portlet
displays the message “No assets in Higtory List.”

Note: Document assets can be logged to the portlet
“Active Documents,” where they are displayed until
you remove them from there.

SOFTWARE
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Table 4: Document Management (DM) portlets (continued)
DM Portlet | Description See...
My Used to create, edit, and manage document assetsand | Chapter 5,
Documents | foldersin which to organize the document assets. “Creating and
Note: A document asset requires you to attach afileto 'Ii(ilstétnsgalagcument
the asset. For information about how document assets Folders”
differ from structured content assets, see “Structured | " 9"
Content Assetsvs. Document Assets’ on page 19.
Search Used to: Chapter 7,
Documents | “Searching for
Search for document assets Assets”

» Execute simple and advanced searches

Arranging Your Workspace

After you have gained some experience with the content provider portlets and have a clear
understanding of how to use them, you may want to re-position the portlets to suit your
work habits. Using position controlsin the portal itself, you can move the portlets to new
positions and different pages. If you need instructions for doing this, see your
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administrator.
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Working with Assets

This section describes the content management tools that you will use to work with assets.
Be aware that Content Server and Spark are permissions-based, meaning that content
providers who are not authorized by the administrator to execute a certain operation (edit,
for example) will not be given the corresponding content management tool (an Edit icon,
for example). The tools described below are identical to the toolsin the CS standard
interface.

Icon Bar

SOFTWARE

Portlets that list assets also display aniconbar 3 1 'ﬁ' next to each asset,
allowing the asset to be viewed, edited, or deleted. Depending on your access permissions,
you may see one icon, or a combination of icons next to each asset.

Table 5: Portal Applications content management icons

Preview icon. (available in Content Server only)

& Clicking an asset’s Preview icon opens a pop-up window that displays how
an asset will look if it were rendered at the portal visitor’s browser.

I nspect icon.
'E:I Clicking an asset’s I nspect icon opensthe asset's “ Inspect” form, where you
can:

» Examine the asset’s status (for example, determine the asset’s statein a
workflow)

* Reset the asset’s status (for example, remove the asset from workflow)

* Edit the asset, by clicking its Edit icon.

An example of an “Inspect” form can found in “Making Decisions About the
Workflow Process” on page 107.

Edit icon.

Eﬁ Clicking an asset’s Edit icon opens the asset’s editorial screen (identical to
the asset’s content-entry screen). Here, you can edit the asset’s content.

Deleteicon.
ﬁ Clicking an asset’s Delete icon lets you delete the asset from the portal
interface.
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Logging Out of the Portal Interface

Active Links

Asset names are active links. Clicking the name of an asset listed in aportlet is equival ent
to clicking on the asset’s I ngpect icon (described in the preceding table).

Note

Clicking the name of a document asset in the “My Documents” portlet opens the
asset’s associated file in its native application (e.g., Microsoft Word).

For both document assets and folders, clicking on the asset name is the same as
clicking the asset’s Edit icon. For information about document assets and folders,
see Chapter 5, “Creating and Editing Document Assets and Folders.”

Sort Options

Portlets that list assets also display column headings that index the assets by type, name,
and so on. Underlined column headings are sort options. For example, in the portlet
“Checked-out Content,” the underlined headings are Type, Name, and Checkout Date.
Clicking on Type sortsthelisted asset typesin either ascending or descending al phabetical
order. Clicking on Name sorts the assets by name, and so on.

, Checked-out Content ==
Underlined
ﬁg';é?r? . = Type Name Checkout Date
are.sor% i) & Spark Document Absence Report Farm doc 2004-05-25 | Check In
options (i) 4 Spark Job bdssociate Media Producer 2004-05-25 [ Check In
i & Spark Job rManufacturing Planner 2004-05-21 [ Check In
(il & Spark Job Staff Pharmacist 2004-05-25 [ Check In

Required Fields

Throughout your work with assets, you will be populating fields with various types of
information. Some fields require you to enter information, others do not. Required fields
aremarked with an asterisk (*) in the portal interface and in this guide (where they are also
placed on a shaded background). If you fail to populate arequired field and try to save the
asset, you will be prompted with a message to provide the required information.

Logging Out of the Portal Interface

To log out of the portal interface

1. Click Logout.
2. Closeyour browser.

Portal Applications 6.2 User’s Guide
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The Spark Sample Site

Spark Sample Site

Content Server and Spark are packaged with a sample site that represents a portal
belonging to afictional company. Data underlying the portal is available to you for
experimenting with your portal application and learning about its features.

Note

To follow proceduresin this guide, we recommend that you use the
sample site in order to avoid making accidental changes to your
customized installation.

When logging in to the sample site, you can enter one of many user names and passwords.
The users have different permissions to content, allowing you to experience your portal
application from several points of view. We recommend that you log in as the Spark
sample site administrator, with user name admin and password xceladmin.
Administrative rights provide you with all the features and permissions of a fully
empowered user.

Note

Logging in as an administrator provides you with the following portlets
that are strictly for administrators: “Content Definition,” “Clear
Checkouts,” “Clear Assignments,” “Publish,” and “Roles.” We
recommend that you do not modify anything in these portlets, as this
could interfere with the operation of the Spark sample site.

To log in to the Spark sample site

1. Open your Web browser and enter the appropriate URL:

- If you are using Spark, enter the URL of the Spark installation that runs the
sample site. Contact your administrator for the information.

- If you are using Content Server, enter the URL of the CS portal interface.
2. Login:

a. Inthe“user name” field, enter admin.

b. Inthe“Password” field, enter xceladmin.

c. Click Login.

If you are using Spark, proceed to step 5.
4. If you are using the Content Server portal interface:

a. Click one of the tabs displayed in the interface to access the “ Site Info” portlet.
b. Inthe“SiteInfo” portlet, select the Spark sample site.

5. You are now ready to begin experimenting with the workspace and its portlets.

- For descriptions of the portlets, see Table 3, “ Content Management (CM) portlets’
on page 32 and Table 4, “Document Management (DM) portlets’ on page 34.
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Next Steps

- To start working with the portlets, follow the stepsin “Learning Your Workspace”
on page 30.

Next Steps

Now that you have a basic understanding of the portlets and your content management
tools, you are ready to use the portlets to create and edit content, advance it through
workflow, and approve it for publication. When following instructions in this guide,
consider using the Spark sample sitein order to avoid making inadvertent changes to your

own installation.
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Creating and Editing Structured Content
Assets

SOFTWARE

As a content provider, you will sometimes need to work in a structured environment,
where you are guided to provide specific types of content. Content Server and Spark
support structured environments by enabling you to create and edit structured content

assets (assuming that your administrator has granted you the permission to work with
structured content assets).

Creating a structured content asset involves using content-entry forms whose fields, pre-
configured by the administrator, prompt you for certain information (for example, a phone
number, an e-mail address, or a description of a stock item) that you save to the
application’s database (instead of afile). More information about structured content assets
isgivenin “Structured Content Assets vs. Document Assets’ on page 19.

This chapter shows you how to create and edit structured content assets. It contains the
following sections:

» Creating Structured Content Assets

* Previewing Structured Content Assets
» Editing Structured Content Assets

» Deleting Structured Content Assets
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41



Chapter 3. Creating and Editing Structured Content Assets

Creating Structured Content Assets

Creating Structured Content Assets

SOFTWARE

Structured content assets are created using the hyperlinks in the “ Create Content” portlet.
This section provides instructions on creating structured content assets in Spark and
Content Server.

Note that files cannot be attached to structured content assets. If you need to attach files,
you must create document assets. For instructions, see Chapter 5, “ Creating and Editing
Document Assets and Folders.”

To create a structured content asset (Spark)

1. Maximize the portlet “ Create Content.”

2. Inthe“Name” column, select the desired type of asset (New Spark Contact in this
example).

Create Content @ﬁ

Spark Ad Mew Spark Ad

Spark Contact MNew Spark Contact
Spark Document Mew Spark Docurment
Spark Folder Mew Spark Folder
Spark Job Mew Spark Job

Spark Mews Itern  Mew Spark News Item

3. If the“Choose Assignees’ screen (at the right) is not displayed, it means that your
asset is either not associated with aworkflow or is associated with a workflow that
does not require choosing assignees. Skip to step 4 of this procedure. Otherwise,
continue with this step.

a. Inthe“Assignees’ panel, go to the

“Users’ list box and select the o _
WOrkflOW 8SSgNEEsS—USErSTOWNOM | sslect assianses. seoct ot loast ons user from sach role.
you are assigning this asset. Any of
these users can complete the next
step in the workflow process.
To select ablock of users, Ctrl- T ——
Shift-click the extremes of the ‘
block. To select non-adjacent users,
Ctrl-click each user.

(If you need information about

workflow, see Chapter 9, Sne) (G
“Collaborating in Workflow.”)

b. Click Set Assignees.

Choose Assignees

Workflow Process: Spark: Publish Without Review

Assignees:
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Creating Structured Content Assets

4. Enter information in to the fields of the content-entry form that is displayed. In this

SOFTWARE

example, the content-entry form is named “ Spark Contact: (Contact).”

Spark Contact: (Contact)

System-Defined Fields: *Name:
. . Description:
The “Name” field is used to
name the asset you are Filename:
creating.
Path:
External Item ID:
L Spark Content Definition: Contact
Custom Fields: [ Phone:
These fields are configured by L Emai:
your Spark administrator.Your
field values are the content
that defines the asset you are
creating.

Note that any field with an asterisk next to it isrequired; you will not be able to save
the asset without entering information in to required fields. In our example Name isa
required field.

See Table 6 on page 44 for descriptions of the system-defined fields in the Spark
content-entry form. Your Spark administrator can help you with custom fields, which
are not described in this table.
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Creating Structured Content Assets

Table 6: Field descriptions for the structured content asset content-entry form

Field Name

Description

System-defined
fields

*Name

The name of the asset you are creating. The
name that you enter will be used to index the
asset in the portal interface.

Description

Description of the current asset.

Filename

(Content Server only)

The nameto use for thefile that is created for
this asset during the Export to Disk publishing
method. (Seethe Content Server User’s Guide
for details on the Export to Disk publishing
method.)

Path

(Content Server only)

The directory path to use for the filethat is
created for this asset when the Export to Disk
publishing method is used. (See the Content
Server User’s Guide for details on the Export
to Disk publishing method.)

Content
Definition

This link opens the “Inspect” form for the
asset type definition of the new asset.

Administrators and site developers are
responsible for creating and modifying asset
type definitions.

Custom fields

Defined by
administrator or
site developers

Thesefields are created by your administrator
or site developers as attributes that define the
asset type, and prompt you for specific
content. If you need information about these
fields, see your administrator or site

devel opers.

5. Click Saveto save the asset.

Spark lists your newly created asset in the portlet “ Content History” for the rest of the
session. When you end your session, the list is deleted.

6. If youwant tolog your new asset in apermanent list for easy access, saveit to “ Active
Content.” You can remove the asset from the list, as necessary. For instructions, see
Chapter 8, “Logging Assets.”
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Creating Structured Content Assets

To create a structured content asset (CS)
1. Maximize the portlet “ Create Content.”

2. Inthe“Name” column, select the desired asset type (New Spark Contact in this
example).

Create Content @ﬁ

Spark Ad Mew Spark Ad

Spark Contact MNew Spark Contact
Spark Document Mew Spark Docurment
Spark Folder Mew Spark Folder
Spark Job Mew Spark Job

Spark Mews Itern  Mew Spark News Item

3. If the“Choose Assignees’ screen (at the right) is not displayed, it means that your
asset is either not associated with aworkflow or is associated with a workflow that
does not require choosing assignees. Skip to step 5 of this procedure. Otherwise,
continue with this step.

a. Inthe“Assignees’ panel, go to the
“Users’ list box and select the o _
WOrkflOW 8SSgNEEsS—USErSTOWNOM | sslect assianses. seoct ot loast ons user from sach role.
you are assigning this asset. Any of
these users can complete the next
step in the workflow process.

To select ablock of users, Ctrl- T ——
Shift-click the extremes of the ‘
block. To select non-adjacent users,
Ctrl-click each user.

(If you need information about
workflow, see Chapter 9,
“Collaborating in Workflow.”)

b. Click Set Assignees.
4. Theasset typeyou are working with may be divided into subtypes. If thisisthe case, a

screen appears in which you need to select the subtype of the new asset. If this screen
does not appear, proceed to the next step. If the screen does appear, do the following:

a. Select adefinition (the subtype) from the “Definition” drop-down list.
b. Enter aname for the asset in the “Name” field.
c. Click Continue.

Choose Assignees

Workflow Process: Spark: Publish Without Review

Assignees:

Set Assignees

Portal Applications 6.2 User’s Guide

SOFTWARE



Chapter 3. Creating and Editing Structured Content Assets

Creating Structured Content Assets

5. Enterinformation in to the fields of the content-entry form that is displayed. In this
examplethe form is named “ Spark Contact: (Contact).”

Spark Contact: (Contact)

System-Defined Fields: [ *Name:
“ "o . Description:

The “Name” field is used to
name the asset you are Filename:
creating.

Path:

External Item ID:

L Spark Content Definition; Contsct

Custom Fields: [ Phone:
These fields are configured by | Emai:

your administrator or site

developers. Your field values

are the content that defines
the asset you are creating.

Note that any field with an asterisk next to it isrequired; you will not be able to save
the asset without entering information in required fields. In our example Nameisa
required field.

See Table 6 on page 44 for descriptions of the system-defined fieldsin the structured
content asset content-entry form. Your site developers can help you with custom
fields, which are not described in this table.

Note

The custom fields in the content-entry form will vary depending

on the asset type, because your site developers configure the

fields for each asset type.

Additional fields may be displayed depending on which add-on
products (such as Engage) are installed. If you need information for
thefieldsin the content-entry form for a recommendation, promotion,
or segment, see the Content Server User’s Guide, which contains a
chapter for each of these types of assets.

6. Click Save to save the asset.

The portal interface lists your newly created asset in the portlet “ Content History” for
the rest of the session. When you end your session, the list is deleted.

7. If youwant to log your new asset in apermanent list for easy access, saveit to “ Active
Content.” You can remove the asset from the list, as necessary. For instructions, see
Chapter 8, “Logging Assets.”
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Previewing Structured Content Assets

Previewing Structured Content Assets
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Note to Spark Users

The preview feature is not available in Spark.

However, if you need to edit a structured content asset that has large
blocks of text, complete the following steps to view the asset in a display
that minimizes the amount of scrolling you have to do.

1. Find the asset in the portal interface (by running a search or looking for
the asset in the “Active Content” or “Content History” portlet).

2. Click the asset’s | nspect icon.

3. Intheasset's“Inspect” form, read the text field(s) and take note of the
changes you want to make.

4. To edit thetext, click the asset’s Edit icon, make your changes, and click
Save Changes.

In the Content Server portal interface, you can preview any asset that has atemplate asset
selected for it. The preview feature also lets you select other templatesto use in order to
preview the same asset.

To preview a structured content asset (CS)

1. Findthe asset in the portal interface. These are some of your options:

- Run asearch on the asset. For instructions, see Chapter 7, “Searching for Assets.”

- Look for the asset in the portlet “ Active Content,” assuming that you keep an
activelist (for moreinformation about “Active Content,” see Chapter 8, “Logging
Assets”).

- If the asset was created during the current session, look for the asset in the portlet
“Content History.”

2. Click the asset’s Preview icon.

3. Theasset will be displayed in a new browser window, using the default template for
the display format.

4. To preview the asset with atemplate other than its default template, select the template
that you want to use from the drop-down list of templates displayed in the browser.
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Editing Structured Content Assets

Editing Structured Content Assets

Editing a structured content asset means modifying its content rather than its status or
properties.

To edit a structured content asset

1.

Find the asset in the portal interface. These are some of your options:

Run a search on the asset. For instructions, see Chapter 7, “ Searching for Assets.”
Look for the asset in the portlet “ Active Content,” assuming that you keep an
activelist (for moreinformation about “Active Content,” see Chapter 8, “Logging
Assets”).

If the asset was created during the current session, look for the asset in the portlet
“Content History.”

If desired, preview the asset using the procedure “ Previewing Structured Content
Assets.”

Click the asset’s Edit icon.

Note
You will not be able to edit this asset if one of the following holds:
* Theasset is checked out to another user.
* You have no permission to edit the asset.

The portal interface notifies you of each condition by displaying the
message “ Cannot perform this operation.”

4. Makeyour changes, and click Save Changes.

The system refreshes the asset’s “ Inspect” form, confirming the changes. If you click
Cancel instead, the asset remains unchanged in the “Inspect” form.

Editing with eWebEditPro

Spark and the CS portal interface support eWebEditPro, a popular third-party WY SIWY G
HTML editor available from Ektron, Inc. If your system is set up to use this product, the
editor will appear as part of the New or Edit form for an associated text field.

This editor allows you to apply style characteristics such as bold, italics, and underlining.
You can change font size and color, make bulleted lists, and insert hyperlinked text. Your
changes to the contents of the text field are instantly visible in the editor window.

You can also use eWebEditPro to edit fields in InSite Editor (see the following section).

SOFTWARE

Caution

If the eWebEditPro toolbar includes an upload image option, consult
your administrator before using this option. An image uploaded in this
manner is not an asset, and will not be mirror published when the asset
that uploaded it is published to the delivery system.
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Editing Structured Content Assets

Editing in InSite Editor (CS Portal Interface)

Dotted line
indicating
border of field
being edited

Eyeball
icon: click to
view
rendering of
edits

Edit button:
click to edit
field in
eWebEditPro

Pencil icon:
click to edit
field

SOFTWARE

The CS portal interface also supports atool called InSite Editor, which allows content
providers to make changes directly on a site content page. To use InSite Editor:

* You must be using Internet Explorer 5.5 or higher for Windows (no other browser is
currently supported).

» Thetemplate used to display the page you are editing must be coded accordingly.

When you view an editable page in your browser window, a pencil icon appears next to
fields that can be edited directly on that page. When you click the pencil, it changesto an
eyeball icon, and the field is enclosed in a dotted line, indicating that you can make your
edits to the text within the box. If the field is protected by revision tracking, alock icon
replaces the pencil icon to indicate that the field cannot currently be edited.

Thereis also a separate InSite Editor window, where you can click the Save button to
commit your edits to the Content Server database. The InSite Editor window enables you
to check asset status, complete workflow assignments, and perform asset searches. You
can learn more about using InSite Editor by accessing its online Help.
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Editor pop-
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Deleting Structured Content Assets
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To delete a structured content asset

1.

Find the asset that you want to delete. These are some of your options:

- Run asearch on the asset. For instructions, see Chapter 7, “Searching for Assets.”

- Look for the asset in the portlet “ Active Content,” assuming that you keep an
activelist (for moreinformation about “Active Content,” see Chapter 8, “Logging
Assets”).

- If the asset was created during the current session, look for the asset in the portlet
“Content History.”

Click the asset’s Delete icon.
The portal interface displays one of the following:

- A prompt asking you to confirm the deletion of this asset. Go to step 3.

- A message indicating that the asset is associated with other assets. In the message
isalist of linksto the associated assets so you can remove the associations and try
again. When you have removed all the associations, go to step 3.

Click Deletethis Item.

The asset is removed from the interface, and is no longer accessible (for example, the
asset is no longer available for editing or for retrieval by searches).

Note

You can also delete an asset by clicking the Delete icon on its “Inspect”
form.
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The portlet “My Documents” provides you with avirtual file-management system that
lists folders and document assets that you and other content providers have created.

Using “My Documents’ you can create a hierarchical structure of folders and document
assets, and reorganize existing hierarchies. Using “My Documents’ as an aternative to the
portlet “ Create Content,” you can also create folders and document assets. This chapter
shows you how to work with the folders and documents hierarchy.

This chapter contains the following sections:
e Overview of the ‘My Documents Portlet
* Navigating the *‘My Documents’ Portlet
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Overview of the ‘My Documents’ Portlet

Overview of the ‘My Documents’ Portlet

The“My Documents” portlet displays asite’'s document assets and foldersin their
hierarchical order. As part of creating and editing document assets and folders, you also
create and manage the hierarchy that is displayed in this portlet.

Figure 6 displays several folders and document assets in the “My Documents’ portlet.
Figure 6 also explains the navigational tools available in the portlet.

By default, this portlet lists 10 items per page. Clicking the Jump to Folder sicon takes
you to the top of the folderslist, and clicking the Jump to Documents icon takes you to
the top of the documents list.

Figure 6: ‘My Documents’ portlet

Lists the total number of
Jump To assets that are .
DocSments: displayed in the object
you select.The range of

Click to view :
the list of Jumps to currenty displayed
document Jumps to first previous page of {aOStZ?t']SUI;Lnerrnggsétse
Jump To Folders: assets page of assets  assets :
Click to view the list of
folders Jumps to next
Up One Level: page of assets
Click to go up one level \
< g Jumps to last
Site Name: LR A i) =20 @7 21l "_paggof assets
Click to view the asset  puepark
type root folders in the 'LV
site g~ Spark Document
a Folder 2 @
L3 Folder 3 @
Asset Type Root L] Folder 5 @
Fqlder. . 3 Folder & @
Click to view > —
document assets and L Folder 7 @
folders L Folder 8 @
3 Folder @ @
Absence Report Form.doc @
Document Assets ) ) @
Family and Medical Leave Request Form.doc \2)
Flexible Work Arrangement application.doc @
Ej] Mew Spark Falder
H‘% Mew Spark Document
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‘My Documents’ Portlet Structure

The document assets and folders displayed in the “My Documents” portlet are organized
according to asset type. Each asset type has its own root folder, which this guide refersto
as the asset type root folder. Clicking a site namein the“My Documents” portlet displays
all of the asset type root folders for that site.

Note for Spark Users

Spark supports only one document asset type, the system-defined
Spark Document asset type. Therefore, Spark userswill see only
one asset type root folder, Spark Document, in the “My
Documents” portlet.

From the asset type root folder you can navigate through your folders, view document
assets, or ingpect and edit document parameters. Expanding an asset type root folder
displays the document assets of that asset type and the sub-folders associated with the
asset type (Figure 7 displays an example of this).

Figure 7: An expanded asset type root folder in ‘My Documents’

My Documents (==
Burlington Financial
b & | 1-50f5
BurlingtonFinancial
¥ oocument == Asset type root folder for Document asset type
L1 Falder 1 @
L Folder 2 @
L1 Folder 3 @
Document 1 ®
Document 2 @
+J Mew Falder

'ﬁ% Mew Document

Note

You can expand only one asset type root folder at atime in the “My
Documents” portlet.
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Navigating the ‘My Documents’ Portlet

SOFTWARE

In both Spark and the CS portal interface, you can navigate through different foldersto
view their associated document assets.

To view the documents and sub-folders in an asset type root folder

If your site does not have any content, you can log in to the Spark sample site to learn how
to view document assets and folders. (If you need instructions for logging in to the Spark
sample site, see “ To log in to the Spark sample site” on page 38.)

1.
2.

4.
5.

Maximize the portlet “My Documents.”

Click the name of an asset type root folder to display its document assets and sub-
folders. (If you do not see asset type root folders, click the site name displayed in the
portlet.)

- If there are folders or document assets in the root folder they are displayed.

- If more than 10 folders or assets are in the root folder, use the arrow keysin the
upper right-hand corner to navigate the portlet (see Figure 6, “* My Documents’
portlet” on page 52).

To expand a sub-folder, click its name. Continue to navigate through the folder
hierarchy by clicking sub-folders.
. . ol
To collapse afolder, click theUp One Level icon = .
To collapse all expanded sub-folders, click the name of the asset type root folder.

To use the ‘My Documents’ portlet navigation icons

The navigation icons at the top of the “My Documents” portlet can be used to navigate
between different folders or to change your view of the hierarchy.

The parent folder for the document asset or folder is displayed.

To navigate up one level, click the Up One Level icon:

To view all of the sub-foldersin afolder, click the Jump To Foldersicon: _

To view all the document assets in afolder, click the Jump To Documentsicon:
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Creating and Editing Document Assets and
Folders
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As a content provider, you will often work in afile-based environment, where you have
the freedom to compose content of your own choice, and expressit in your own format
and presentation style.

Content Server and Spark support document management by allowing you to create
document assets and folders (assuming that your administrator has granted you the
permission to work with document assets).

This chapter shows you how to create and edit document assets. It contains the following
sections:

* Working with Document Assets
*  Working with Folders
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Working with Document Assets

king with Document Assets

You can use either the “My Documents” portlet or the “ Create Content” portlet to create a
document asset. Your access to these portlets depends on the permissions granted to you
by your administrator.

Note

The“My Documents” portlet allows you to create only document assets
and folders. The “Create Content” portlet allows you to create structured
content assets, and document assets and folders.

This section shows you how to create, edit, and delete document assets. If you need
information about document assets and how they differ from structured content assets, see
“Structured Content Assets vs. Document Assets’ on page 19.

Creating Document Assets

SOFTWARE

Creating a document asset involves attaching afile (of any format) with publishable
content to the document asset. Optionally, you can specify attributes such as the file's
author and subject. Both the file and its attributes make up the document asset. Thefile
provides the publishable content. The document asset keeps a record of thefile, its name,
and itslocation.

Document assets and folders that you create during a session are logged in the portlets
“Document History” and “Content History” for the length of the session. When you end
your session, the assets are removed from the portlets. You can create a permanent log by
saving the assets to your active list. Document assets and folders saved to the active list
are displayed in the “ Active Documents” portlet and the “ Active Content” portlet.

Note

Your access to portlets depends on the permissions granted to you by your
administrator. For example, you may only have access to Document
Management portlets, and therefore would have not access to the
“Content History” and “Active Content” portlets.

Creating Document Assets in Spark

This section provides procedures on how to use the “My Documents’ and “ Create
Content” portlets to create document assets in Spark.

Before creating a document asset (Spark)

1. Obtain or create the file that you plan to attach to the document asset. If the file is not
available, you will need to interrupt this procedure, obtain (or create) the file, and
restart this procedure. The file can be of any type (for example, .doc, .ppt, or .xIs) and
must reside on your local machine (or on a network drive that you can access).
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2.

Working with Document Assets

If you will be assigning your document asset to the Spark Document root folder,
proceed to step 3. Otherwise, you will be assigning your document asset to a
sub-folder. Make sure the folder exists, or create one if necessary:

- To check for the folder, run a search (if you need help, see Chapter 7, “ Searching
for Assets’).

- Tocreate afolder, follow the stepsin “To create afolder (Spark)” on page 72.

Continue to the procedure “ To create a document asset using the ‘ My Documents’

portlet (Spark),” or “To create a document asset using the My Documents’ portl et

(Spark)” on page 57.

To create a document asset using the ‘My Documents’ portlet (Spark)

1.

Maximize the portlet “My Documents.”

2. Click the Spark Document folder. (If you do not see the Spark Document folder,

SOFTWARE

click the site name displayed in the “My Documents” portlet.)

Click the New Spark Document icon ] at the bottom of the portlet.

My Documents EE
FatWire Spark pC™M
b & K 11-200f 23
L Falder 1 d
Flexible Woark srrangement Application.doc @
Family and Medical Leave Request Form.doc @
Leave of shsence.doc @
'Eﬁ] Mew Spark Folder
Mew Spark Docume

If the “ Choose Assignees” screen (see below) is not displayed, your asset is either not
associated with aworkflow or is associated with a workflow that does not require
choosing assignees. Skip to step 5 of this procedure. Otherwise, continue with this

step.

(If you need information about workflow, see Chapter 9, “Collaborating in
Workflow.”)
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In the “Choose Assignees’
screen, do the following:

a.

b.
5. Fill inthefieldsin the “ Spark Document: (Spark Document)” form. See Table 7 on

In the “Assignees’ panel,
gotothe“Users’ list box
and select the assignees—
users to whom you are
assigning this asset. Any
of these users can
complete the next step in
the workflow process.

To select a block of users,
Ctrl-Shift-click the
extremes of the block.

To select non-contiguous
users, Ctrl-click each
user.

Click Set Assignees.

Working with Document Assets

Choose Assignees

The workflow associated with this asset requires you to select
assignees. Select at least one user from each role.

[ Cancel ]

[ Set Assignees ]

Workflow Process: Spark: Publish Document without Review

Assignees:

[ Cancel ] [ Set Assignees ]

page 59 if you need field descriptions.
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System-Defined Fields:

The “Name” field is used
to name the asset you are
creating.

The file that you select in
the “File” field provides the
content of the asset.

Spark Document: {SparkDocument)

*Mame:

Spark Folder:
Falder (S):

*File:
Title:

Subject:

Author:

Keyword:

[ Add Another Keyword

Q)Assignees have been selected, (& Details)
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Working with Document Assets

Table 7: Field descriptions for the ‘Spark Document’ content-entry form

SOFTWARE

Field Name | Description

*Name The name of the document asset you are creating. The name that you
enter will be used to identify the asset in the portlets.

Spark Folder | Thisisthe folder to which you are assigning the document asset. (The

folder is the parent of the document asset.)

If you leave thisfield blank, the document asset will be placed in the
Spark Document folder and displayed as alineitemin the portlet “My
Documents.”

To select a parent folder (Spark)

a. Click thefoldersicon ( ) to display the selection of possible
folders.

b. Choose one of the options (Folder 1, in this example) and click
Select.

Fatwire Spark pCM

Spark Document
Selected folder—s= "1 Faider 1
-l Folder 2

1-2of2

The path to your document asset will be as shown at the top of the
screen, asin the figure below.

The root of the Spark Parent
Document asset type folder

Document asset . -
Spark Document = Folder 1 [ Select
path

Child folders — = - Eolder 1.1
(of Folder 1) ~J Folder 1.2

1-2of2

c. If you want to choose a child folder, select it from the left-hand list.

d. Click Select to return to the previous screen and continue to the
next field.
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Working with Document Assets

Table 7: Field descriptions for the ‘Spark Document’ content-entry form (continued)

Field Name | Description

File Thefile you want to attach to the document asset. The file can be of any
type and must reside on your local machine or alocally accessible
network drive.

Title Thetitle of the attached file.

Subject The subject matter of the attached file.

Author Thefile's author.

Keyword A one-word comment or description of thefile. If you need additional

keywords, click Add Another Keyword.

6. Click Saveto save the document asset.

7. Spark returnsyou to the portlet “My Documents” and logs your newly created asset in
the following portlets:

- “My Documents.” The asset is listed either in the root, or in the folder to which
you assigned the asset.

- “Document History” (and “ Content History”), where the asset remains listed for
the rest of the current session. When you end your session, the history list is
deleted from the portlet.

- If you want to log your new asset in a permanent index for easy access, saveit to
the active list. You can later remove the asset from the list, as necessary. For
instructions on saving assets to the asset list see Chapter 8, “Logging Assets.”

To create a document asset using the ‘Create Content’ portlet (Spark)

1. Maximize the portlet “ Create Content.”
2. Click New Spark Document in the “Name” column.

Create Content lel

Spark ad Mew Spark ad
Spark Contact Mew Spark Contact

Spark Content Attribute Mew Spark Content Attribute
Spark Content Definition  Mew Spark Content Definition

Spark Docurnent Mew Spark Docurment
Spark Folder Mew Spark Folder
Spark Job Mew Spark Job

Spark News Item Mew Spark Mews Item
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Working with Document Assets

3. From this point forward, the procedure is the same as when using the “ My
Documents” portlet to create document assets. Follow steps 4 through 6 in “ To create
a document asset using the ‘My Documents’ portlet (Spark)” to finish creating the
new asset.

Note

When you create a document asset from the “ Create Content” portlet,
the content-entry form displays fields that are not directly related to
your task of creating a new document asset.

If you want to simplify your view of the content-entry form, click the
Document M anagement View link. Thisview displays only
document management fields (the fields that are displayed when
creating a new document asset from the “My Documents” portlet).

If you would like to return to the view that displays all of thefields,

right-click in the content-entry form and select Back in the popup
menul.

4. The porta interface returns you to the portlet “ Create Content” and logs your newly
created asset in the following portlets:

- “My Documents.” The asset is listed either in the root, or in the folder to which
you assigned the asset.

- “Content History” (and “Document History”), where the asset remains listed for
the rest of the current session. When you end your session, the history list is
deleted from the portlet.

- If you want to log your new asset in a permanent index for easy access, saveit to
the active list. You can later remove the asset from the list, as necessary. For
instructions on saving assets to the asset list see Chapter 8, “Logging Assets.”

Creating Document Assets in the CS Portal Interface

This section provides procedures on how to create a document asset in the CS portal
interface using the “My Documents” and “Create Content” portlets.

Your access to these portlets depends on the permissions granted to you by your
administrator.
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Before creating a document asset (CS)

1. Obtain or create the file that you plan to attach to the document asset. If the file is not

available, you will need to interrupt this procedure, obtain (or create) the file, and
restart this procedure. The file can be of any type (for example, .doc, .ppt, or .xIs) and
must reside on your local machine (or on a network drive that you can access).

If you will be assigning your document asset to the asset type root folder, proceed to

step 3. Otherwise, you will be assigning your document asset to a sub-folder. Make

sure the folder exists, or create one if necessary:

- To check for the folder, run a search (if you need help, see Chapter 7, “ Searching
for Assets’).

- Tocreate afolder, follow the stepsin “To create afolder (CS)” on page 73.

Continue to the procedure “ To create a document asset using the ‘ My Documents’

portlet (CS),” or “ To create a document asset using the * Create Content’ portlet (CS)”

on page 67.

To create a document asset using the ‘My Documents’ portlet (CS)

SOFTWARE

Maximize the portlet “My Documents.”

2. Click the name of the asset typeroot folder of the asset you are creating. (If you do not

see thisfolder, click the site name displayed in the “My Documents’ portlet).

Click the new document icon ::J-_%] for the asset type of your new asset, located at the
bottom of the portlet. The name next to the icon depends on how your site developers
defined the asset type.

My Documents ==

Burlington Financial
BN o K 1-30f3
BurlingtonFinancial

LJDocument

il

L Folder 1

(]

L3 Folder 2

Absence Report Form.doc

‘Ej] Mew Document Falder

If the " Choose Assignees” screen (see below) is not displayed, it means that your asset
is either not associated with aworkflow or is associated with aworkflow that does not
require choosing assignees. Proceed to step 5. Otherwise, continue reading.

(If you need information about workflow, see Chapter 9, “Collaborating in
Workflow.”)
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In the “Choose Assignees’
screen, do the following:

a.

b.

In the “Assignees’ panel,
gotothe“Users’ list box
and select the workflow
assignees—userstowhom
you are assigning this
asset. These users can
complete the next step in
the workflow process.

To select a block of users,
Ctrl-Shift-click the
extremes of the block.

To select non-contiguous
users, Ctrl-click each
user.

Click Set Assignees.

Working with Document Assets

Choose Assignees

The workflow associated with this asset requires you to select
assignees. Select at least one user from each role.

[ Cancel ] [ Set Assignees ]

Workflow Process: Spark: Publish Document without Review

Assignees:

[ Cancel ] [ Set Assignees ]

5. The asset type you are working with
may bedivided into subtypes. If thisis ~ Spark Document
the case, ascreenwill appear inwhich  name:
yOU will need to Sel ect the SUbtype of *Spark Document Definition: |-- choose a definition -- %

the new asset. If this screen does not

appear, proceed to the next step. If this

screen appears, do the following:

a.

%I ect a deﬂ n|t| on (the Subtype) ‘:ln)nssignees have been selected, (E Details)
from the “Definition” drop-down

list.

b. Enter aname for the asset in the “Name’ field.

C.

Portal Applications 6.2 User’s Guide

Click Continue.

63



Chapter 5. Creating and Editing Document Assets and Folders

SOFTWARE

Working with Document Assets

6. Fill inthefields of the content-entry form that is displayed. In our example, the “ Spark
Document: (Spark Document)” form is displayed.

System-Defined Fields:

The “Name” field is used
to name the asset you are
creating.

The file that you select in
the “File” field provides the
content of the asset.

Spark Document: { SparkDocument)

*Name:

Spark Folder:
Falder (S

*File:
Title:

Subject:

Author:

Keyword:

[ Add Another Keyword

4r').f-\ssignees have been selected. {H Details)

Thefields in the form will vary depending on how your developers defined the

document asset type.

See Table 8 on page 65 if you need descriptions for the system-defined fieldsin the
content-entry form. Your site developers can help you with custom fields, which are

not described in this table.

Portal Applications 6.2 User’s Guide

64



Chapter 5. Creating and Editing Document Assets and Folders

65

Working with Document Assets

Table 8: Field descriptions for the document asset content-entry form

Field Name | Description
System-defined | *Name The name of the document asset you are creating. The name that
fields you enter will be used to identify the asset in the portlets.

Folder Thisisthe folder to which you are assigning the document asset.

(Thefolder isthe parent of the document asset.)

The name of thisfield depends on how your site devel opers named
parent folders.

Note: If you leave thisfield blank, the document asset will be
placed in the asset type root folder.

To select a parent folder (CS)

a. Click thefoldersicon ( ) to display the selection of
possible folders.

b. Choose one of the options (Folder 1, in thisexample) and click
Select.

Fatwire Spark pCM

Spark Document
Selected folder—s=  “J foider 1
-l Folder 2

1-2of2

The path to your document asset will be as shown at the top of
the screen, asin the figure below.

Asset type root folder ~ Parent folder

|

Dot(;]ument assel — =  spark Document > Folder 1
pa

Child folders — =  ~J Folder 1.1
(of Folder 1) -1 Folder 1.2

1-2of2
c. If youwant to choose a child folder, select it from the |eft-hand
list.

d. Click Select to return to the previous screen and continueto the
next field.

SOFTWARE
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Working with Document Assets

Table 8: Field descriptions for the document asset content-entry form (continued)

Field Name | Description
System-defined | File Thefileyou want to attach to the document asset. Thefile can be of
fields any type and must reside on your local machine or alocally
(continued) accessble network drive.
Title Thetitle of the attached file.
Subject The subject matter of the attached file.
Author Thefile's author.
Custom fields Defined by These fields are created by your site developers as attributes that
site define the asset type, and prompt you for specific content. If you
developers need information about these fields, see your site devel opers.

7. Click Saveto save the document asset.

8. Theportal interface returns you to the portlet “My Documents” and logs your newly
created asset in the following portlets:

- “My Documents.” The asset is listed either in the root, or in the folder to which
you assigned the asset.

- “Content History” and “Document History” where the asset remains listed for the
rest of the current session. When you end your session, the history list is deleted
from the portlet.

- If you want to log your new asset in a permanent index for easy access, saveit to
the active list. You can later remove the asset from the list, as necessary. For
instructions on saving assets to the asset list see Chapter 8, “Logging Assets.”

SOFTWARE
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To create a document asset using the ‘Create Content’ portlet (CS)

1.
2.
3.

Maximize the portlet “ Create Content.”
Inthe “Name” column, select the desired type of asset.

From this point forward, the procedure is the same as when using the “My
Documents” portlet to create document assets. Follow steps 4 through 7 in “ To create
adocument asset using the ‘My Documents’ portlet (CS)” to finish creating the new
asset.

Note

When you create a document asset from the “ Create Content” portlet, the
content-entry form displays content management fields (such asfields
related to publishing) that are not directly related to your task of creating a
new document asset.

If you want to simplify your view of the content-entry form, click the
Document Management View link. This view displays only document
management fields (the fields that are displayed when creating a new
document asset from the “My Documents” portlet).

If you would like to return to the view that displays all of thefields,
right-click in the content-entry form and select Back in the popup menu.

The portal interface returns you to the portlet “ Create Content” and logs your newly
created asset in the following portlets:

- “My Documents.” The asset is listed either in the root, or in the folder to which
you assigned the asset.

- “Content History” and “Document History” where the asset remains listed for the
rest of the current session. When you end your session, the history list is deleted
from the portlet.

- If you want to log your new asset in a permanent index for easy access, saveit to
the active list. You can later remove the asset from the list, as necessary. For
instructions on saving assets to the asset list see Chapter 8, “Logging Assets.”
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Editing Document Assets

Editing a document asset means modifying the content of the attached file. The file must
first be downloaded to your local machine or an accessible network drive, edited, and then
uploaded to replace the older version.

SOFTWARE

To edit a document asset

Complete the following procedure to edit a document asset.

Download and edit the file

1.

Find the document asset containing the file you want to edit. (If you need help, see
Chapter 7, “ Searching for Assets.”)

Click the asset’s | nspect icon.
At thetop of the“Inspect” form, click the asset’s Edit icon.

Note
You will not be ableto edit an asset if one of the following holds:

- Theasset is checked out to another user.
- You have no permission to edit the asset.

The portal interface notifies you of each condition by displaying the
message “ Cannot perform this operation.”

When you access a document asset from a content management
portlet, (such as“ Search Content”), you will see a Document
Management View link in the content-entry form. Because you are
accessing the document asset from a content management portlet, the
content-entry form will display content management fields (such as
fieldsrelated to publishing) that may be not be directly related to your
task of editing the document asset.

If you want to simplify your view of the content-entry form, click the
Document M anagement View link. Thisview displays only
document management fields (the fields that are displayed when
creating a new document asset from the “My Documents” portlet).

If you would like to return to the view that displays all of thefields,
right-click in the content-entry form and select Back in the popup
menul.

4. Gotothe“File’ field and click thelink view thisitem.

The“File Download” screen appears.
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Working with Document Assets

5. Click Open.

Note

If the file that is associated with the document asset does not open in the
portal interface, clear the Internet Explorer cache as follows:

1. InlInternet Explorer, go to the Tools menu.
2. Select Internet Options.
3. Under “Temporary Internet Files’ click Delete Files.
4. Check Delete All Offline Content.
5. Click OK.
6. Edit thefile.

7. When you are ready to save your changes, close the file, then click Save in the dialog
box that is displayed. Savethefileto your local machine (or to any network drive that
yOu can access).

Upload the edited file

8. Upload the edited file to replace the older version.

- If you expect to finish editing quickly, you can leave the “Inspect” form open.
When you are ready to upload the edited file, do the following:

a.
b.
C.

At the top of the “Inspect” form, click the asset’s Edit icon.
Gotothe“File” field, click Browse, and select your newly edited file.
Click Save Changes.

- If you expect editing to be alengthy process, you can close the “Inspect” form.
When you are ready to upload the edited file, do the following:

a.
b.
C.

L ocate the document asset you want to update.
Click the asset’s | nspect icon.

In the asset’s “Inspect” form, go to the “File” field, click Browse, and select
your newly edited file.

Click Save Changes.
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Moving Document Assets

SOFTWARE

You may find it necessary to re-arrange your document assets in the document hierarchy.
For example, you may need to move a document asset from the asset type root folder to a
sub-folder.

To move adocument asset to a sub-folder

If you have a document asset in the asset type root folder, and you want to moveit to a
sub-folder, complete the steps below. You can aso follow this procedure to move a
document asset from one sub-folder to another sub-folder.

1. Find the document asset in the portal interface. (If you need help, see Chapter 7,
“Searching for Assets.”)

2. Click the asset’s I nspect icon.
3. Intheasset’s “Ingpect” form, click the asset’s Edit icon.

Note
You will not be able to edit this asset if one of the following holds:
* Theasset is checked out to another user.
* You have no permission to edit the asset.

The portal interface notifies you of each condition by displaying the
message “ Cannot perform this operation.”

4. Inthe“Folder” field, click the foldersicon ( ).

- In Spark, thisfield is named Spark Folder.

- Inthe CSporta interface, the name of this field depends on how your site
devel opers named parent folders.

5. Inthe screen that opens, choose the desired parent folder for the asset and click the
Select button.

(If alist of foldersisnot displayed in the screen that opens, click the name of the asset
type root folder to display thislist).

The portal interface returns you to the asset’s “ Edit” form, where your selection is
displayed in the “Folder” field.

6. Click Save Changesto close the “Inspect” form.
Your asset is how assigned to the folder of your choice.

To move a document asset from a sub-folder to the asset type root folder

If you have adocument asset assigned to a sub-folder and you want to move it to the asset
type root folder, complete the following steps.

1. Find the document asset in the portal interface. (If you need help, see Chapter 7,
“Searching for Assets.”)

2. Click the asset’s I nspect icon.
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In the asset’s “Inspect” form, click the asset’s Edit icon.

Note
You will not be able to edit this asset if one of the following holds:
* Theasset is checked out to another user.
* You have no permission to edit the asset.

The portal interface notifies you of each condition by displaying the
message “ Cannot perform this operation.”

In the “Folder” field, click the foldersicon ( ) to display the path to the document
asset.

- In Spark, thisfield is always named Spark Folder.

- Inthe CSportal interface, the name of this field depends on how your site
devel opers named parent folders.

Do one of the following:

- If you are using Spark, click Spark Document.

- If you are using the CS portal interface, click the name of the asset type root
folder.

The portal interface returnsyou to the asset’s “ Inspect” form, where the “Folder” field
displays no path to the asset.

Click Save Changes.

Your document asset is now moved to the asset type root folder.

Deleting Document Assets

SOFTWARE

To delete a document asset

1.

Find the asset that you want to delete. (If you need help, see Chapter 7, “ Searching for
Assets.”)

Click the asset’s I nspect icon.
In the asset’s “Inspect” form, click the Deleteicon.
The portal interface displays one of the following:

- A prompt asking you to confirm the deletion of this asset. Go to step 4.

- A message indicating that the asset is associated with other assets. In the message
isalist of linksto the associated assets so you can remove the associations and try
again. When you have removed all the associations, go to step 4.

Click Delete ThisItem.

The asset is removed from the interface, and is no longer accessible (for example, the
asset is no longer available for editing or for retrieval by searches).
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Working with Folders

In the portal interface, folders are used much like folders in a true file management
system, to organize document assets. This section shows you how to create folders,
organize thefoldersin hierarchies or at the same level in the root folder, edit the folders,
and delete the folders.

Creating Folders

This section shows you how to create foldersin Spark and the CS portal interface.
Document assets can be assigned to the folders, as necessary.

SOFTWARE

Before creating folders

1.

If you are planning to create a hierarchy of foldersin the site’s document management
system, first plan the hierarchy by drafting a sketch. Then, follow the steps below to
create the folders one by one, starting with the topmost folder. Planning will help you
avoid repeating steps or taking extra steps to create the hierarchy. When you have
finished, keep the sketch for future reference.

For organizational purposes, we recommend that hierarchies be no deeper than three
levels.

To create a folder (Spark)

2.
3.

Maximize the portlet “My Documents.”

Click the Spark Document folder. (If you do not see the Spark Document folder,
click the site name displayed in the “My Documents’ portlet.)

Click the New Spark Folder icon 'JH' at the bottom of the portlet.

My Documents =EE
FatWire Spark pCM
b & | 11- 20 of 23

L Falder 1 @
Flexible Wark Arrangement spplication.daoc @

Family and Medical Leave Request Form.doc @

Leave of Ahsence.doc @
mk Folder

@ Mew Spark Document

Note

If you have the appropriate permissions, you can also create folders by
using the “ Create Content” portlet and clicking New Spark Folder in the
“Name” column.
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The“ Spark Folder (Folder)” form is displayed.

System-Defined Fields:

Field values that you

Spark Folder ( Folder)

*Name:

Description:

enter name and define

the folder you are
creating.

Spark Folder:
Folder (53:

5. Fill inthefieldsin the form. See Table 9 if you need field descriptions.
Table 9: Field descriptions for the ‘Spark Folder’ content-entry form

Field Name Description

*Name The name of the folder you are creating. The name that you enter
will be used to identify the folder in the portlets.

Description Description of the current folder.

Spark Folder Used to create hierarchies of folders. Click thislink if you want

to select a parent folder for the folder you are creating.

If you leave thisfield blank, the folder will be placed in the
Spark Document root folder and displayed as alineitem in the
portlet “My Documents.”

6. Click Saveto savethe folder and return to “My Documents.”

7. If you are creating a hierarchy, do the following:

a. Repeat steps 46 of this procedure to create as many additional folders as
necessary. In step 5, make sure to populate the “Folder” field by selecting the
previoudy created folder.

b. If you need to verify your folder hierarchy, see “Overview of the‘My Documents’
Portlet” on page 52 for instructions on viewing the hierarchy.

To create a folder (CS)

1. Maximize the portlet “My Documents.”

2. Click the name of the asset type root folder of the asset type that you are creating a
folder for. (If you do not see this folder, click the site name displayed in the “My
Documents” portlet.)
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3. Click the new folder icon M for the folder you want to create (located at the bottom

of the portlet). The name next to the icon depends on how your site devel opers named
folders (you may see several new folder names to choose from).

In the example displayed in the following image, you would click

the New Document Folder icon '{hl' to create a new folder for the Document asset
type.

My Documents =[E

Burlington Financial
b & & 1-30f3

BurlingtonFinancial

l-\yDDCUmEnt
L Folder 1 ()
L Folder 2 @
Absence Report Form.dac @

- Mew Docurnent Folde

{"%] Mew Docurnent

Note

If you have the appropriate permissions, you can also create folders by
using the “ Create Content” portlet and clicking the New link in the “Name”
column for the folder you want to create. The name of this link will vary
depending on how your site devel opers named folders (you may see several
new folder names to choose from).

The screen displays the content-entry form for the new folder. (Our example displays
the “ Spark Folder (Folder)” form.)

Spark Folder ( Folder)

System-Defined Fields: |  +pame:

Field values that you Description:
enter name and define

the folder you are Spark Folder:
creating. Folder {5):

Fill inthefieldsin the form.
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See Table 10 for descriptions for the system-defined fieldsin the folder content-entry
form. Your site developers can help you with custom fields, which are not described in
thistable.

Table 10: Field descriptions for the folder content-entry form

Field Name Description

System-defined | *Name The name of the folder you are creating. The
fidlds name that you enter will be used to identify
the folder in the portlets.
Description Description of the current folder.
Folder Used to create hierarchies of folders. Click

thislink if you want to select a parent folder
for the folder you are creating.

The name of this field depends on how your
site devel opers named parent folders.

Note: If you leave thisfield blank, the folder
will be placed in the asset type root folder.

Custom fields | Defined by These fields are created by your site
administrator devel opers as attributes that define the asset
or site type, and prompt you for specific content. If
developers you need information about these fields, see

your site developers.

Click Saveto savethe folder and return to “My Documents.”
If you are creating a hierarchy, do the following:

a. Repeat steps 3-5 of this procedure to create as many additional folders as
necessary. In step 4, make sure to populate the “Folder” field by selecting the
previoudy created folder.

b. If you need to verify your folder hierarchy, see “Working with ‘My Documents’”
on page 51 for instructions on viewing the hierarchy.

Editing Folders

You can edit afolder by renaming it or changing its description.

SOFTWARE

To edit a folder

1.

o M 0N

Run a search on the folder you want to move. If you need instructions, see Chapter 7,
“Searching for Assets.”

Click the folder’s I nspect icon.
In the folder’s “Inspect” form, click the folder’s Edit icon.
Make your changes, and click Save Changes.

The system refreshes the folder’s* Inspect” form, confirming the changes. If you click
Cancel instead, the “Inspect” form remains unchanged.
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Moving Folders

You may find it necessary to re-arrange foldersin the hierarchy (for example, you may
need to move afolder from the asset type root folder to a sub-folder).

To move afolder to a sub-folder

If you have afolder in the asset type root folder, and you want to move it to a sub-folder,
complete the steps below. You can also follow this procedure to move afolder from one
sub-folder to another sub-folder.

1.

Run a search on the folder you want to move. If you need instructions, see Chapter 7,
“Searching for Assets.”

Click the folder’s I nspect icon.

In the folder’s “Inspect” form, click the folder’s Edit icon.

In the “Folder” field, click the foldersicon ( ).

If the screen that opens displays alist of folders, proceed to step 6.
If the screen that opens does not display alist of folders, do one of the following:

- If youareusing the CS portal interface, click the name of the asset type root folder
to display the foldersin the asset type root folder.

- If you are using Spark, click Spark Folder (below the “FatWire Spark pCM”
label) to display the foldersin the Spark Document root folder.

FatWire Spark pCM

Spark Folder
] -l Folder 1
Folders in the Spark 2 Folder =
Document root folder -
~l Folder 3

SOFTWARE

6.
7.
8.

1-30of3

Select a parent folder for the folder you are moving.
Click Select.
Click Save Changes.

Your folder has now been moved to a sub-folder.

To move a folder to the asset type root folder

If you have afolder assigned to a sub-folder and you want to move it to the asset type root
folder, complete the following steps.

1.

2.
3.

Run a search on the folder you want to move. If you need instructions, see Chapter 7,
“Searching for Assets.”

Click the folder’s I nspect icon.

In the folder’s “Inspect” form, click the folder’s Edit icon.
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In the “Folder” field, click the foldersicon ( ).

Do one of the following:

- If you are using the CS portal interface, click the name of the asset type root
folder.

- If you are using Spark, click Spark Folder (below the “FatWire Spark pCM”
label).

Click Select.
Click Save Changes.
Your folder is now assigned to the asset type root folder.

Deleting Folders

SOFTWARE

To delete a folder

1.

Run a search on the folder that you want to delete. If you need instructions, see
Chapter 7, “ Searching for Assets.”

Click the folder’s I nspect icon.
At thetop of the“Inspect” form, click the folder's Deleteicon.
The portal interface displays one of the following:

- A prompt asking you to confirm the deletion of thisfolder. Go to step 4.

- A message indicating that the folder is associated to other folders or to document
assets. In the message is alist of links to the associated assets so you can remove
the associations and try again. When you have removed al the associations, go to
step 4.

Click Delete ThisItem.

Thefolder isremoved from the interface, and is no longer accessible (for example, the
folder is no longer available for editing or for retrieval by searches).

Portal Applications 6.2 User’s Guide

77



Chapter 5. Creating and Editing Document Assets and Folders

78
Working with Folders

Portal Applications 6.2 User’s Guide

SOFTWARE



Chapter 6
Creating New Assets by Copying

SOFTWARE

A quick way to create new assets is to use the copy function. This function allows you to
replicate existing assets and modify the replicates as necessary.

The copy function is available for both structured content assets and document assets.
However, like many other functions, it is permissions based. In order to copy document
assets, you must have permissions to document assets. Similarly, to copy structured
content assets you must have permissions to structured content assets. (For information
about structured content assets and document assets, see “ Structured Content Assetsvs.
Document Assets’ on page 19.)

This chapter shows you how to create new assets simply by copying existing assets and
making any necessary modifications.
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Copying Assets

You can create a new asset by copying an existing asset and modifying the copy as
necessary. You can copy an asset even if it is checked out by another user.

SOFTWARE

To copy an asset

1.

Copying Assets

Find the asset in the portal interface. (If you need help, see Chapter 7, “ Searching for

Assets.”)

Click the asset’s | nspect icon.

In the asset’s “Inspect” form, go to the more... drop-down list and select Copy via

“New Asset Type.”

Note

If Copy via“New Asset Type” is not listed as an option, you do not have
permission to copy the asset. Stop here. If you have questions about your
permissions, contact your CS or Spark administrator.

If the “Choose Assignees’
screen (at the right) is not
displayed, it means that your
asset is either not associated
with aworkflow oritis
associated with a workflow
that does not require choosing
assignees. Skip to step 5 of
this procedure. Otherwise,
continue with this step.

In the “Choose Assignees’
screen, you need to set the
assignees—users to whom
you are assigning the asset.
Any of these users can
complete the next step in the
workflow process. (If you
need information about

Choose Assignees

The workflow associated with this asset requires you to
select assignees. Select at least one user from each role.

[ Cancel ] [ Set Assignees ]

Workflow Process: Spark: Publish without Review

Assignees:

—
* SparkContentUser: Dhn Smith
admin

[ Cancel ] [ Set Assignees ]

workflow, see Chapter 9, “Collaborating in Workflow.”)

a. Inthe“Assignees’ panel, go to the “Users’ list box and select the assignees.

To select ablock of users, Ctrl-Shift-click the extremes of the block. To select
non-adjacent users, Ctrl-click each user.

b. Click Set Assignees.
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5. Fill inthefields of the content-entry form that is displayed. The content-entry form

depends on whether you have selected to create a structured content asset, document
asset, or folder. If you need field descriptions, refer to the tables listed below. Your site
developers or Spark administrator can help you with custom fields, which are not
described in these tables.

- For structured content assets, see Table 6, “ Field descriptions for the structured
content asset content-entry form” on page 44.

- For document assets, see Table 8, “Field descriptions for the document asset
content-entry form” on page 65.

- Forfolders, see Table 10, “Field descriptions for the folder content-entry form” on
page 75.

Click Save.

If you selected yourself in the “ Choose Assignees’ screen, your asset is displayed in
your “Content Assignments’ portlet. If the asset is a document asset, it isalso
displayed in your “Document Assignments” portlet.

Because the asset is assigned to you, you can now compl ete the next step in the
workflow process for this asset. If you need instructions on using the “ Content
Assignments” or “Document Assignments” portlet to finish your assignment, see
“Finishing Assignments’ on page 105.

The portal interface lists your newly created asset in the “ Content History” portlet. If
the asset isa document asset, it isalso listed in the “Document History” portlet. When
you end your session, the lists in these two portlets are deleted.

If you want to log your new asset in a permanent list for easy access, save it to your
activelist, which is displayed in the “ Active Content” and “ Active Documents’
portlets. You can remove the asset from the active list, as necessary. For instructions,
see Chapter 8, “Logging Assets.”
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The portal interface supports two kinds of searches: simple and advanced.
» Insimple searches, assets are located first by type and then by name.

» Advanced searches are more granular. In advanced searches, assets are located by

additional data: description, workflow status, modification dates, editor, and attribute
values.

Two portlets alow you to search for assets. “ Search Content” allows you to search both

structured content assets and document assets, but “ Search Documents” allows you to
search only document assets.

In both simple and advanced searches, search results can be saved to the “ Active Content”
portlet and the “ Active Documents” portlet.

This chapter shows you how to execute searches, save the search criteria, and save the
search results. It contains the following sections:

* Search Basics
e Search Tips
* Running Searches
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Search Basics

Here are some general characteristics of searches:

As previously mentioned, the portal interface supports two kinds of searches: simple
and advanced.

Simple and advanced searches enable you to do the following:

- Locate assets by asset type, at one type of asset per search.

- Execute text string searches, which return all assets (of a given type) containing
the specified search string. Information about text string searchesisgivenin
“Search Tips.”

- Obtain the total number of instances of the specified asset type in the site.

- Sort results by one of the following options: asset name, description, created by,
created date, updated by, or updated date.

- Save search results to the portlet “Active Content.” (Document assets are also
saved to the portlet “Active Documents.”)

Note that un-refined searchestax system capabilities such that the system truncates search
results at 1,000 assets. That is, clicking the Search button without specifying avaluefor a
search parameter returns up to 1,000 instances of the selected asset type. If you expect
search results to exceed 1,000 assets, you must refine your search criteria.

Search Tips

SOFTWARE

When running searches on text strings, note the following:

Phrases are treated as a series of independent words delimited by space characters. All
records matching all the words exactly as written are retrieved.

The portal interface search mechanism is not case sensitive.

Do not use quotation marks in the search string. Quotation marks are treated as
characters. For example, a search on “John Do€” finds only John Doein quotation
marks.

Commas are used strictly for concatenation. They are not interpreted as characters.
For example, a search on logo, banner finds occurrences of the word logo and
occurrences of the word banner.

The percent sign (%) can be used as awildcard in your search criteria.

Note
By default, both the CS portal interface and Spark use a database SQL
search mechanism.

The CS portal interface can be set up to use third-party search engines; for
more information, contact your CS administrator. Spark does not support
third-party search engines.
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Running Searches

This section shows you how to run simple and advanced asset searches, using both the
“Search Content” portlet and the “ Search Documents” portlet.

The“ Search Content” portlet allows you to search both structured content assets and
document assets, but the “ Search Documents” portlet allows you to search only document
assets. Your access to these portl ets depends on the permissions granted to you by your
administrator.

Running a Simple Search

In asimple search, assets are |ocated by type, name, description and the user who created
or modified the assets. If you need granularity in your search, see “Running Advanced
Searches’ on page 88.

To run a simple search

1. Maximize either “Search Content” or “ Search Documents.” Remember that “ Search
Documents” allows you to search only document assets.
In this procedure we use the “ Search Content” portlet.

2. Inthe“Search” form, fill in the fields with your search criteria. If you need field
definitions, see Table 11, “Field descriptions for the * Simple Search’ form” on

page 86.

Search Content DE

Find Spark Ad v
Search | Mame | for

Sort results by Mamne b

advanced search Search
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Table 11: Field descriptions for the ‘Simple Search’ form

Field Name Description

Find Asset Type Type of asset that you want to search for.
In Spark, your options are the following:

» Spark Document (system default)
» Spark Folder (system default)

* Custom Asset Types: All other list items are custom asset types,
created for your installation by your Spark administrator.

In the CS portal interface, the list items will vary depending on the
custom asset types created by the developers.

Valid entries: An option in the drop-down list.

Search The search parameter, selected from the drop-down list.
Valid entries: An option in the drop-down list.

for A vaue for the search parameter that you selected in the previous
field.

Valid entries: A search string. For more information, see “ Search
Tips” on page 84.

Note: If you leavethisfield blank, your search will be non-
selective. The portal interface will return all instances of the asset
type, up to amaximum of 1,000. If you expect your search results
to exceed 1,000, refine your search criteria to avoid taxing system
resources and to obtain a completelist of results.

Sort results by The value by which to sort the search results.
Valid entries: An option in the drop-down list.

3. Click Search to execute the search.
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The portal interface returns the search results—allist of assets that satisfy the criteria
you specified in the steps above. (The search results are displayed below the search
form.)
Search Content EE
Search form ————— |[FFins Spark Job =
Search | MName | for
Number of results Sort resuts by Name -
The first two numbers advanced search
Indlcate the range Of Iterns 1 to 4 of 4 sorted by "name"
results displayed per page. Type:

The last number is the total

Description Status Modified

d
number of results returned o r——
SV Associate Media Producer Associate Media Producer Created 2004-03-08 16:55:35 D
by the search.
i & Manufacturing Planner Manufacturing Planner Created 2004-03-08 16:54:d4 ||
i & Retail Merchandiser Retail Merchandiser Created 2004-03-08 16:54:00 D
Resu Its i & Staff Pharmacist Staff Pharmacist Created 2004-03-08 16:56:16 ||
Add to My Active List

To scroll through the simple search results

4. Click the Previous or Next button (for example, 4 Frevious 0 | Mext 15+ ) inthe
upper right-hand corner directly above the results list.

Note

The Previous | Next buttons are displayed only for lists containing more
than ten items.

To save simple search results

You can save your search results by logging them to your active list for future
reference.

Structured content assets will be logged in the “ Active Content” portlet. Document
assets will be logged in both the “Active Content” and “Active Documents” portlets.

5. To save the search results, do the following:

a. Scroll to the page containing the assets you want to log (use the Next or Previous
button, as necessary).

b. Select the checkbox of each asset that you want to log.
c. Click AddtoMy ActivelList.

The portal interface re-displays the portlet from which you ran the search (notice that
the assets that you logged no longer display checkboxes).

6. To add more assets, repeat steps 2 through 5 (changing the search criteria as
necessary) until you have logged all the assets of your choice.

7. Once you have completed your search, click Done.
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Running Advanced Searches
In an advanced search, assets can be located by alarge variety of data:

SOFTWARE

Asset type

Asset name

Description

Modification dates (modified after, modified before)
Editor (modified by)

Attribute values

Like simple searches, advanced searches allow you to save search results.

To run an advanced search

1.

Maximize either “ Search Content” or “ Search Documents.” Remember that “ Search
Documents” allows you to search only document assets.

From the “ Type” field, select an asset type.
Click the advanced search link.

In the “Advanced Search” form, fill in the fields, as necessary. If you need field
definitions, see Table 12, “Field descriptions for the * Advanced Search’ form” on

page 89.

Advanced Search for Spark Jobs

Name contains:

Spark Content Definition is: Job
Description contains:
Status is: - choose status -- %

1D is:

Format: yvyyy-mnri-dd hhimi (24 hour clock)
Modified after:

Modified before:

Modified hy: -- choose user - %

Show up to 20 ¥|items per page

Sort results by | Mame ~
simple search [ Select Attributes

Total Spark Jobs: 4
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Table 12: Field descriptions for the ‘Advanced Search’ form

Field Name Description
Name contains | Words or phrases contained in the name of the asset type you are
searching for.
Valid entries: See “Search Tips’ on page 84.
Content / Information-only field. Confirms the asset type that you selected to
Document search for.
Definition
Description Words or phrases contained in the description of the asset you are
contains searching for.
Valid entries: See “Search Tips’ on page 84.
Statusis The status of the asset you are searching for (e.g., created).
IDis A unique, system-generated number identifying the asset.
Modified after | The date after which assets of the selected type were modified.
Valid entries: A datein theformat that is specified abovethisfield.
Modified The date before which assets of the selected type were modified.
before Valid entries: A date in the format that is specified above the
“Modified after” field.
Modified by The user who modified assets of the selected type.
Valid entries: An option in the drop-down list.
Show up to The number of search results to display per page.
Sort resultsby | The value by which to sort the results.

Valid entries: An option in the drop-down list.

5. Do one of the following:

- Click Select Attributes (to search by attributes, or their values) and go to step 5
on page 91 to continue the search.

- Click Search to execute the search.
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The portal interface returns the search results—allist of assets that satisfy the

criteriayou specified in the steps above.

Number of results

The first two numbers
indicate the range of
results displayed per page.
The last number is the total

List of Spark Jobs

Iterns 1 to 4 of 4 {Save This Search)

number of results returned Filter : Flex Definition is 'L078520419450° (Edit This Search)
by the search. Description Status _Modified
@& @ G Associate Media Producer  Associate Media Producer  Created  Mar &, 2004 16:55  Job O
@ @ & G Manufacturing Planner Manufacturing Planner Created Mar &, 2004 16:54 Job F
& @ & ﬁ Retail Merchandiser Retail Merchandiser Created Mar 8, 2004 16:54 Jaob O
@ @ & @ Stoff Pharmacist Staff Pharmacist Created Mar B, 2004 16:56 Job O
Results :
Add to My Active List

To scroll through the advanced search results

6. Click the Previous or Next button (for example, 4 Previous 20

| Mext 15+ )inthe

upper right-hand corner directly above the results list.

Note

The Previous | Next buttons are displayed only for lists containing more

than ten items.

To save advanced search results

You can save your search results by logging them to your active list. Once the results are
logged, you do not have to execute the same search again. Structured content assets are
logged in the “ Active Content” portlet. Document assets are logged in both the “ Active

Content” and “Active Documents’ portlets.
7. To save the search results, do the following:

a. Scroll to the page containing the assets you want to log (use the Next or Previous

button, as necessary).
b. Select the checkbox of each asset that you want to log.
c. Click AddtoMy ActivelList.

The portal interface re-displays the portlet from which you ran the search. (Notice
that the assets that you placed in the active list no longer display checkboxes.)

8. Tolog moreitems, repeat steps 2 through 7 (changing the search criteria as necessary)

until you have logged all the assets of your choice.
9. Click Doneto exit the search screen.
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Searching for Assets by Attribute Values
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Note

Theterms “attributes” and “fields” are used interchangeably in this guide, as
the distinction is not important for content providers. For interested readers,
“attributes’ in the context of the content provider’s function are the names of
the fields that prompt you for publishable content.

In advanced searches, the portal interface enables you to search assets by the values of
specific attributes. For example, if you are using the Spark sample site, your interface
displays an asset type called “ Job Ads.” All job ads have a“Requirements’ field (or
attribute). If you need to isolate job ads with a certain requirement, you can set up a search
on the “Requirements” attribute and then specify a value on which to search for that
attribute. The portal interface will return al job ads whose content in the “ Requirements’
field matches your value.

To search for assets by attribute values

1. Maximize either “Search Content” or “ Search Documents.” Remember that “ Search
Documents” allows you to search only document assets.

2. Fromthe“Type" field, select an asset type.

3. Click the advanced search link.

4. Inthe“Advanced Search” form, click Select Attributes.

5. Inthe“Select Attributes’ form,
choose attributes for the search by Advanced Search for Spark Jobs
moving them from the “Available”’
list box to the “Selected” list box. Filter : Definition ; Job OrderBy: name Resultlimit : 20

__Available Selected

To movethe attributes, select themin <f:omac1

the“Available” list box, and click the EDS‘DG‘E
equirements
arrow button to move them to the

“Selected” list box.

Note: To select multiple attributesin

ablock, Shift-click the extremes of

the block. To select non-adjacent

assets, Ctrl-click the assets. (Search ] [ Select Attribute Values | simple search

6. Click Select Attribute Values.

7. Enter attribute values as the search
criteria

8. Click Search.
The portal interface returns the assets whose attributes have the values you specified.

Total Spark Jobs; 4

9. To save the search results, follow the stepsin “ To save advanced search results” on
page 90.
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When you need quick and easy access to certain assets, you can log them to an active lit,
using the “Active Content” or “Active Documents” portlet.

Thelistissimilar to the list of favorites (or bookmarks) that you create in your Web
browser.

You create an activelist for your own reasons (for example, you frequently refer to certain
assets and prefer to keep them within easy reach). When the assets are no longer of
interest, you can remove them from the list.

Note that an activelist is empty until you explicitly add assets to it. Assets that you add to
the list remain there until you explicitly remove them from the list (or until they are
deleted from the system).

Keeping an active list promotes your efficiency, asit prevents you from repeatedly
searching for the assets that you use most often.

This chapter contains the following sections:

» ‘Active Content’ and ‘Active Documents’ Portlets
* Adding Assetsto the Active List

* Removing Assets from the Active List
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‘Active Content’ and ‘Active Documents’ Portlets

The“Active Content” and “ Active Documents” portlets differ in one way: the “Active
Content” portlet is used to store an active list with both structured content assets and
document assets, whereas the “ Active Documents” portlet is used to store an active list
with only document assets.

Note

Your access to the “Active Content” and “Active Document” portlets
depends on the permissions granted to you by your administrator.

Adding Assets to the Active List

You can add assets to the active list in one of two ways:
» Inbatches, by using a search routine

* Oneasset at atime, from the asset’s “ Inspect” form
Both methods are shown below.

To add assets in batches to the active list

1. Runasearch on the assets that you want to add to your active list. For instructions, see
Chapter 7, “ Searching for Assets.”

2. Inthe search results list, navigate to the page that lists the assets you need.

Note

If your search results list spans multiple pages, use the Previous | Next
buttons (in the upper right-hand corner) to navigate to the assets you need.

Search Gontent ==
Find Spark Job v
Search | Mame ~| for
Sort results by | Mame -
adwvanced search
Iterns 1 to 4 of 4 sorted by "name"
Type:!
/AN
Description Status Modified [ |
@ & Associate Media Producer Associate Media Producer Created 2004-03-03 16:55:35 O
q & Manufacturing Planner Manufacturing Planner Created 2004-03-08 16:54:44 (|
@ & Retail Merchandiser Retail Merchandiser Created 2004-03-03 16:54:00 O
@ & Staff Pharmacist Staff Pharmacist Created 2004-03-08 16:56:16 F
Add to My Activetist
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Adding Assets to the Active List

Choose the assets you want to add by selecting their checkboxes.

Note

To select all assets at once, select the topmost checkbox (next to the
“Modified” column).

Click the Add to My Active List button, located below the search results list.

A message confirms that the assets were successfully added. The search results list is
updated, and the checkboxes disappear for the assets that were selected.

Structured content assets are logged in the “ Active Content” portlet. Document assets
are logged in both the “ Active Content” and “Active Documents’ portlets.

If you need to add other assets, repeat steps 2 through 4.
Click Doneto close the search results screen and return to your workspace.

To add an asset to the active list from the ‘Inspect’ form

1.

4.

Find the asset that you want to add to your activelist. (If you need help, see Chapter 7,
“Searching for Assets.”)

Click the asset’s | nspect icon.

Inthe asset’s “Inspect” form, click the text Add to My Active List (located to the
right of the more... drop-down list at the top of the form).

To confirm that the asset has been added, look for the asset in the “ Active Content”
portlet. (If it isadocument asset, it isalso displayed in the “ Active Documents’
portlet.)
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Removing Assets from the Active List

SOFTWARE

When assets in the active list are no longer of prime importance to you, you can remove
them from the active list. Removing assets from the active list removes them from the
“Active Content” and “Active Documents” portlets only, not from the Spark or Content
Server database.

Note

When you remove a document asset from either the “ Active Content”
portlet or the “ Active Documents’ portlet, the asset is also removed from
the other portlet (for example, when you remove a document asset from
the “Active Documents’ portlet, the asset is also removed from the
“Active Content” portlet).

To remove assets from the active list

1. Maximize the portlet “ Active Content.” (If you are removing document assets, you
can also use the “Active Documents” portlet.)

2. Navigate to the page that lists the assets you need.

Note

If your active list spans multiple pages, use the Previous | Next buttons
(in the lower left-hand corner) to navigate to the assets you need.

3. Select the assets that you want to remove by clicking their checkboxes.
4. Click the Remove button, below thelist.
The list immediately refreshes, showing the results of the removal.
5. If you need to remove additional assets from the active list, repeat steps 2 through 4.
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Workflows are collaborative processes that content providers use to first assure the quality
of the work they plan to publish, and then to approve the asset for publication.

This chapter provides an overview of workflow in the portal interface. It also shows you
how to participate in the workflows and make decisions about workflow processes (for
example, assigning workflows to assets that you believe to require aworkflow).

This chapter contains the following sections:

*  Workflow in the Portal Interface

e Overview of Workflow in Spark

* Finishing Assignments

» Making Decisions About the Workflow Process
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Workflow in the Portal Interface

Before an asset can be delivered to the display portal, it may need to be reviewed and
approved. If so, review and approval are implemented by means of workflow—a
collaborative process in which the asset is passed through a sequence of operations that
start with the asset’s creation, continue with its review, and culminate in approval of the
asset for publication. The workflow is executed by qualified collaborators who contribute
the content of the asset, review the asset, or approve (or reject) the asset to each other for
confirmation (or revision) until they are satisfied with the resulting quality. A deciding
collaborator then approves the asset for publication.

This collaborative process is the same for both Content Server and Spark. Spark supports
only three workflow processes, all pre-defined; these workflow processes cannot be
modified. The CS porta interface supports any workflows created by a CS administrator
(workflows are created in the Content Server standard interface). The CS portal interface
also supports all of the workflows installed with sample sites, including the Spark sample
site.

Several workflow options are available in the CS portal interface but not in Spark (these
options are explained in this chapter).

The workflow chapter in the Content Server User’s Guide provides adetailed overview of
workflow in Content Server. For an overview of workflow in Spark, proceed to the next
section in this chapter. The Spark workflow overview is useful to Content Server users as
well, as the Spark workflows are also available in the CS portal interface in the Spark
sample site.

This chapter also provides instructions on how to use Spark and the CS portal interface to
perform workflow-related tasks.

Overview of Workflow in Spark

This section provides an overview of workflow in Spark. Devel oping an understanding of
how workflows operate will help you use Spark’s workflow features in your daily
activities.

Spark Workflow Basics

SOFTWARE

As mentioned previously, Spark supports three pre-defined workflows, which cannot be
modified. Each of the Spark workflows enlists only one participating role. Users given this
role are the workflow participants, the potential candidates for completing workflow
tasks. However, not all usersin arole will actually participate in workflow tasks. As part
of each step in all Spark workflows, the user compl eting a step must select the user (or
users) who will receive the assignment to complete the next step in the workflow process.
These selected users are referred to as assignees.

At aminimum, a Spark workflow must have two states. The first state allows usersto
create assets and approve them to the second state. The second state allows usersto reject
the assets back to the source state for updates and other revisions.

To enable shuttling of assets between states, a workflow provides each of its participants
with the options to approve assets to subsequent states, or reject assets to previous states.
To prevent competition for control of an asset, Spark provides both a manual and an
automatic checkin/checkout mechanism, equivalent to write protection. For example,
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when a content asset is created, it is automatically checked out to the creator, so that no
other user can modify the asset while it is work in progress. When the work is complete,
the creator of the asset can check the asset back in for others to modify as necessary. The
next user to check out the asset gains control.

Once an asset is approved to the final state, it remainsin the fina state to await its
publication to the delivery system and deployment to the portal. Publishing and
deployment are typically executed by the Spark administrator, or by a user with
administrative rights. Publishing and deployment also have specific meanings in Spark.

“Publish” means moving assets from the content management database to the delivery
system database (as shown in Figure 2, in Chapter 1). Here, the published assets are
collected for deployment to the display portal.

“Deploy” meansto deliver published assets to the display portal. Delivery is
accomplished by JSPs, which are coded by developersto the portal designer’s
specificationsin order to deliver the right information with the right “look and feel.”

The JSP code draws the content of the published assets from the delivery system
database, formats the content, lays out the content, and delivers the content to the
portal.

Assigning workflow

Assigning workflow is discretionary.

If thereview of certain assetsis expected to be aroutine operation, the associated asset
typeistypically assigned a workflow by the administrator. When an asset type is
assigned aworkflow, all assets of that type are automatically entered into the
workflow the moment they are created.

For those instances when a workflow proves to be unnecessary, the workflow can be
canceled or replaced with a different workflow by anyone who has the right
permissions.

When review of certain assetsis expected to be arare operation, the Spark
administrator typically does not assign workflow to the associated asset type. No
assets of that type are entered into workflow when they are created. However, a
content provider might determine that an exception needs to be made. For example,
when a particular asset requires review, the content provider can assign aworkflow to
that asset (aslong as the content provider is authorized to do o).

To summarize, two types of workflow assignments are possible:

Spark administrators can assign workflow to asset types. Assets of that type are
automatically entered into workflow when the assets are created.

Content providers can assign workflow to individual assets, as long as they have the
right permissions.
Note

Assetsin workflow can be removed from workflow by participants with
the right permissions.

By default, workflows in Spark are configured to:

SOFTWARE
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* Log your assignments in the portlet “Content Assignments.” (Document asset
assignments are also logged in the “Document Assignments” portlet.)

» Trigger and send e-mail messages to workflow assigneesin order to notify them that
assets are assigned to them and to remind them that a deadline is approaching or has
been missed.

Supported Workflows

Spark defines three workflow processes:

» For structured content assets, Spark defines:
- A two-state workflow process called “ Publish Without Review” (Figure 8)
- A three-state workflow process called “ Publish With Review” (Figure 9)
These workflows enlist only the SparkContentUser as a participating role.

» For document assets, Spark defines a two-state workflow called “Publish Documents
Without Review.”

This workflow enlists only the SparkDocumentUser as a participating role.

Note

Spark does not allow anyone to either create workflows or modify its
default workflows.

Throughout this chapter, it is important to bear in mind that any Spark
workflow state or step named “Publish” means “approve for publish.”
Publishing itself is executed by the Spark administrator or a user with
administrative rights, as previously explained.

Workflow for Structured Content Assets

SOFTWARE

The two workflows shown on page 101 differ in their types of components—states and
steps. “ Publish Without Review” has two states and three steps. “ Publish With Review”
has three states and five steps. For information about states and steps, see “Workflow
Components” on page 102.

When to Use the Two-State Workflow

The 2-gate workflow benefits fast-paced operations. Rather than wait for an
intermediary’s approval, workflow participants can approve their own content from the
“Create” state to the “Publish” state independently of each other.

When to Use the Three-State Workflow

The purpose of a 3-state workflow isto allow for division of labor, asin quality assurance
operations. Specialized roles can be selected to handle assets in acertain way. For
example, usersin some roles would be experts at creating the assets, while usersin other
roles would be expertsin reviewing or somehow testing the assets.

The 3-gtate workflow interposes areview state between the “ Create” state and the
“Publish” state. Because content creators are denied access to the “Publish” state, they are
prevented from approving assets for publication on their own initiative. Instead, they
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approve their assets to the middle stage where reviewers examine the assets. If an asset is

Overview of Workflow in Spark

not publication-ready, areviewer can modify the asset himself or reject it back to the
source for revision. Otherwise, the reviewer approves the asset to the final state for
publication.

In generd, the 3-state workflow benefits the more sensitive operations, in which content

must be thoroughly reviewed for accuracy and similar qualities. Workflow participants

engage in formal reviews, where content and commentary are exchanged in a structured

manner.

Figure 8:

Writer
initiates
asset
creation

Figure 9:

Writer
initiates
asset
creation
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Table 13: Workflows for structured content assets

Publish Without Review Publish With Review
States 1. Create 2. Publish 1. Create 2. Review 3. Publish
Default Roles SparkContentUser
Steps: 1. Start Workflow | 2. Publish 3. Revise |2. Approvefor | 3. Publish 5. Revise
istheinitial step for all Review
workflows. 4. Reject for

Editing

Actions

Spark sends e-mail notices, triggered by the completion of a step, to notify
assignees of their assignments.

Workflow for Document Assets

The “ Publish Document Without Review” workflow isidentical to the one shown in
Figure 8, with one exception: the participant role is SparkDocumentUser rather than

SparkContentUser. Table 14 summarizes the components of “Publish Document Without
Review.”

Table 14: Workflow for document assets

Publish Document Without Review

States 1. Create 2. Publish
Default Roles SparkDocumentUser

Steps: 1. Start Workflow isthe 2. Publish 3.Revise
initial step for all workflows.

Actions

Spark sends e-mail notices, triggered by the completion of a
step, to notify assignees of their assignments.

Workflow Components

Workflow components—states, steps, and actions—are described below, using Figure 9 as
amode.

Sates are progress points in aworkflow. A state defines what task(s), such as edit, must
be accomplished on assets in that state (for example, edit the assets). For example, the

workflow in Figure 9 is a three-state workflow used for structured content assets.
» Sate 1 (named “Create”) defines asset creation as the task to be accomplished.

» Sate 2 (named “Review”) defines editorial review as the task to be accomplished.

» State 3 (named “Publish”) defines approve for publication as the task to be

accomplished.

SOFTWARE
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Seps are decisions that workflow participants make to drive the asset from one state to
another. Steps connect states in a specific order and direction.

As part of the steps in Spark workflows, you are required to select assignees from the
users in the participant role. One of these assignees will complete the next task in the
workflow process. Note that if you select multiple users as assignees, only one user needs
to complete the task. The user’s task is called an assignment.

For example, in Figure 9:

- Step 1, Start Workflow, is a step that occurs automatically when an assignee
creates and saves an asset with a pre-assigned workflow. “ Start Workflow” places
the asset in State 1 (Create) and therefore makes it known to other content
providers that the workflow has begun.

Note

The “ Start Workflow” step isimplemented in all Spark workflows as a
default that initiates the workflows.

Step 2, Approve for Review, isa step that an assignee takes to drive the asset
forward to State 2, Review. (Step 2 connects State 1 to State 2 in the forward
direction.)

- Step 3, Publish, isa step that an assignee takes to drive the asset forward to
State 3, Publish. (Step 3 connects State 2 to State 3 in the forward direction.)

- Step 4, Reject for Editing, is a step that an assignee takes to drive the asset back
from State 2 to State 1 for revision. (Step 4 connects State 2 to State 1 in the
backward direction.)

- Step 5, Revise, isastep that an assignee takes to drive the asset back from State 3

to State 1 for revision. (Step 5 connects State 3 to State 1 in the backward

direction.)

An action isan event that is triggered in one of three ways:
- A stepinvokesit.

- A deadlinetriggersit.

- A workflow situation (such as a deadlock) triggersit.

Spark workflows are configured such that when a step is completed, Spark takes the
action of sending e-mail notices to the assignees selected to complete the next step in
the workflow process. For example, in the “ Publish With Review” workflow, when
Step 2, Approve for Review, completes executing, Spark sends e-mail notices to the
appropriate workflow assignees, informing them of the asset they have been assigned
to review. Only one of the assignees must complete the assignment in order for the
workflow to continue.

Note

By default, Spark logs your assignments in your “Content Assignments”
portlet. Spark also logs document asset assignmentsin the “Document
Assignments’ portlet.
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How Workflows Operate

To illustrate how workflows operate, we use Spark’s three-state workflow, “Publish With
Review,” shown in Figure 9.

SOFTWARE

The workflow operates as follows:

1. When an authorized user creates and saves an asset with a pre-assigned workflow, that

3.

user automatically invokes the first step, Start Workflow.
In response, Spark does the following:
a. Placesthe asset into State 1.

b. Assignsthe asset to the assignees who were chosen (from the SparkContentUser
role) by the user who invoked the first step, Start Workflow.

Logsthe asset as an assignment in each assignee’s“ Content Assignments” portlet.
E-mails notices of assignment to the assignees, thereby, starting the workflow.

Note

During its workflow, an asset is not electronically transferred from one
state to the next. Only permission to the asset is transferred. The asset
itself remainsin its original location in the database throughout the
workflow and throughout its lifetime in Spark.

To continue the workflow, an assignee who was chosen in step 1 completes the
required task, checks the asset into the database, and approves the asset to State 2 by
taking Step 2, Approve for Review.

In response, Spark does the following:
a. Placesthe asset into State 2.

b. Assignsthe asset to the assignees chosen (from the SparkContentUser role) by the
user who took Step 2, Approve for Review.

c. Logstheasset asan assignment in each assignee's* Content Assignments” portlet,
d. E-mails notices of assignment to the assignees.

Note

When an asset arrives in agiven state, it becomes an assignment that any
user who is assigned to perform the task in that state can complete and
drive to the next state.

An assignee in State 2 can take one of the following steps:

- Approvethe asset for publication by taking Step 3, Publish. Spark responds by
approving the asset to State 3.

- Reject the asset to State 1 by taking Step 4, Reject for Editing. Spark responds by
returning control of the asset to State 1 for review and revision.
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Finishing Assignments

In our example workflow, the asset can be shuttled between States 1 and 2, and States 1
and 3 for ongoing reviews. (The asset cannot be rejected from State 3 to State 2.)

Finishing Assignments

Finishing assignmentsis acritical part of any job—especially in the formal setting of a
workflow, where deadlines and collaborators demand quick action. An assignment isa
task associated with the asset that an assignee isworking on (or is supposed to be working
on). An assignment is the result of a step that was taken in aworkflow process. An asset is
logged to your assignment list if you have been selected as an assignee to complete the
next step in the workflow process. You aso receive e-mail notices of assignment.

In Content Server and Spark, “finishing an assignment” refers to the steps that you must
take after you have completed the required work on an asset (for example, editing the
asset) that has been assigned to you as the result of aworkflow process. “Finishing an
assignment” means notifying the system and the assignees that you are done, so the asset
can continue to move through the workflow process. Finishing an assignment is
equivalent to:

1. Taking astep that drivesthe asset to the next state in the workflow,

2. selecting assignees to work on the asset (unless the asset isin its penultimate state and
ready for publication), and

3. checking the asset into the database, to give other users access to the asset.

The portal interface makesit easy for you to find your assignments and finish them. Using
the portlets “ Content Assignments”’ and “Document Assignments,” the portal interface
keepsarunning list of your assignments, and provides you with the controls you need in
order to finish the assignments.

Note

In this chapter, we explain how to finish assignments using both the
“Content Assignments” portlet and the “Document Assignments” portlet.
The “ Content Assignments’ portlet displays all of your assignments. The
“Document Assignments” portlet displays only your document asset
assignments.

Your access to these portlets depends on the permissions granted to you
by your administrator.

Complete the following steps to learn about using the portal interface to finish your
assignments:

1. Maximize the“ Content Assignments’ or the “Document Assignments’ portlet to
full-screen size to display all the controlsthat are available to you. Remember that the
“Document Assignments” portlet displays only your assigned document assets.

In this procedure we use the “ Content Assignments’ portlet.
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Finishing Assignments

The portal interface displays alist of all the assets that are assigned to you. Each asset
isidentified by its name, sate, the assigner, the assignment date, and optionally, the
actions that need to be taken in order for you to complete work on the asset.

Content Assignments BIE
Type Name Workflow State Assigned by Assigned date  Action to Take Due

@ ¢ Spark Contact  John Doe Spark: Create sparker 2004-08-05 14:20:27 No comment “ Finish )

3 ¢ Spark Job Copy Editor Spark: Create sparker 2004-08-05 14:23:58 No comment Finish )

@ ¢ Spark Document Leave of Ahsence Spark: Create sparker 2004-08-05 14:21: 57 No comment Finish )

Show my completed assignments still pending
Values in the
Due column are
displayed in

Black

Due within the specified time

Red

Due within 24 hours

Bold Red with plus sign (+)

Overdue after the time that is displayed

color and with
symbols (shown
in the table on
the left) to
indicate the
status of each
assignment.

2. Select the asset that you want to work with by clicking its name and complete the
recommended action, aswell as any other work that you feel is necessary.

Note

When you try to open the asset you might see the message “ Cannot finish
assignment.” The message a so explains why you cannot finish the

assignment and what steps you must take.

Generally, an assignment cannot be finished because the asset is checked
out by another user. The portal interface identifies the user so that you can

contact the individual.

3. When you are satisfied with the work you have done in step 2, return to “Content
Assignments” or “Document Assignments” and click the asset’s Finish button.

The portal interface displays the form “Finish My Assignment.”
4. Continue with step 3 on page 110 to finish the assignment.
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Making Decisions About the Workflow Process
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When it is your turn to participate in aworkflow, you need to decide how you will handle
your assignments and information related to the assignments. The portal interface presents
you with a number of options. You can:

Finish your assignment

Set an assignment deadline

Remove the asset from workflow

Assign the asset a workflow

Show the list of participants (Content Server only)
Set participants (Content Server only)

Set a process deadline (Content Server only)
Delegate an assignment (Content Server only)
Abstain from voting (Content Server only)

The options are listed in the asset’s “ Status’ form. If some options are not listed for the
asset you are working with, it is because the options do not apply or you do not have the
permission to execute them.

To select workflow options

1.

2.
3.

Find the asset in the portal interface. (If you need help, see Chapter 7, “ Searching for
Assets.”)

Click the asset’s I nspect icon to the open the asset.

In the asset’s “Inspect” form, go to the more... drop-down list and select Status.
Note

Alternatively, you can go to the “Status” field and click thelink it
displays.
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Spark Document:Leave of Absence.doc

@ mnspect  #edit [0 Delete  |rmare... | #laddtomy actvest  <@—— Action bar

Wersion 2 (_Check Out ) Show v{MOre. .

m EApprove for Publish
Name: Leave of ab|Copy via "Mew Spark Document”
intion: New Spark Document
D tion: L f abl
L Stestcrl!J fon E:i\;: " MMSearch for Spark Decuments .
Note: Clicking dlus v - Selecting
the link in the Modified: May 26, 200across Permissions Status from
“Status” field Workflow <Select Workflow Action> %] the action bar
produces the commands: ! ) o opens a screen
same result as Workflow process:  This asset is not in workflow, for tracking
Se|ecting Workflow state : There are no current assignments. Workflow is inactive. workflow
Status from the workflow history :  This asset has no warkflow history, processes
action bar.
Meeds Approval, Mot yet approved for publish to Spark
Spark Destination:  Approval Destination,
State: 4 .
E3 approve this asset,

The portal interface displays the asset’s “ Status” form, where you can view the status
of the workflow and set workflow options.

Close this window
Spark Job:New Spark Job

; P
@) Inspect @ Edit [0 Delete Imore i vl #1] Add to My Active List

Versian 3 [_ Check Oul_] [_ Raollback J [_ Show Versions J

Mame: New Spark Job
Description:
| Status: Edited
Modified: May 25, 2004 6:50:26 PM by admin
Workflows lﬁ
commands: | ~3elect Workflow Action>
WOI’kﬂOW :‘I"z;tfslgw Spark: Publish With Review - Spark: Create
status and
options Workflow
state : adriniSparkworkflowUser)  admin 2004-05-25 18:17:12 Mo comment
\N_'orkflow This asset has no workflow histary.
history :
Spark MNeeds Approval. Mot yet approved for publish to Spark Destination.
L__ | Destination : Approval State: ¢

ES Approve this asset,

4. Inthe Workflow commands drop-down list, select one of the options listed in
Table 15 (depending on the action you want to take) and go to the cited page for
instructions on completing the option.

Note

If some of the following options are missing from your interface for the
asset you are working with, it is because the options do not apply, have
not been enabled, or you do not have the right permissions.
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Table 15: Workflow options

Making Decisions About the Workflow Process

Workflow Options

To complete an option, go to...

Finish My Assignment

step 3 on page 110
in “To finish an assignment”

Set Assignment Deadline

step 5 on page 112

in “ Setting an Assignment Deadline
for an Asset”

Remove from Workflow step 6 on page 113
in “Removing an Asset from
Workflow”

Select Workflow step 5 on page 114

in“To assign an asset aworkflow in
Spark”

or
step 5 on page 115

in“To assign an asset aworkflow in
the CS portal interface”

Show Participants (Content Server only)

step 4 on page 116

in “To show thelist of workflow
participants’

Set Participants (Content Server only)

step 5 on page 117
in “To set workflow participants’

Set Process Deadline (Content Server
only)

step 5 on page 118

in“To set aprocess deadline for an
asset”

Delegate Assignment (Content Server
only)

step 5 on page 119
in “To delegate an assignment”

Abstain from Voting (Content Server
only)

step 5 on page 120

in “To abstain from voting on an
assignment”
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Finishing an Assignment

SOFTWARE

After you complete the work an assignment requires (for example, editing an asset) you
must finish the assignment to notify the system and the assignees that you are done so the
asset can continue to move through the workflow process.

Note

The term “finish an assignment” has a specific meaning for Content
Server’s content providers. For more information, see “Finishing
Assignments” on page 105.

To finish an assignment

1. Maximizethe“Content Assignments’ or “Document Assignments” portlet (if it isnot
aready maximized).

2. Click the Finish button next to the asset.
3. Intheform “Finish My Assignment,” do the following:

Finish My Assignment for Spark Job: Copy Editor.

e —

Spark Job Name: Copy Editor

Description:

Workflow Process: Spark: Publish With Review - Spark: Create
Assigned User Role: SparkContentUser

*Choose Step -> State: Spark: ApproveForReview -> Spark: Review

Action Taken: Edited statement of regquirements.

Action to Take: Complete the reguirements section. Select the
person who needs to be contacted.

[ Cancel ] [ Finish My Assignment ]

a. Locatethe “Choose Step -> State” field, and note the possible next steps and the
states they lead to. When the option is available, select the next step and state for
the asset.

b. Inthe“Action Taken” field, type a short description of the work that you
completed on the asset.

c. Inthe“Actionto Take" field, type ashort suggestion for the next person who will
work with the asset.

d. Assignment Deadline (if displayed)

“Assignment Deadline” is used to override the time alotted for the next
assignment. Use “ Assignment Deadline” to enter a date in the prescribed format.
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If you do not enter a specific date, the assignment is due within the time set by the
next state.

4. Click Finish My Assignment.

5.

If the asset is associated with aworkflow that requires assignee selection, the “ Choose
Assignees’ screen is displayed. If the “ Choose Assignees’ screen is not displayed,
proceed to step 6.

You will use the “Choose Assignees’ screen to select the users who can complete the

assignment for the next step in the workflow. (This method gives you the flexibility to
decide in real time who should get the assignment.)

In the “ Choose Assignees’ screen, do the following:

Choose Assignees

The workflow associated with this asset requires you to
select assignees. Select at least one user from each role.

[ Cancel ] [ Set Assignees ]

Workflow Process: Spark: Publish without Review

Assignees:

* sparkContentUser: John Smith
admin

[ Cancel ] [ Set Assignees ]

a. Gotothe“Assignees’ panel, andin the “Users’ menu, select the users whom you
want as assignees to receive the assignment. To select ablock of users, Ctrl-Shift-
click the extremes of the block. To select non-adjacent users, Ctrl-click each user.

b. Click Set Assignees.
In the asset’s “Inspect” form, go to the more... drop-down list and select Status. The

action taken isvisible in the Wor kflow history summary. The action to takeisvisible
in the Wor kflow state summary.

Finishing the assignment also triggers a notification e-mail to the new assigneesif the
e-mail server and account have been set correctly.

Setting an Assignment Deadline for an Asset

The assignment deadline indicates the time allotted to complete an assignment as an asset
advances through workflow.

SOFTWARE

To set an assignment deadline for an asset

1.

Find the asset in the portal interface. (If you need help, see Chapter 7, “ Searching for
Assets.”)

Click the asset’s | nspect icon.
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3. Intheasset’'s “Inspect” form, go to the more... drop-down list and select Satus.
4. Inthe Workflow commands drop-down list, select Set Assignment Deadline.

Set Assignment Deadline

S ——

Workflow Process: Spark: Publish With Review
Asset Type: Spark Job

Asset Name: Copy Editor

State: Spark: Create

Current Assignment Deadline: Mot Set

Set Assignment Deadline: O Use default

@ Due b b b
{e.q. 14:00 Mar 17 2002}

5. Inthe“Set Assignment Deadline” form, do one of the following:

- Select Use default to set the assignment deadline to what was specified by your
CS administrator in the state definition.

- Select Dueand enter thetime in the first field. Select the month, day, and year
from the remaining fields.

Note

Thetime field accepts this format: hh:mm, where hh is hours (0-24) and
mm is minutes (0-60).

6. Click Save.

Content Server returns you to the “ Status’ form, where anote similar to the following
appears at the top.

Success

Assignment deadline set to 2004-9-7 9:42:00

The option to set an assignment deadline is also avail able on the respective form when you
are performing the following tasks:

* Assigning an asset aworkflow in the CS portal interface (see “ Assigning an Asset a
Workflow” on page 113)

» Finishing an assignment (see “Finishing an Assignment” on page 110)
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Removing an Asset from Workflow

You must have the right permissions to remove an asset from workflow.

To remove an asset from workflow

1. Findthe asset in the portal interface. (If you need help, see Chapter 7, “ Searching for
Assets.”)

2. Click the asset’s I nspect icon.
3. Intheasset’'s “Inspect” form, go to the more... drop-down list and select Satus.

4. Gotothe“Workflow Process’ field and make sure that the asset isin workflow. If itis
not, you will see a message to that effect. Otherwise, continue with the next step.

5. Inthe Workflow commands drop-down list, select Remove from Wor kflow.
The following form appears:

Remove from Workflow for Spark Job: Copy Editor

e —

Spark Job Name: Copy Editor

Description:

Workflow Process: Spark: Publish With Review - Spark: Review

Currently Assigned to: ,H
SparkContentUser  sparker
SparkContentUser  admin

[ Cancel ] [ Remove from Workflow ]

6. Click Removefrom Workflow.

A confirmation message of the removal appears at the top of the “ Status” form, and
the “Workflow history” field at the bottom of the form is updated accordingly (the
“Task Status’ column identifies the workflow as “cancelled”).

Assigning an Asset a Workflow

SOFTWARE

If an asset does not have aworkflow assigned to it and you feel that the asset must be
formally reviewed, you can attach a workflow process to the asset. The asset can be a
structured content asset, a document asset, or afolder. You must have the right
permissions to assign workflow to an asset.

To assign an asset a workflow in Spark
1. Findthe asset in Spark. (If you need help, see Chapter 7, “ Searching for Assets.”)
Click the asset’s | nspect icon.

2
3. Intheasset’s “Inspect” form, go to the more... drop-down list and select Satus.
4. Inthe Workflow command drop-down list, choose Select Wor kflow.
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The * Select Workflow” form will open.

Select Workflow for Spark Contact: John Doe

Spark Contact Name: John Doe
Description: John Doe

*Workflow Process: | _cpject Workflow Process- b

Action to Take:

[ Cancel ] [ Select Workflow ]

In the “ Select Workflow” form, do the following:

a. Gotothe Workflow Process drop-down list and choose one of the workflow
options. Select Spark: Publish With Review (athree-state workflow), or Spark:
Publish Without Review (a two-state workflow).

Note

If you are working with a document asset, select Spark: Publish
Document Without Review.

b. (Optional) Inthe“Action to Take” field, indicate to the next assignees what action
needs to be taken on the asset (for example, write or edit certain content).

c. Click Select Wor kflow.
In the “ Choose Assignees’ screen, do the following:

Go to the “Assignees’ panel. From the “Users” list box, select the workflow
assignees—users who will complete the next step in the workflow process.

To select ablock of users, Ctrl-Shift-click the extremes of the block. To select non-
adjacent users, Ctrl-click each user.

d. Click Set Assignees.
Theworkflow has been assigned to the asset.

To assign an asset a workflow in the CS portal interface

1.

Find the asset in the CS portal interface. (If you need help, see Chapter 7, “ Searching
for Assets.”)

Click the asset’s I nspect icon.

In the asset’s “Inspect” form, go to the more... drop-down list and select Status.
In the Workflow command drop-down list, choose Select Wor kflow.

The“ Select Workflow” form similar to the following opens:
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Select Workflow for Article: About Burlington Financial

I ————

Article Name: About Burlington Financial
Description: About Burlington Financial
*Workflow Process: | _sglact Workflow Process-

Action to Take:

[ Cancel ] [ Select Workflow ]

In the “Select Workflow” form, select a workflow from the Wor kflow Process
drop-down list. After you select a workflow, the form displays more workflow
options.

I ——

Article Name: About Burlington Financial

Description: About Burlington Financial

*Workflow Process: BF: Normal Article Process v | | Set Participants...
Action to Take: Fast track this Dne.|

*Assignment Deadline: &) ;o default

O Due by M M
{e.q. 14:00 Mar 17 2002}

[ Cancel ] [ Select Workflow ]

(Optional) Click the Set Participants button to open the “ Set Participants’ form and
select at least one user from each role. If you do not set participants, as the asset
moves through the workflow process, al usersin each role will be potential
candidates for receiving the assignment (unless Choose Assignees has been
configured for the assignment method).

(Optional) Typeingtructionsin the Action to Take text box. These instructions are for
the person receiving the assignment.

(Optional) Set an Assignment Deadline date by which to complete the next
assignment, using the prescribed format. If you do not enter a specific date, the
assignment is due within the time set by the next state, which will be the default
display when you click the Dueradio button.

This feature appears only if enabled by the workflow administrator, and is available
only if your user roleisassigned as an administration role for the workflow process, or
you otherwise have the right privileges. For more information, see “ Setting an
Assignment Deadline for an Asset” on page 111.

Portal Applications 6.2 User’s Guide

115



Chapter 9. Collaborating in Workflow

9.

10.

Making Decisions About the Workflow Process

(Optional) Set a Process Deadline date by which the assigned asset is to complete the
workflow process, using the prescribed format.

This feature appears only if enabled by the workflow administrator, and is available
only if you have the assigned administrator role for the workflow process, or if you

otherwise have the right privileges. For more information, see “Removing an Asset
from Workflow” on page 113.

When you are finished filling in the form, click the Select Wor kflow button.

At this point, workflow isinitiated for the asset; assignees who have been selected to
complete the next step typically receive e-mail notifications of their assignments.

Showing an Asset's Participant List (CS)

SOFTWARE

To show the list of workflow participants

1.

Find the asset in the portal interface. (If you need help, see Chapter 7, “ Searching for
Assets.”)

Click the asset’s I nspect icon.
In the asset’s “Inspect” form, go to the more... drop-down list and select Status.
In the Workflow commands drop-down list, select Show Participants.

The portal interface displays the form “ Show Participants,” where you can examine
the list, but not make any changes:

Show ParticipantsSpark Job: Copy Editor

Step Users Authorized Users Notified
Spark: Revise admin, sparker admin, sparker
Spark: Reject For Editing admin, sparker admin, sparker
Spark: Publish admin, sparker admin, sparker
Spark: ApproveForReview  admin, sparker admin, sparker
Spark: Start warkflow admin, sparker admin, sparker

For each step in the workflow process, the form lists the authorized users (participants
who can finish the step) and the notified users (selected participants, the assignees, to
whom the asset will next be assigned).
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Setting Workflow Participants (CS)

In the CS portal interface, you can set participants on assets already in workflow. Perhaps,
for example, in your examination of workflow participants, you noticed that a certain user
was not listed as a participant in aparticular role, and you know that this user should be
included.

To set workflow participants

1.

o M 0N

Find the asset in the portal interface. (If you need help, see Chapter 7, “ Searching for
Assets.”)

Click the asset’s I nspect icon.

In the asset’s “Inspect” form, go to the more... drop-down list and select Status.
In the Wor kflow commands drop-down list, select Set Participants.

Select the users you want to include and click Set Participants.

The participantslist for the asset is updated to reflect your changes.

Note

The participantslist will be updated as you requested, but added users will
receive the assignment only if the step assigned to their role has yet to be
reached.

Setting a Process Deadline for an Asset (CS)

The process deadline indicates the overall time allotted for an asset to pass through a
workflow process. There is no default process deadline.

The assignment and process deadlines are independent of one another; that is, the total of
the individual assignment deadlines does not necessarily add up to a process deadline.

SOFTWARE

To set a process deadline for an asset

1.

Find the asset in the CS portal interface. (If you need help, see Chapter 7, “ Searching
for Assets.”)

Click the asset’s | nspect icon.

In the asset’s “Inspect” form, go to more... drop-down list and select Satus from the
drop-down list.

In the Workflow commands drop-down list, select Set Process Deadline. The “ Set
Process Deadline” form opens:
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Set Process Deadline

e —

Workflow Process: BF: Mormal Article Process
Asset Type: Article
Asset Name: deadlock
Current Process Deadline: Mot Set
Set Process Deadline:  None
@ pue| o=l = =
{e.q. 14:00 Mar 17 2002}

Enter adate in the prescribed format. When setting a process deadline, you should
consider where the asset isin the workflow process, and the cumulative time of the
remaining steps. The default isto have no process deadline.

Click Saveto complete the operation. The system redisplays the “ Status” form.

The option to set a process deadline is also available when you are assigning an asset a
workflow, if the two previously mentioned prerequisites are met.

Delegating Assignments (CS)

Asyou review your list of assignments, you might find that you will be unable to complete
certain assignments. For example, you might notice that the due date falls within your
scheduled vacation time. In situations such as this, you can delegate your assignment to
another user who has the same role as you, if this user does not already have the asset
assigned in this role. This user is not required to be on the participants list, and can have
the asset assigned in another role capacity.

SOFTWARE

To delegate an assignment

1.

Find the asset in the CS portal interface. (If you need help, see Chapter 7, “ Searching
for Assets.”)

Click the asset’s | nspect icon.

In the asset’s “Inspect” form, go to the more... drop-down list and select Status.
In the Workflow commands drop-down list, select Delegate Assignment.

The “Delegate My Assignment” form appears:
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Delegate Assignment for Article: deadlock

ArticleName: deadlock

Description: Deadlock Crisis Looms

Workflow Process: BF: Mormal Article Process - BF:Ready for Review
Assigned User Role: Editor

*Delegate to: xceladmin

user_french
user_japanese

Action Taken: I'll bhe on wvacation. Can you pick this one up? ;I

Select the user to whom you want to delegate the assignment. Optionally, enter a
comment about your action.
Click Delegate.

A confirmation message of the delegation appears at the top of the “ Status” form, and
the Workflow state and Workflow history on the form are updated accordingly. This
action will also trigger a notification e-mail to the new assignee, if your siteis
configured to do so.

Abstaining from Voting (CS)

Sometimes, you are unable to deal with a particular assignment. Your workload is too
heavy, perhaps, or you have been miscast in the role. These are situations in which you
might want to abstain from voting, that is, waive your participation.

To abstain from voting on an assignment

1.

SOFTWARE

Find the asset in the CS portal interface. (If you need help, see Chapter 7, “ Searching
for Assets.”)

Click the asset’s | nspect icon.
In the asset’s “Inspect” form, go to the more... drop-down list and select Status.

In the Workflow commands drop-down list, select Abstain from Voting.
The “ Abstain from Voting” form appears:
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Abstain from voting for Article: deadlock

T —

Article Name: deadlock
Description: Deadlock Crisis Looms
Workflow Process: BF: Mormal Article Process - BF:Ready for Approval

Currently Assigned to:

Checker  user_checker

Checker  user_verifier

Approver  User_approver

Assigned User Role: Checker

Action Taken: I'm going to defer to the expert on this one. ;I

[ Cancel ] [Abstaln from Voting ]

Enter a brief explanation for your action and click Abstain from Voting.

A confirmation message of the abstention appears at the top of the “ Status” form, and
the Workflow state and Workflow history on the form are updated accordingly. Note
that abstaining does not remove the assignment from your assignments list.

If you are the only (or the only remaining) participant in this role, you cannot abstain,
as denoted by the following message:

‘@ Can't abstain from voting - no other assignees

You must find some other means of dealing with this assignment.

Examining an Asset's Workflow Progress

To examine an asset’s workflow progress

1.

SOFTWARE

Find the asset in the portal interface. (If you need help, see Chapter 7, “ Searching for
Assets.”

Click the asset’s | nspect icon.
In the asset’s “Inspect” form, go to the more... drop-down list and select Status.

In the asset’s “ Status” form:

a. Gotothe“Status’ field and note the asset’s current workflow state.

b. Go tothe “Workflow state,” and “Workflow history” fields and review the
information they provide.
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Assigned to Assigned by Assigned date Action to Take Step Chosen Task Status
Workflow state : ; :

(nobody) admin 2004-06-09 10:01:06  Approve - active

Assigned to Assigned date Resolved by Resolution Date Action Taken Task Status
workflow history : admin{SparkContentUser)  2004-06-09 09:41:54  admin 2004-06-09 10:01:05  Finished Review  completed

writer{SparkContentUser)  2004-06-09 09:41:54  admin 2004-06-09 10:01:05 Mo comment cancelled

- “Workflow state” indicates where the asset currently is in the workflow process.

- “Workflow history.” Each row represents a single assignment. Items are ordered
with the most recently completed state change at the top of the list.

Table 16 defines the columnsin “Workflow state” and “Workflow history.”

Table 16: Columns in ‘Workflow state’ and ‘Workflow history’

Assigned To The user names of the persons that the asset has been assigned
to. Note that the user’srole appearsin parentheses following the
user name.

Assigned By The user name of the person who finished working with the

asset. If the asset isinitsinitial workflow state, this column
shows the user name of the person who assigned the asset to a
workflow process.

Assigned Date The date and time the asset was assigned to the user.

Action to Teke Instructions from the user who assigned the asset (if that person
entered instructionsin the form; appears as No Comment
otherwise). Click to view the full text, if incomplete in this view.

Step Chosen The step indicated by the user who completed the assignment,
when there is a choice of next step in the “Finish My
Assignment” form.

Action Taken Information about the work this user did with the asset (if
information was entered on the form; appears as No Comment
otherwise). Click to view the full text, if incomplete in this view.

Resolved By The person who took the step that moved the asset to the next
Sate.

Resolution Date | The date and time the step was taken to move the asset to the
next state.

Task Status The status of the assignment. Possible values are as follows:

* Active - the asset is currently assigned to someone.

» Cancelled - thefirst assignee moved the asset to the next state,
s0 the assignment has been cancelled for the other assignees.

» Completed - the assignee has completed the step.
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Therevision tracking feature enables you to track changes to your assets and control who
makes the changes and when. Revision tracking is used to:

* Ensurethat only one user at a given time can edit or delete an asset.
» Helpyou keep track of past versions of an asset and who created them.
» Helpyou restore an asset to a previous version (that is, roll it back).

Revision tracking can be executed from the dedicated portlets named “ Checked-out
Content” or “Checked-out Documents.”

This chapter describes revision tracking and provides instructions for working with
revision tracking. It contains the following sections:

*  Overview
*  Working with Revision Tracking
*  Working with * Checked-out Content’ and * Checked-out Documents’
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Overview

Revision tracking provides three major functions:

Checkout/checkin, which allows you to check out assets from the portal application’s
(Spark or Content Server) database so that no one el se can change them. When you are
done with an asset, you check it back in. Then it is available to others for editing.
Revision tracking does not keep others from viewing the details of an asset that has
been checked out; neither does it keep assets from being found by searches.

Rollback, which is similar to version control. Rollback allows you to archive work
that you might need to revisit.

Revision history, which provides you with areport on both current and archived work;
who has handled the work, and when.

Revision Tracking

Content Server and Spark automatically enable revision tracking for structured content
assets and document assets.

SOFTWARE

Note

In Spark, revision tracking for document assets is not configurable by the
Spark administrator.

Structured content assets by default are configured for single-version tracking, which
means that only the current version of the structured content asset is archived. The
number of versions that can be archived is set by your administrator. Archiving
versions beyond the configured limit overwrites the oldest version of the asset.
Contact your administrator if you have any questions or concerns about revision
tracking asit appliesto you.

Document assets, by default, are configured for multiple-version tracking. Up to ten
versions of a document asset can be archived—the current version and nine previous
versions. Additional versions are archived at the expense of older versions. That is,
archiving versions beyond the eleventh version overwrites the oldest version. In
Spark, the default number of versions (ten) cannot be changed.

Note

Because revision tracking enables automatic checkout, you need to be
especially aware of the limit on the number of versions that can be safely
archived. For more information, see “When to Use Automatic Checkout”
on page 126.
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Checkout and Checkin

You control accessto an asset by checking it out of the portal application’s database and
back in. You have three commands by which to control access to assets:

» Checkout. Only one user can check out an asset at onetime. If other userstry to check
the asset out or modify it, the portal interface informs them that the asset is
unavailable.

If an asset is assigned to you in aworkflow, 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.

» Checkin. You check in assets that you have checked out. After the asset is checked in,
others can work with it.

If the asset is assigned to you in aworkflow, you finish your assignment by checking
the asset in. Only then can the workflow continue.

When you check in an asset that you have checked out, the portal application createsa
record of the checkin, and archives the previously saved version of the asset. The
number of versions kept depends on the version limit your administrator has
configured.

If you need to store a backup of the asset you are working on, you can check in the
asset (so that you have an archived version). You can then immediately check out the
asset and continue working on it. Your current work will be treated as a new version.

» Undo Checkout. If you check out an asset and then decide that you don’t want to save
the work you did on it, cancel or “undo” the checkout. In this case, the asset is simply
checked back in and no new version is saved.

Rollback and Revision History

When you check in an asset that you have checked out, it is added to alist of previous
versions. You can later restore the asset to one of those previous versions and you can
examine the asset’s revision history.

* Rollback iswhen you restore 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 an asset, but does not reset the status (created, edited, received, and so
forth) as of the previous version, nor does it affect workflow status. If the asset is part
of aworkflow, 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 showswho, if anyone, currently has the asset checked
out.

Automatic Checkout and Checkin

The portal application automatically checks out an asset to you if the asset is checked in
and you try to edit, delete, roll back, or set workflow for the asset. When you save the
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modified asset, the portal application automatically checks in the asset and saves the
version.

Note

When you manually check out an asset, edit it, and then save it, the
version is not saved until you manually check the asset back in.

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.

You should not use automatic checkout if you are making extensive revisions. Frequent
saving can overwrite older versions that you need to keep, depending on how your system
is configured. Specifically, when an asset is automatically checked out to you, the portal
application saves an official, archived version of the asset each time you click Save.
Therefore, if you make several changes to an asset—saving and inspecting each change
separately—the portal application automatically checksin aversion of the asset at each
save. When the number of saves exceeds the number of versionsthat the portal application
is configured to store (as set by your administrator), the portal application overwrites an
older version with the newly saved version.

Operations That Invoke Automatic Checkout and Checkin
The following table describes operations that check out or check in assets automatically:

Create new asset | Checks out newly created assets to you.

As soon as you open anew asset form, the asset is checked out to
you and aSY STEM 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 another user from editing the
version.

Save Checksin the asset (but only if it was checked out automatically).

Delete Checks out the asset. When the user confirms the deletion, the
portal application deletes the asset.

Rollback Clicking Rollback checks out the asset, then immediately checksit
back in.
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To work with revision tracking, you will be using the “Inspect” form. Here you can
execute revision tracking operations on an asset, and use the asset’s checkout / checkin
controls. Depending on the action you take, the portal application will display its
responses in the “Inspect” form as updates, messages, and other information to help you
continue or complete your work.
Messages
from
(S:gp\/tgp; ‘@ Checkout was successful,
Spark
Spark Job (Job): Associate Media Producer
Action bar | @ mspect @ Edit [ Delete |m0re... d| £] Ttem is in your Active List
Version numbers and ————®=| uersion 2 - Locked by admin (_Check1n ) (_undo Checkout ] (_Show Versions
controls : 4
Name: Associate Media Producer
Description: Associate Media Producer
Filename:
The Check In —M8 Path:
button is a toggle Status: Created
that displays either: ID: 1076781757102
Check In when an
asset is checked Parents:
out (and therefore Educatingdlﬂdﬂ mil_lion pebol_pI:_ worldwic!e, F‘?thirPT Educati_odn is thel_global leader in
integrated education publishing, FatWire Education provides quality content,
can be CheCked assessment tools, and educational services in all available media to a worldwide
back In). marketplace, spanning the learning curve from birth through college and beyond.
Internationally we operate in 55 countries and 27 languages and have more
CheCk O.Ut When global publishing than any other competitor, FatWire Education has an
an assetis Checked . expeptiona_l oppqr_‘tunity for an .\_lssoc:iate M_ec!ia Producer in thx_e Back Bay, Boston
in (and therefore *Requirements: offices. This position is responsible for assisting the Producer in all aspects of
planning, specifying, researching, developing, managing, and testing assigned
can be checked new media projects. Projects will include multimedia CD-ROM packages,
OUt) supplemental tutorial and test generator packages, and web-based instructional
. material for all Fatwire titles, Qualifications: BA/BS a must, 1-3 years related
Wweb Publishing experience, Candidates must have a technical understanding,
awareness of, and interest in software development, the W, multimedia and
educational publishing.
*PostDate: 2004-02-29 00:00:00
Contact: Vinod Sherma
Created: Mar &, 2004 by admin
Modified: Mar &, 2004 by admin

Checking Out an Asset
Checking out an asset allows you and no one else to work with the asset. Other users have
view-only rights to the asset and its archived versions.
To check out an asset

1. Find the asset you want to check ouit.
2. Click the asset’s I nspect icon.
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3. Intheasset’'s “Inspect” form, click Check Out below the action bar.

Spark Job (Job): Associate Media Producer

- .
@ 1nspect  # Edit [ Delete |m0re... j & | 1tem is in your Active List

Check Out [ Check Out

Note

If the asset has been checked out by another user, the portal interface does
not display a Check Out button. Instead, the portal interface displays the
message “L ocked by User” (below the action bar) to indicate who has
checked out the asset.

If your checkout is successful, the portal interface displays the message “ Checkout
Successful,” and updates the checkout status as shown in the figure below:

‘@ Checkout was successful,

/ Spark Job (Job): Associate Media Producer

- =
@ 1nspect @ Edit [ pelete |m0re... j & | 1tem is in your Active List

Status
message

< Wersion 2 - Locked by admin Drheck In ) (_undo Checkout ] (_Show Versions

The portal application also logs your asset in the portlet “ Checked-out Content.”
(Document assets are also logged in the “ Checked-out Documents” portlet.) At this
point, no one but you has editoria control over the asset.

Undoing a Checkout

If you check out an asset and then decide that you don’t want to save the work you did on
it, you can cancel or “undo” the checkout. In this case, the asset is simply checked back in
and no new version is saved.

To undo a checkout

1. Find the asset whose checkout you want to cancel. (If you need help, see Chapter 7,
“Searching for Assets.”)

2. Click the asset’s I nspect icon.
3. Intheasset’s “Inspect” form, click Undo Checkout, below the action bar.
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tatus—> ‘@ Undo Checkout was successful

essage

Working with Revision Tracking

The portal interface displays the message “Undo Checkout Successful!” and unlocks
the asset in the database, without recording this checkout.

Close this window

Spark Job (Job): Associate Media Producer

e .
(A1) Inspect # Edit G Delete |m0re... j € | 1tem is in your Active List

Wersion 3 Check Out ] [ Show versions )

Checking in an Asset
Checking in an asset unlocks the asset, allowing others to work with the asset.

SOFTWARE

To check in an asset that you have checked out

1.

Find the asset you want to check in. (If you need help, see Chapter 7, “ Searching for
Assets.”)

Click the asset’s I nspect icon.
In the asset’s “Inspect” form, click Check In, below the action bar.
The portal interface displays the “ Checkin” form:

Check InSpark Job: Associate Media Producer

Name: Associate Media Producer
Description: Associate Media Producer
Status: Created

Version 2 - Locked by admin
1D: 1078781757102
Type: Spark Job

Modified: Mar &, 2004 4:55:35 PM by admin

Please enter a cormment for this revision and select "Check In" when done.
Select the "Keep Checked Out" option if you want to keep this checked
out,

Comments:( 1 changed the "Qualifications|" section. ;I

|

[ Keep Checked Out

[ Cancel ] [ Check In ]

this window

(Optional) In the Comments text box, enter comments or instructions regarding the
version that you are checking in. Your comments will be displayed with the asset title
when you view the asset’s version history.

(Optional) K eep Checked Out. Select this option if you want to back up the asset but
need to continue working on it.

Click Check In.
You are returned to your workspace.
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Examining Version History

As previously mentioned, revision history is automatically enabled for both document
assets and structured content assets. However, for document assets ten versions are tracked
by default. For structured content assets only one version—the current version is tracked
by default. Tracking of additional versions must be enabled by your administrator.

To examine an asset’s version history

1.

2.
3.

4.

Find the asset whose version history you want to examine. (If you need help, see
Chapter 7, “ Searching for Assets.”)

Click the asset’s I nspect icon.
In the asset’s “Inspect” form, click Show Versions below the action bar.
The portal interface displays a“Revision History Report” for the asset.

Note

The example below illustrates revision tracking for a structured content
asset. In this example, revision tracking begins with version 4 because the
administrator enabled tracking of multiple versions after version 4 was
created.

Revision History Report
Date

Comments

Yersion User
(i = 2004-05-25 20:46:26

2004-05-25 20:39:15

adrmin  Yersion created by Edit

adrnin Yersion created by Edit

You can view any listed version by clicking the appropriate I nspect icon in the | eft
column. The inspect view appearsin a separate window.

Rolling Back to a Previous Version

To roll back an asset

1.

SOFTWARE

Find the asset you want to roll back. (If you need help, see Chapter 7, “ Searching for
Assets.”)

Click the asset’s | nspect icon.
In the asset’s “Inspect” form, click Rollback, below the action bar.
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Working with ‘Checked-out Content’ and ‘Checked-out Documents’

The portal interface displays alist of the asset’s versions:

Rollback ¥Yersion Date User Comments
@ O 3 2004-06-14 17:11:12  admin testing doc procedure
] O 2 2004-06-14 17:05:54¢  admin Yersion created by Mew
'E' 1 2004-06-14 17:05:53 SYSTEM

Select the version that you want to roll back to and then click Rollback,

4. Select the option in the Rollback radio button next to the version of the asset that you
want to return to.

5. Click Rollback, below the action bar.

A confirmation message appears. Note that rolling back an asset creates another
version.

Working with ‘Checked-out Content’ and
‘Checked-out Documents’

When you need to know which assets are checked out to you, use the portlets “ Checked-
out Content” and “ Checked-out Documents” to obtain a comprehensive list.

Note

“Checked-out Content” displays structured content assets and document
assets that are checked out to you, but “ Checked-out Documents”
displays only document assets that are checked out to you. Your accessto
these portlets depends on the permissions granted to you by your
administrator.

Thelist provides a Check In button for directly checking each asset into the database,
without your having to open the asset’s “ Inspect” form. The list also provides the standard
I nspect and Edit icons for you to preview and edit the assets, as necessary, before
checking themin.

Note

Checking in an asset removes the asset from “ Checked-out Content” and
“Checked-out Documents.”
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Working with ‘Checked-out Content’ and ‘Checked-out Documents’

To check in assets

1.

Maximize “ Checked-out Content” or “Checked-out Documents’ toits full-screen
size.

In this procedure we use “ Checked-out Content.”

Find the asset you want to check in. If you need to sort assets, click on the appropriate
column heading.

Checked-out Content ==
Type Name Checkout Date
i) # Spark Document sAbsence Report Form.doc 2004-05-25 Check In
@ 4 Spark Job 4ssociate Media Producer 2004-05-25 ((Checkin )
@ ¢ Spark Job Manufacturing Planner  2004-05-21 ((Checkin )
@ ¢ Spark Job Staff Pharmacist 2004-05-25 ((checkin )

3. Click the asset’s Check I n button.

SOFTWARE

The portal interface displays the “ Check In” form:

Check InSpark Job: Associate Media Producer

Name: Associate Media Producer
Description: Associate Media Producer
Status: Created

Version 2 - Locked by admin
1D: 1078781757102
Type: Spark Job

Modified: Mar &, 2004 4:55:35 PM by admin

Please enter a cormment for this revision and select "Check In" when done.
Select the "Keep Checked Out" option if you want to keep this checked
out,

Comments:( 1 changed the "Qualifications|" section. ;I
=

[ Keep Checked Out

[ Cancel ] [ Check In ]

+ this window

(Optional) In the Comments text box, enter comments or instructions regarding the
version that you are checking in. Your comments will be displayed with the asset title
when you view the asset’s version history.

(Optional) K eep Checked Out. Select this option if you want to back up the asset but
need to continue working on it.

Click Check In.
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Working with ‘Checked-out Content’ and ‘Checked-out Documents’

Releasing Locked Assets

SOFTWARE

Theterm “locked assets’ is used in reference to assets that have been unintentionally
checked out. Releasing locked assets amounts to checking the assets back into the portal
application’s database.

Locking up of assetsis often caused by automatic checkout. Because automatic checkout
isin effect when revision tracking is enabled, you might accidentally check out an asset
while you work in the portal interface. If so, that asset islocked, so that no one else can
work with it. To ensure that you are not stopping other people from working with assets
that you inadvertently checked out, review the assets checked out to you and check in any
assets that you do not need.

To release locked assets

”

Follow the stepsin “Working with * Checked-out Content’ and * Checked-out Documents
on page 131.
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Publishing

SOFTWARE

The goal when using Spark or the CS portal interfaceis to publish content to a portal
where visitors can read and interact with that content. When you or someone else in your
organization publishes, you move assets from the management system to the delivery
system. In Spark and the CS portal interface, publishing tasks are performed using the
“Publish Console” portlet.

In Spark, publishing is executed by the Spark administrator or a user with administrative
rights. Therefore, Spark publishing is described in detail in the Spark Administrator’s
Guide.

This chapter describes how to perform publishing tasks in the Content Server portal
interface. It includes the following sections:

* Overview of Publishing
e The‘Publish Console’ Portlet
e Publishing Tasks
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Overview of Publishing

Overview of Publishing

The

If you are not already familiar with the concept of publishing in Content Server, itisa
good ideato read about it before going further. It isimportant to know the different
publishing methods, the process of approving assets for publishing and the publishing
protection mechanisms available in Content Server. You can find all of thisinformationin
the publishing chapter of the Content Server User’s Guide.

‘Publish Console’ Portlet

The “Publish Console” portlet in the CS portal interface enables you to view and manage
publishing activity at the publishing destinations set up for the sites to which you have
access. From the “Publish Console” portlet, you can do the following:

» Initiate publishing to a destination that has assets approved and ready to be published
* Locate held assets for a destination and resolve why they are held

* Review publishing events currently in session

» View schedule of publishing events

» View an audit trail of publishing events that have taken place

The next section of this chapter describes how you use the “Publish Console” portlet to
complete various publishing tasks.

Publishing Tasks

The following subsections describe how to approve and publish assets within the CS
portal interface, based on the assets of the Spark sample site.

Approving Assets for Publishing

SOFTWARE

You must have the right permissions to approve assets for publishing. Before approving an
asset that can be displayed, you should preview it first.

To approve an asset for publishing

1. Find and select the asset that you want to approve for publishing. (If you need help,
see Chapter 7, “Searching for Assets.”)
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2. Opentheasset in the “Inspect” form and choose Approve for Publish from the drop-
down list. The “Publish Approval” form appears:

Page: HelloPage

& preview @ Inspect # Edit G Delete mare... j a Add to My Active List
MName: HellaPage

Description: A page asset for HelloAssetWarld

Status: Edited

1D: 1025054041595

Muodified: 2002-11-04 17:21:34 by Fla

7 Static {using Export to Disk)
" Dynamic (using Mirrar to Server,
Approve for Destination: v ¢ s ) ) .
& MyExportTarget {using Export to Disk)

& MyMirrorTarget (using Mirror to Server)

3. Select the destination that you are approving the asset for (in the Spark sample site,
only “Mirror to Server” is available).

4. Click Approve.

Typical results are shown in alist of assetsthat are preventing the selected asset from
being approved, as follows:

‘@ This asset cannot be published until dependent assets have been approved.

rou rmust approve the following assets for destination MyExportTarget before HelloPage can be published:

& Collection HelloCaollectionHello A collection of articles in the Edited Mow 4, 2002 [
HelloAssetworld site
&  Hellolmage  Space Junk Space Junk Edited Mow 4, 2002 ]
Select All

5. Theasset cannot be approved because dependent assets need approval. Click Select
All to select all check boxes next to the assets that need to be approved and click
Approve. CS calculates the dependencies of these other assets and shows similar
results. Continue to approve related assets until all dependencies are resolved.

You can also approve assets from the “ Status” form; see the section “ Checking Approval
Status” on page 138.

Asset approval can aso be automated. For example, the sample workflow process,
Normal Article Process, that isincluded with the Burlington Financial sample site, has a
fina step action that automatically approves the workflowed asset to the supplied Static
and Dynamic target destinations. For more information, see “ How Workflows Operate” on
page 104.
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Checking Approval Status

SOFTWARE

To check on an asset’s approval status:

1.

Find the asset in the CS portal interface. (If you need help, see Chapter 7, “ Searching
for Assets.”)

Click the asset’s I nspect icon to the open the asset.

In the asset’s “Inspect” form, go to the action bar and select Status from the drop-
down list.

In the“ Status” form, scroll down to the Publishing Destination area, which is similar
to the following display:

Publishing

Destination:
2 preview this for MyExportTarget
Held. This asset cannot be published until dependent assets have
Approval State: bef” approved.
E3 Show assets preventing this asset from being published.
MyExportTarget: Template: HelloPageTemplate
File fPath: Specify Path/Filenarme, Start points
Start points: Mot an export starting point,
Approve
4 dependent a5sets
Dependents: 7 dependent assets
Preview this for MyMirrorTarget
MyMirrorTarget: Approval State: Approved, Approved and ready to publish to MyMirrorTarget,
Approve Dependents: 1 dependent asset

The form displays the approval status of the asset for each destination that is defined
by the administrator for the current site:

Preview this for destination — a hyperlink that you click to display the asset in the
preview window.

- For static publishing destinations, the default approval template (identified by
Template) checks the asset’s dependencies. For more information, see the
publishing chapter in the Content Server User’s Guide.

- For dynamic publishing and export to XML destinations, the asset is merely
displayed.
Approval State — describes the current state of the asset in the approval cycle. A

hyperlink is provided if some action is required; for example, Approvethisasset. For
more information, see “ Approval States’ on page 139.

File/Path: Start points — (static destinations only) alink to aform where you define
an export starting point; that is, atop-level page (for example, Home) from which to
calculate dependencies. Optionally, you can override file and path names that were
specified at the time the asset was created. For more information, see “ Assigning an
Export Starting Point” on page 141.

Approve Dependents—alink to alist of assets that are dependent on the current
asset. These dependent assets may already be approved, may need to be approved, or
may be held, pending approval of other dependent assets, as shown in the following
sample list snapshot:
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7 dependent assets

Publishing Tasks

Dependency

Approval

Description

&  Template HelloCaollectionTemplate

collection.
& HelloArticle
& Collection

spacejunk
HelloCollectionHello

This ternplate displays the
HelloCollectionHello

story about space debris

& collection of articles in

Status

Status Type

Edited MNeeds Exact
Approval

Approved Exact

Held

Edited

Edited Exact

the HelloAssetWorld site

When you click the Needs Approval link for an asset in the list, CS approves the asset
and calculates its dependencies. This asset’s approval status will now be either

Approved or Held.

When you click the Held link for an asset in the list, CS shows a list of assets that
need to be approved before the held asset can be published. Click Select All to select
all check boxes next to the assets that need to be approved and click Approve.

These two events parallel the actions that you take in steps 4 and 5 of the procedure
described in the section “ Approving Assets for Publishing” on page 136.

Approval States

Thefollowing table lists the approval states that can appear in the “ Status” form for each
publishing destination, what the states mean, and appropriate action, where indicated:

Approved. Approved and ready to
publish to destination

(Informational) This asset will be
published at the next publishing event to
this destination, unless the asset is
changed, or an exact dependency
changes.

Approved and published. Asset version
isthe same as that on destination

(Informational) An asset has been
published to this destination.

Currently checked out. Will not be
published to destination

(Action may be required) The asset is
checked out by auser. Although
approved, it cannot be published until
the user relinquishes control, by:

* Checkin - the asset must be
reapproved.

» Undo Checkout - the asset remains
approved and can be published.

* Rollback - the asset must be
reapproved.

Approved for inclusionasalink in pages
exported to destination.

(Informational) This asset is approved
for static publishing, if itislinked to
from the page that is being exported.

Asset has been modified since approved
for publish to destination.
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Approved, but approval for publish to
destination was based on versions of the
dependent assets that no longer exist.

Publishing Tasks

(Action required) The asset must be
reapproved so that its version matches
that of its dependents. Click the
Approve this asset link to initiate the
approval process.

Held. Approved, but dependent assets
have not been approved for publish to
destination.

(Action required) The asset will be held
until the dependents are approved. Click
the Show assets preventing this asset
from being published link to view and
approve the dependents.

Needs Approval. Not yet approved for
publish to destination.

(Action required) The asset must be
approved. Click the Approvethis asset
link to initiate the approval process.

This asset cannot be published until
assets referring to this asset have been
approved.

(Action required) A referring asset hasto
be approved before this asset can be
published. Related assets that are held

are aso listed and may require approval.
Click the Show assets preventing this

asset from being published link to view
and approvereferring and related assets.

Clicking the Show assets preventing this asset from being published link displays a
form similar to the following:

vou must approve the following assets for destination MyExportTarget before HelloCollectionHello can be published:
Status  Modified

Asset Type MName

Description Approve

&  Page HelloPage A page asset for HelloAssetworld  Edited Mow 4, 2002 [

Held assets related to: HelloCollectionHello
The following held assets are related to HelloCollectionHello and may prevent it from being published. They may be
held from publish due to changes that have been made to HelloCollectionHello:

Asset Type MName Description Status Modified Approve
&  Page HelloPage A page asset for HelloAssetworld  Edited Mow 4, 2002 [
Select All

Note that Hello Asset World isasimple site; in amore complex site, there would typically
belonger lists of assets. What's significant is that the form not only shows assets that must
be approved before the asset can be published, but aso shows any held assets that are
related to that asset. You can click Select All to select the assets in both lists and click
Approve to resolve all actual and potential conflicts.

Resolving Approval Conflicts

SOFTWARE

Approval conflicts arise when an asset is approved but is held from publishing because
dependent or referring assets have not been approved. The sections “ Approving Assets for
Publishing” on page 136 and “ Checking Approval Status’ on page 138 describe how to
resolve approval conflicts for individual assets.
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To resolve approval conflicts globally for multiple assets, use the “ Publish Console”
portlet to examine the publishing status for a specific destination, as described in the
following procedure.

To resolve conflicts for a destination:
1. Inthe CS portal interface, open the “Publish Console” portlet.

2. Choose adegtination from the drop-down list and click Select Destination.

3. Click the hyperlink to held assets, if any, for the selected destination. The list of held
assets appears:

2 assets are being held from publishing

Description Status  Modified Approve

& Collection HelloCaollectionHello A collection of articles in the Edited Mowv 4, 2002 Held
HelloAssetworld site

&  Page HellaPage A page asset for HelloAssetworld Edited Mowv 4, 2002 Held

4. Click the Held hyperlink in the Approve column to open the “Publish Approval”
form:

vou must approve the following assets for destination MyExportTarget before HelloCollectionHello can be published:

Description Status  Modified Approve

&  Template HelloCollectionTemplate  This termplate displays the Edited Mow 4, 2002 [
HelloCollectionHello collection.

5. Click Select All to select all check boxes next to the assets that need to be approved
and click Approve.

6. Returntothelist of held assets for the destination and repeat steps 4 and 5 until you
have resolved all approval conflicts. The batch of approved assets can then be
published to that target destination.

Assigning an Export Starting Point

SOFTWARE

When you export to disk, you must define a publish starting point so the system knows
where to start publishing from; that is, you specify atop-level asset, to publish that asset
and all the assetsit links to.

When you assign an asset as a starting point, you a so have to specify the template to use
for the asset. You can specify multiple templates for different publishing contexts.

To assign an asset as an export starting point:

1. Findtheasset in the CS portal interface. (If you need help, see Chapter 7, “ Searching
for Assets.”)

1. Click the asset’s | nspect icon to the open the asset.

2. Intheasset’s “Ingpect” form, go to the action bar and select Satus from the drop-
down list.
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In the Publishing Destination portion of the “ Status” form, locate the static
destination and click the Specify Path/Filename, Sart Pointslink. The asset form
presents specific fields, as shown in the following example from the Hello Asset
World sample site:

For Destination: MyExportTarget
Path: IHB”D

Filename: |W0r|d

Is this asset an export starting point? @ ves  No

; Template Force specified path Force specified filename
Using templates:

¥ HelloPageTemnplate I~ I~

Fill in theform asfollows:

a. Path (optional) Specify adirectory path to override the path specified on the asset
form, if any. Be sure to follow the naming conventions implemented by the
administrator. Note that you can specify this value independent of declaring the
asset a starting point.

The path is appended to the installation-dir/export directory. For this
example, then, the path becomes installation-dir/export/Hello.

b. Filename (optional) Specify afile nameto override the file name specified on the
asset form, if any. Be sure to follow the naming conventions implemented by the
administrator. Note that you can specify this value independent of declaring the
asset a starting point.

Thedefault filenameis site-assettype-template assetid.html. The
specified file name replaces the asset 1D in this string. For this example, then, the
file name becomes site-assettype-template World.html. CSusesa
naming convention that guarantees uniqueness. If you override this default
naming convention, the file name that you specify must be unique.

To summarize, the path and file name specified here is specific to the destination.
If these fields are left blank and the asset itself has a path and file name specified,
those values are used. Otherwise, CS uses the default naming convention to
determine the path and file name. For more information, see the Content Server
Administrator’s Guide.

c. Click the template to usefor the starting point. Clicking atemplate automatically
selects the Yes radio button. You can select multiple templates to define multiple
starting points. For example, you might want a text-only starting point and a
graphics-rich starting point, in which case, you might select the respective
templ ates.

d. Indicate whether to force the specified path. Looking at the example, if you force
on path, but not on file name, the path and file name become Hello/site-
assettype-template World.html

e. Indicate whether to force the specified file name. Forcing the file name drops the
site-assettype-template portion, sothat the name becomes simply thefile
name. Looking at the example, the path and file name then becomeHel10/
World.html.

If you are defining multiple starting points, you can force the file name for only
one of them.
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Click Save. The“ Status’ form is updated with the specified information.

Publishing Approved Assets

Asyou approve assets, they are aggregated by destination for publishing. When assets are
published, they are mirrored on the server or exported to disk, as appropriate to the
publishing delivery type.

Publishing can occur immediately from the “ Publish Console” portlet, and as a scheduled
event that the administrator sets. In both cases, publishing occurs as a background process,
S0 you can continue to work in the CS portal interface. Who can publish isamatter of site
policies and procedures.

SOFTWARE

To publish approved assets:

1.
2.

In the CS porta interface, open the “Publish Console” portlet.

From the Publish destination drop-down list, choose a publishing destination. The
“Publish” form appearsin aformat based on the delivery type:

For Export to Disk:

Publish destination: MyExportTarget

Destination: MyExportTarget using Export to Disk
Arguments:

1 reference with its associated references is ready for publish,

References calculated using these starting points,

The Export to Disk delivery type isreference-based; that is, the HTML files being
published contain references to the approved assets. If there are no asset references
ready to be published to the selected destination, the Publish button does not appear
on theform. Thereisalso alink to starting points. Remember that publishing to a
static destination requires a starting point (for more information, see the publishing
chapter in the Content Server User’s Guide).

For Mirror to Server:

Publish destination: MyMirrorTarget

Destination: MyMirrorTarget using Mirror to Server
Arguments:

1 asset is held for publish,

6 assets are ready for publish,

If there are no assets ready to be published to the selected destination, the Publish
button does not appear on the form.

To view the list of approved assets, click the hyperlink:
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Publish destination: MyMirrorTarget

Destination: MyMirrorTarget using Mirror to Server
Arguments:

6 Assets to be published:

Description Status Modified
@ @ & Helloarticle roswell story about Roswell, New Mexico  Edited Mowv 4, 2002
&3 F HelloImage Tractor Soup  Tractor Soup Edited Mowv 4, 2002
&3 F HelloImage Space Junk Space Junk Edited Mowv 4, 2002
&3 F HelloImage Survey A picture of a survey Edited Mowv 4, 2002
&3 F HelloImage  Alien Image A picture of an alien Edited Mowv 4, 2002
&3 F Query HelloQuery Query for HelloArticles Edited Mowv 4, 2002

Clicking Back takes you to the previous view.

To publish the approved assets to the selected destination, click Publish. At the
confirmation message, click OK to continue.

A message either confirms that the publishing task started, or denotes that the task
could not be started because publishing isin progress to the destination. Click the
hyperlink to return to the Publish Console.

Note

You cannot selectively publish assetsto a destination; that is, you can
only publish all approved assets.

Viewing Current Publish Activity

SOFTWARE

To examine current publish activity:

In the CS portal interface, open the “Publish Console” portlet.

2. Scroll down to Running Publish Sessions, shown as follows:

Running Publish Sessions

Destination Publish Begin Time Status  Published by

(@ MyMirrorTarget Mov 5, 2002 12:49:47 PM  Running  Bobo

Note the following about running sessions:

- Thislist displays currently running publishing sessions (by destination) that were
triggered either from the Publish Console or as atimed event. The sessons are
listed with the most recent one first.

- Status can be either Running or Error, which isahyperlink to an explanation of
the problem and possible causes.

- Thereisan inspect icon that allows you to review the activity in progress. If a
session has a status of Error, atrashcan icon appears so that you can delete the
session after troubleshooting the cause of the error. These icons appear only for
destinationsthat are configured for the current site. For other destinations, you can
view whether apublishing session isin progress or in error, but you cannot i nspect
the session contents or delete a session that isin error.
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Viewing Scheduled Publish Activity

To check scheduled publish activity:

In the CS porta interface, open the “Publish Console” portlet.

2. Scroll down to Scheduled Publish Tasks, shown as follows:

Scheduled Publish Tasks

Destination Publish TimefDate Scheduled By

MyMirrorTarget  5,12,16:0:0 1,3,5/*/* Bobo
MyExportTarget  0:0:0 */%/% Bobo

Note the following about scheduled publishing:
- Theadministrator configures publishing as a timed event by destination.
-  Timeformatishh:mm:ss W/DD/MM, where:
hh (hours)=0-23
mm (minutes)=0,15,30 or 45
ss (seconds)=0
W (days of the week)=0 (Sunday) -6 (Saturday)
DD (days of a month)=1-31
MM (months)=1-12
In the example shown, publishing is scheduled to MyExportTarget every day of the

year at midnight. For MyMirror Target, publishing is scheduled for every Monday,
Wednesday, and Friday at 8:00 am., noon, and 4:00 p.m.

Schedule information is available for al destinations across all sites.

Viewing Publish History

SOFTWARE

To review publish history:

In the CS porta interface, open the “Publish Console” portlet.

2. Scroll down to Publish History, shown asfollows:

Publish History

Destination Publish End Time Status Published by

(@ 1 MyMirrorTarget  MNow 5, 2002 12:49:54 PM Failed  Bobo
(@ 1 MyExportTarget MNowv 5, 2002 12:45:15 FM  Done Bobo
(@ 1 MyExportTarget MNow 5, 2002 12:23:47 PM Done Bobo

Note the following about publishing history:
- Thislist displays up to 20 completed publishing sessions. The sessions are listed
with the most recent onefirst.

- Status can be either Done (success) or Failed (trapped as an error when the
Session was running).

- Thereisan inspect icon that allows you to review the results of a completed
session, as shown below. A trashcan icon is available to del ete a session record.
You can archive session records before deleting them. Theseicons appear only for
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Chapter 11. Publishing

SOFTWARE

Publishing Tasks

destinationsthat are configured for the current site. For other destinations, you can
view whether sessions have completed, but you cannot inspect the session results
or delete the session record.

Publish session: 1036515998334

Destination: MyExportTarget using Export to Disk
Arguments:

Published by: Bobo

Publish Date: Moy 5, 2002 12:45:15 PM

Exported references:
Asset Name Type Template Other Arguments

& HelloPage Page HelloAssetworld/Page/HelloPageTemplate

Successful completion

Go to Sublish Console

The eyeball icon lets you preview the published asset; the asset name link opens
the published asset in the “Inspect” form.
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