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About This Guide

SOFTWARE

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

Since this guide is written specifically for content providers, it isintended to help you use
Content Server efficiently to perform your content management tasks without requiring
technical proficiency. Typically, content providers are specialists in fields such as
corporate communications, finance, human resources, sales, and marketing whose
expertise is rooted in content, and not the software used to manage it.

This guide is also helpful to individual s who support content providers, perform their
functions, or smply need to understand Content Server’s basic concepts, such as
administrators who support content providers by developing and customizing the
installation to meet their needs.
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About This Guide

Who Should Use This Guide

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

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

How This Guide Is Organized

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

Part 1: Introduction

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

Part 2: Working in the Dashboard Interface

This part describes how to use Content Server’s Dashboard interface. It exploresthe basics
of the navigation and interaction with the Dashboard interface, explains tasks common to
working with all asset types, and goes on to describe specific tasks and processes that you
as a content provider will need to accomplish when working with Content Server.

Part 3: Appendices

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

Other Helpful Information

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

Figures and Diagrams

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

Typographic Conventions

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

» bold type —indicates names of buttons, links, fields, and form sections displayed in
theinterface, aswell as any information you might be asked to enter verbatim into the
Content Server interface.

e “textin quotes’ —indicates names of forms, screens, and drop-down lists displayed in
the interface.

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

* monospaced type —indicatesaURL, afile system path, or a piece of code.

Related Publications

SOFTWARE

The FatWire library includes publications written for Content Server developers and
administrators. The publications are provided as product manuals with your Content
Server installation. They are also posted on the Web at the following URL.:
http://e-docs.fatwire.com/CS

The 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 as white papers, provide information about Content Server’s
feature set and its business applications. To obtain these publications, contact
sales@fatwire.com.
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Part 1
Introduction

This part provides an introduction to Content Server. It contains the following chapter:
e Chapter 1, “Overview”
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Chapter 1
Overview

As acontent provider, you create, manage, and deliver web site content. Your expertiseis
rooted in the content, not in the software used to manage it. Since this guide is written
specifically for content providers, it isintended to help you use Content Server efficiently
to perform your content management tasks, without requiring technical proficiency.

This chapter contains the following sections:

SOFTWARE

Introduction to Content Server

Exploring Content Management Concepts

What Can You Do with Assetsin the Dashboard Interface?
Permissions to Assets

Selecting Page Content

Dependencies

Approving and Publishing Assets

Users, Roles, and Workflow Assignments

Revision Tracking

Featuresin the Dashboard Interface
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Introduction to Content Server

Introduction to Content Server

SOFTWARE

Content Server is a software suite that allows you to create and manage content to be
published on your online site. The content is stored in Content Server’s database. You
create and manipulate the content using Content Server’s interface, which provides a
simple and intuitive way of accessing and working with the CS database.

The content that you manage with Content Server depends on the nature of your
organization: a news site might produce articles, photos, and video clips; a human
resources department might manage job postings and personnel policies; an online retailer
might offer product descriptions, special offers, coupons, and so on.

The content objects that you manage using Content Server are called assets. Articles,
product descriptions, photos, video clips, and other content stored in the CS database are
assets. An asset moves from its creation to your online site in steps, and the process by
which assets move from person to person through those stepsis called wor kflow. As the
asset moves through its workflow, you can use revision tracking to audit the changes made
to the asset along the way.

Your end goal isto publish your content so that your site visitors can view it. When
content is published, it is copied to your delivery system and made available to the visitors
of your online site. (Publishing functions are available in the Advanced interface.)

Content Server Systems

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

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

When you create and edit content in Content Server, you use content entry forms. Their
purpose isto give you an easy and intuitive way to access and work with the CS database
that stores the content. A content entry form is specifically related to the online site and
the CS database, as illustrated in Figure 1 and Figure 2, and explained below:

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

2. After you (or another user) approve the content for publishing, you or the CS
administrator publishes the content to the delivery system, whereit isstored in a
duplicate database (step 2 in Figure 1).

3. Finaly, when the content is requested by a site visitor for viewing, it isretrieved from
the database, formatted, laid out, (step 3 in Figure 1) and delivered to the site visitor’s
browser by code (step 4 in Figure 2). (This code is created by site designers and/or
developers.)

Content Server 7.0 Dashboard Interface User's Guide
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Figure 1:

Introduction to Content Server

A content entry form

17

FSIINECUnveilsFirstMobilePhonewithHD

en_US - Master Asset |8

) Save &Close

o Apply, | 38 cancel |

@ content *
O Metadata
O Relations *
&

O wiorkflow
© Publishing
&

Name:

Description:

Headline:

Subheadline:

[ Required fisid *

|FSIINECUnve\IsFirstMohiIePhonem

INEC Unveils 1st Mobile Phone wit|

Telecorn Asia 2004 in Busan,

Abstract: |- A tiny 1.5GE hard drive in the phone
greatly expands memory capacity,

- The phone is also equipped with a 2.2" 5]

- The phone makes its debut at ITU j

PostDate: IlD/‘llf'ZDml Hour: 12 [=Win:j00 = SBDJIEIEI b | ERTEEN

<p=BUSAMN, Kores - Septernber 7, 2004 © MewElectronicsCompany [
unveiled the first-ever mobile phone {model: SPH-YS400) with an
internal hard disc drive. The carnpany's latest innowation, which also
comes with a mega-pixel camera, is currently being exhibited at the
ITU Telecom Asia 2004 from September 6 to 11 at the Busan
Exhibition and Conference Center (BEXCO) < /p=>

Body: |<p=The w5400 is equipped with 2 1-inch diagonal, 1.5GB hard disc
drive that greatly expands the memory capacity of mobile phones

From the conventional 100ME maximum capacity. In addition, the
phone boasts a high-resalution (QVGA) 2.2-inch liquid crystal

display and includes features, such as MP3 plaver, electronic book

and Karean-English/English-Korean dictionaries. & powerful
microphone enhances the camcorder function, while dual speakers  [&]

1 Content
entered into
the content
entry form is
stored in the
content
management
system’s
database. 2 After
approving
the content
for
publishing, a
content
provider or
administrator— =
publishesthe
content to
the delivery
system
database.

N

~_

Content Management
System Database

Include

~

Delivery System Database

3 When the
content is
ready for
display on
the online
site, is
retrieved
from the
database,
formatted,
and laid out
by the code
created by
the site
developers.

Code

Content Server 7.0 Dashboard Interface User's Guide

SOFTWARE




Chapter 1. Overview

Figure 2:

Introduction to Content Server
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NEC Unveils 1st Mobile Phone with Hard Drive

by John Doe

BUSAM, Korea - September 7, 2004 : NewElectronicsCompany unveiled the first-ever mobile
phone (model: SPH-5400) with an internal hard disc drive. The company's latest innovation,
which also comes with a mega-pixel camera, is currently being exhibited at the ITU Telecom
Asia 2004 fraom September B to 11 at the Busan Exhibition and Conference Center (BEXCO).

The 5400 is equipped with a 1-inch diagonal, 1.5GB hard disc drive that greatly expands the
memary capacity of mobile phones from the conventional 100MB maximum capacity. In
addition, the phone boasts a high-resolution (%GA) 2. 2-inch liquid crystal display and
includes features, such as MP3 player, electronic book and Korean-English/English-Korean
dictionaries. A powerful microphone enhances the camcorder function, while dual speakers
provide a 30 sound effect.

The breakthrough product will be available for Korean consumers in mid-September.
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so

Introduction to Content Server

In simple terms, a content entry form accepts raw content for storage in the CS database.
When the content is requested by a site visitor, the delivery system renders the content
(unlessit is aready cached) and displaysit in viewer-ready form in the visitor’s browser.

Content entry forms offer the following advantages:

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

A content entry form can be thought of as awindow into Content Server’s database.
Content that you enter into aform isstored in the database. Content that you retrieveis
read from the database and displayed in an editorial version of the content entry form.

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

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

No content entry form requires its users to format the content they enter or edit.
Formatting is accomplished by code, which is created by the site developers to meet
the site designer’s specifications. As a content provider, you remain strictly focused
on the content you are providing and its quality.

Required information is clear.

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

Reusability and consistency are maximized.

Each piece 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 online site as necessary.
Reusability ensures consistency across the site by eliminating the need for re-creating
content each time it must be used.

FTWARE
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Exploring Content Management Concepts

This section explains how Content Server defines and treats content. It explains terms
such as “assets,” and “asset types,” which are used throughout this guide.

Content: Asset Types and Assets

SOFTWARE

An “asset type” isan object that definesto CS users the type of content they are expected
to provide. An asset type is used to create assets of that type. For example, if you publish
magazine articles and sports car advertisements, you would create the articles from the
“Article’ asset type and the advertisements from the “ Sports Car” asset type. Each asset
type is created by a developer and actualized in the CS interface as a content entry form,

such as the one you seein Figure 1, on page 17 (The same content entry form is shownin
Figure 3.)

The content you are expected to provide is defined by the set of field names which make
up the form and prompt you for the content. By populating the fields and saving your
entries, you create an object called an “asset” in the CS database. That asset is content,
which you can edit or delete, passthrough aworkflow, and publish. Figure 3 illustrates the
concept of an asset type and an asset, and shows how an asset containing a news article is
related to the “ Article” asset type.
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NEC Unveils...

-The phone m...

10/11/2004

<p>BUSAN, K...

~_ -

CS Database

the content
provider)
define the
asset.

When you click
Save & Close, the
asset (a news
article in this
example) is saved
to the database as
aline itemin one or
more tables.
(Because of the
content entry form,
you never have to
access the
database directly.)

An asset type is reusable, allowing you to create many unique assets from a single content
entry form. Each asset is an instance of its asset type.
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In our examplein Figure 3, we have the “ Article” asset type from which a content
provider created a newspaper article on the subject of phone technology. Other content
providers created the Finance Article asset, the Gardening Article asset, the Sports Article
asset, and the Music Article asset (shown below), all of which are instances of the
“Article” asset type:.

CRIE B Finance
iCnntent Headline: l— Artic | e
Metadata S ts

O relations . l— por
O Marketing Byline A I’t IC | e
O Workflow =
© publishing
s
O ersions

Body:

| .
Music
Copyright: Article
] Gardening
remes Article

In the next example, we have the “ Sports Car” asset type, with adifferent set of fields,
from which content providers created the Lotus, Ferrari, Maserati, and Bugatti assets. All
are instances of the “ Sports Car” asset type.:

) | oy | cance
Lotus
ﬁ content Maker: l— Esp rlt
Metadata
O Relations : Fer rarl
© Marketing EiGele 330
© Workflow
O publishing Transmission: l—
o
O versions Engine: I— '
Displacement: l—
Torque: l—
Horsepower: l— |
Bugatti
T — g
— I Maserati
200SlI
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Typically, developers create many different asset types, giving you an appropriate range
and type of content to create and publish. Each asset type has its own content entry form,
formatted as shown on this page, but with a unique set of fields. When saved, an asset is
stored in Content Server’s database. The asset can be edited, inspected, deleted,
duplicated, placed into workflow, tracked through revision tracking, searched for, and
delivered to the online site.

Note

To be technically accurate, the fields described in this section are attributes. The
distinction is important to administrators and developers, but does not affect the
content provider’s work or understanding of content management in Content
Server. For this reason, theterms “field” and “attribute’ are used interchangeably
throughout this guide.
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Structured Content Assets and Document Assets
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As acontent provider, you are likely to manage two kinds of assets: structured content
assets and document assets. The difference is that a structured content asset requires you
to enter prescribed pieces of content directly into the Content Server interface, whereas a
document asset requires you to provide afile with the content (or layout) of your choice.
The devel oper who creates the asset type specifies whether the asset type supports
structured content, or documents, or both.

Structured content is used to enforce uniformity and standards. By contrast, file-based
content is used when afree-style approach is acceptable. File-based content gives you the
freedom to compose content of your own choice, and to present it in your own format.

 When creatingastructured content Structured Content Asset
asset, you enter the content directly l )
into aform (asexplained earlier). The P
fieldsimpose content structuring by Oz || | | ]
prompting you for specific ,‘f;:f:;”:g Byl |
information—for example, a © workfion
headline, abyline, and body text (as ™"
shown in the inset). i ot
When the content is published, its
format and layout (predetermined by
site designers) are implemented in the
template that you chooseto render the IERFAE |
content. Ko | |
*  When creating a document asset,
you enter content into afile of the Document Asset
format of your choice (a Word ] oy | cancel |
document in this example), then ® Content
attach the file to the document asset. O Hetadata Name: [FSIl iac-053 doc
Optionally, you enter information © Relations o
describing the content, such asname, O #rksting Description: |
file size, format, or associated (‘: workilon FSi1 Product Information Sheets
keywords, into the additional fields ™" " @l
that developers might havecreatedto & :
help you describe the file and its Documant |—F"e: AL |
content. '
CS-DocLink, an extension to Title: [Proguct Infermation Sheet

Windows Explorer, provides an easy
way to create and manage document
assets outside the CS interface. See
“Creating aNew Asset in
CS-DocLink,” on page 72 for more ——
information. To find out if your T e
system is set up to support the CS-

DocLink client, contact your administrator.

Subject: |

Author: I

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

Content Server 7.0 Dashboard Interface User's Guide
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Multilingual Assets

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

Content Server allows you to assign a local e designation to each asset, and to group
together assets that are translations of one another. Thisway, you can easily track, manage,
and publish multiple language versions of your content.

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

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

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

Design Assets

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

» “Template’ assets create thelook and feel of the web site. As a content provider, you
assign “ Template” assets to structured content assets to apply specific formatting to
your content. Each “Template” asset formats assets of a specific type. Consult your site
developers for instructions on how to work with the “ Template” assets available to you

» “Page’ assetsare“containers’ that reference the assets congtituting a page (or a
portion of a page) in the online site; they provide the structure and organization for the
displayed content. You can inspect and preview “Page” assets by invoking them from
the Site Plan tree, the Asset Tree, or alist search results.

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

Content Server’s Data Models

Asset data model s define how content is stored in the Content Server database—in either a
flat (single-level) or hierarchical (multi-level) structure. In Content Server, the flat model
isreferred to as the basic model, and the hierarchical model asthe flex model.
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The data model is chosen by the developers during asset type creation to suit site design
requirements. | n most of your tasks as a content provider, the distinction between the asset
modelsis not relevant, since the majority of the functions you perform in Content Server
are the same whether you are working with basic or flex assets. This guide indicates when
afunction or situation is uniqueto either basic or flex assets. Consult your administrator to
determine the assets model(s) used on your site.

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

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

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

Content Management Sites

so
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A content management (CM) site is the backend for the online site or one of its sections,
and like everything elsein Content Server, it is stored in the CS database. A CM siteisthe
structural and logical framework that references several types of information:

» A CM sitereferences all of the assets, asset types, and asset rel ationships that
constitute the actual online site (or a section of it).

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

Q Site Plan

(= SitePlan
f O FirstSitelIl Site

(T-) @ Placed Pages
L
@ = rsrmHome

-

© [E rarraricles

L )
FEIITopStories
1

@ & rsrproducts
FSIIHotProducts

= FEIIShoppingCart
= FSIILogin

® & rsiabout

FSIILatestMews

FSIIHotIterns

FEIIHomePageText

é) = Horme {fr)
=

L
(T.) Horme {de)

Notice the hierarchical structure in which the content is organized.
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» A CM site also references the users, roles, and workflow processes used to manage
and organize the site’s content. The CS administrator is responsible for managing
these objects. Which CM sites you can work with is determined by the permissions
granted to you by the CS administrator.

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

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

TheFirstSite |l sample site has anumber of users holding different sets of permissions
to functions (such as searching or editing assets) and specific types of assets, as shown
in the following figure:

User Role Management
Site: wFirstSitell

Select the user to modify:

@& G Arthur ArtworkAuthor

@ & G Connie ContentEditor, DocurmentEditor

@ & G Conrad Contentauthor, DocumentAuthor

@ & G Desires ArtworkAuthor, Designer

@ & G Mark ProductAuthor, MarketingAuthor

@ & G Martha ArtworkEditor

@ & G Mary ProductEditor, MarketingEditor

@ & G Mapaoleon approver, WorkflowAdmin, SiteAdmin

@& G Rose ProductEditor

@ & G firstsite Contentauthor, Approver, MarketingEditor, G_‘eneralndmin, o .
ArtmarkEditor, Sitamin, Protudthuthar, DacumentEditor, This list is available only
Designer, ProductEditor, WorkflowaAdmin, MarketingaAuthor to administrators USIng

@ & @ fwadmin  Generaladmin the Advanced interface.

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

Note

Throughout this guide, the phrase “current site” refers to the CM site you are
logged in to at the time, and not the online site that the visitors access.
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What Can You Do with Assets in the Dashboard
Interface?

The Dashboard provides access to Content Server features listed in Table 1, on page 33.
What you can do individually is determined by the role(s) granted to your user name by
the administrator. If you do not have the right permissions, the function is unavailable to
you — it is either grayed out, hidden from your interface, or it produces an error message
when you attempt to use it.

Permissions to Assets

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

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

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

Selecting Page Content

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

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

When the “ Page” assets are rendered into online pages, Content Server uses the templates
assigned to each asset referenced by the “ Page” asset to apply the desired look and feel to
the rendered content. The templates control which content goes where, how it is
formatted, which buttons appear and what they do, and so on.
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Dependencies

Dependencies are an important consideration for the content provider, because they
govern how assets can be managed—for example, if (and in what order) assets can be
deleted or approved.

Dependencies are rel ationships that exist among assets which have somehow been
associated with each other. You associate assets with each other for the following reasons:

» Tokeep and publish together assets you want to stay together —for example, a
“Product” asset and the supporting “Image” and “ Datasheet” assets. This ensures the
integrity of your site by avoiding broken links and missing data.

» Toavoid repetition and errors by sharing information among assets. When multiple
assets share a piece of content, you ensure that the content remains identical.

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

» Developers can create a data model that hierarchically associates one type of asset
with another. You then associate assets of those types when you create the assets. For
example, you can associate a particular “ Product” asset (such as an M P3 player) with
a particular “Document” asset (such as an owner’s manual in PDF format). The
association creates a dependency.

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

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

For example, if you try to delete an asset that is referenced by other assets, Content Server
displays alist of assets referencing the asset you are trying to delete. You must first
remove the reference creating the dependency between the assets; only then can the
referenced asset be deleted. If ahierarchical relationship exists between multiple assets,
you must remove the dependencies the bottom of the hierarchy up.
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roving and Publishing Assets

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

Approving Assets

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

Note

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

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

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

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

For instructions on approving assets for publishing, see Chapter 8, “Approval for
Publishing.” For an in-depth explanation of Content Server’s approval mechanisms, see
the Content Server Advanced Interface User’s Guide.

Publishing Assets

SOFTWARE

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

Note that publishing is a background operation; you can continue to work in the Content
Server interface while a publishing session is running. However, the assets being
published cannot be opened, edited, or deleted until the publishing session ends.

For an in-depth explanation of Content Server’s publishing mechanisms, see the Content
Server Advanced Interface User’s Guide.
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Users, Roles, and Workflow Assignments

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

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

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

When workflow isin use on your CS system, tasks and permissions are for the most part
assigned to roles rather than user names. Although you log in with your user name, it is
your assigned role that determines what you can do. (Click the My Roleslink in the
Dashboard paneto see alist of your roles.)

When you log in to the CSinterface, the Dashboard pane shows you a snapshot of your
current workload. To see all of the assets assigned to you, click the Assignmentslink in
the Dashboard pane. (Alternatively, you can click the My Assignments tag in the Tags
tree in the navigation pane).

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

When you are done working with an asset, you indicate that you have finished your
workflow assignment for that asset by using the Finish My Assignment function. Content
Server then changes the asset’s state and determines who gets the assignment next,
according to the workflow process. For more information about workflow, see Chapter 9,
“Workflow.”

Revision Tracking

Content Server can track and recall changes made to assets. If your administrator has
enabled revision tracking for a particular asset type, then you can do the following with
assets of that type (for detailed information, see Chapter 10, “Revision Tracking”):

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

* Review the changes made to an asset.
* Restore an asset to a previous version (rollback).

Check In and Check Out

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

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

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

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

Archive Options

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

Cancelling Checkout

If you check out an asset and then decide that you do not want to save the changes you just

madetoit, or if you checked an asset out by mistake, you can undo the checkout. In such
cases, Content Server does not store a new version of the asset.nor make arecord of the
checkout in the database.

Rollback with Revision History

If, after saving an asset, you decide you do not want to keep the changes you made to it,

you can roll the asset back to any of its stored previous versions by using the Rollback
function. When you have an asset checked out, you can roll it back to any previous
version. If you try to roll back an asset that is checked in, CS checksit out to you
automatically. You or any user can examine the asset’s revision (version) history.

SOFTWARE
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Features in the Dashboard Interface

Table 1 provides an overview of the features available in the Dashboard interface. It also
shows which features are exclusive to either the Dashboard or Advanced interface.

Table 1: Features comparison

Administrative Controls

Performing administrative tasks ‘ ‘ v
Asset Model
Basic assets v v
Flex assets v v
Editorial Functions
Create and copy assets v v
Edit assets v v
Delete assets v v
Finding Assets
Perform simple searches v v
Perform advanced searches Using Lucene's Form-based
query syntax
Sort search results v v
Save search criteria v
Save search results v v
Attribute value search Limited to
v pre-defined
attributes
Visually browse a site's structure (site plan) v v
Visually browse flex family hierarchies v v
Organizing Assets
Work with tags v N/A
Work with the Active List N/A v
Share assets across sites v v
WYSIWYG Editors
Work with FCK Editor v v
Work with eWebEditPro N/A v
Work with Real Objects N/A v
Work with the DatePicker v v
Work with the ImagePicker N/A v
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Table 1: Features comparison (continued)

InSite Interface

Preview assets v v
Edit assets (“Editing” mode) v v
Add, replace, remove, and position assets on apage v v
(“Page Layout” mode)
Finish workflow assignments v v
Search for assets v v
Asset Associations
Associate assets with other assets v v
Assign templates to assets v v
Assign assets to pages v
Work with collections v
Place and unplace pages v
Embedded Links
Embed links to other assets WY SIWY G- Standard and
enabled text WY SIWY G-
fields only enabled text
fields
Embed contents of other assets by reference WY SIWY G- Standard and
enabled text WY SIWY G-
fields only enabled text
fields
Embed links to external web sites WY SIWY G- Standard and
enabled text WY SIWY G-
fields only enabled text
fields
Work with “Link” assets
v
Multilingual Assets
Assign local e designations to assets v v
Work with linked translations of content v v
Compare translations v N/A
Workflow
Pass assets through workflow v v
Work with workflow groups v
Work with workflow reports v
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Table 1: Features comparison (continued)

Features in the Dashboard Interface

Engage

Work with segments

Rate assets for segments

Work with promotions

Work with recommendations

A IANIENIRN

Publishing

Approve assets for publishing

Remove assets from the publishing queue

Publish assets

Monitor and manage publishing sessions

A IANIENIRN

Revision Tracking

Track revisions to assets

\
\

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

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

This part describes how to use Content Server’'s Dashboard and InSite interfaces to
perform simple and advanced asset management tasks. It contains the following chapters:

Chapter 2, “ Getting Started”

Chapter 3, “Creating and Editing Assets’

Chapter 4, “Finding and Organizing Assets’

Chapter 5, “Working with Multilingual Assets”
Chapter 6, “Working with the InSite Interface

Chapter 7, “Associations, Links, Sharing, and Ratings’
Chapter 8, “Approval for Publishing”

Chapter 9, “Workflow”

Chapter 10, “Revision Tracking”
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This chapter describes how to log in to and use Content Server’s Dashboard interface.

It includes the following sections:

Logging In

Quick Tour

Additional Ways of Accessing Assets
Switching to Another Site

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

Note

Make sure you are using a supported browser. Contact your CS administrator if you are
not sure whether your browser is supported.

To log in to the Dashboard interface

1. Open your browser and enter the URL to your Content Server system. You can obtain
this URL from your administrator. The URL has the following syntax:

http://<servers>:<port>/<contexts>
where:
- <servers> iSthehost name or | P address of the machine running Content Server.

- <port> isthe number of the port on which Content Server islistening for
connections.

- <context> refersto the application context root (URI) assigned to the Content
Server application when it was installed.

Note

e If you have questions about the Content Server URL, your user name, or
password, contact your administrator.

e The exercises throughout this guide are based on the firstsite user
(password firstsite) logged in to the FirstSite |1 sample site.

The login page appears. The page contains the login form:

FatWire | Content Server 7

select a Site... [H

Note

Your devel opers might have customized the login page to include links and other
information specific to your organization. Consult your devel opers to find out more
about such custom content.
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Notice that the bottom left of the login page lists which FatWire products are install ed:

Installed Products:

Content Server ¥.01
Engage 7.01

Analktics 7.02

Spanish Language Pack

2. Loginto thesite you want to work with. Do the following:

a. (Optional) If you have previously worked with Content Server in this browser on
this machine, select the site you want to work with from the “ Select Site”
drop-down list.

Note the following about this list:

- The"Select Site” drop-down list shows the sites availabl e to the user name you
most recently used to log in to Content Server. The site you logged in to most
recently is pre-selected in thelist. Thelist is updated each time you log in.

- If youarelogging in for thefirst time, or you have recently cleared the
browser’s cookies, thislist is unavailable (greyed out). If so, proceed to step b.

- If you are logging in with credentials different from those you used during
your last session, thislist will beinvalid. In such case, proceed to the next
step; you will select the site you want to work with after you log in.

- Thislistisstored in abrowser cookie on your machine. If you use adifferent
browser or machine from the one you normally useto log in to Content
Server, the contents of thislist will not be carried to the new browser or
machine.

b. Enter your user name and password into the appropriate fields.

c. (Optional) If you want Content Server to save your user name so that you don't
have to enter it the next time you log in, select Remember my user name.

Your user name is stored in a browser cookie on your machine. If you clear your
cookies, you will have to re-enter your user name the next time you log in.

d. Click Login.

e. (Optional) If the “Select Site” drop-down list in step awas unavailable, or you are
logging in with credentials different from those you used during your last session,
Content Server displays alist of sites you have permissions to work with:

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

Select| Mame Description Roles

@ |BurlingtonFinancial | Burlingtan Financial ArtwarkEditar, General&dmin, Approver,
ContentEditor, Workflowadmin, Analyst, Pricer,
Marketer, SiteAdmin, Checler, Marketingauthor,
MarketingEditor, Author, Editor, ContentAuthor,
Expert, Productauthor, ProductEditor,
Docurmentduthor, Designer, DocumentEditor,
Artworkauthor

O |FirstSitell FirstSite Mark II ArtwarkEditar, GeneralAdmin, Approver,
ContentEditor, Workflowadmin, Analyst, Pricer,
Marketer, SiteAdmin, Checler, Marketingauthor,
MarketingEditor, Author, Editor, ContentAuthor,
Expert, Productauthor, ProductEditor,
Docurnentauthor, ArtworkAuthor, Designer,
DocurnentEditor

Select Site

In such case, select the site you want to work with and click Select Site.
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Note

You can work with only one site at atime, but once logged in, you can
switch between sites, provided that other sites to which you have access
rights are available.

When following exercises in this guide, select the FirstSite || sample site
(if installed) whenever you are asked to log in.

The Dashboard interface loads.

Figure 4:

The home view of Dashboard interface.

Search field

Your user name Enter your search
criteria here.

Top bar
Find assets.

Access the
Advanced interface.

Log out.

Navigation pane

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

Manage tags.
Create new assets.
Switch sites.

SOFTWARE

| FatWire | Content Server 7

—
Helo | Logout I

advanced | dash i firstsite | Find All

Bl [oroduct | @

Currently logged in to; | You are currently logged into: FirstEitell

Firstzite Mark 11 5]

ICr’aata Mew...

@ Tags

@ L user @
8 Best Hotels
Campaign 2006

Europe Package
@ @ System

History
® My Checkouts

My Assignments

bs) o

@ py List New Content Parent New Content New Document Parent

7) How Do L.

Create Content?

Edit Content?

Preview Content?

Approve Content?

Finish an Assignrment?
Check Out Content?
Search Content?

Narrow 5 Search?

MNavigate Through Search Results?
Access Advanced Features?
4dd Content to a Tag?
Save a Search to a Tag?
Create 5 Tag?

Run a Tag?

I:ij,l Site Plan

;FJ Asset Tree

| B Mew | [Bf Edn

Content Server | My Roles ™
Last Time Logged In Feb 20,2007 09:56 AM E
Last Item Edited FSIIHomePageText / Aug 28,2005 23:21 PM
a Learn More about FatWire
Assignments 4
Checkouts ] Support
- Training
TasksTihaveiAssigned g ContentServer Manuals
Products
MNews

User Groups
Developertlet
Analytics

Your workspace
Work with assets.

Navigate search results
and other asset lists.
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Quick Tour

Theview shownin Figure 4 isyour default view after logging in. If you perform an action,
the view will change. For example, if you perform a search, the workspace displays the
results of your search; if you create a new asset, the workspace displays the appropriate
asset form, and so on. This section provides a quick tour of the Dashboard interface.

SOFTWARE

Note

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

In this section, you will complete the following exercises:

Determine your roles (step 1)

Perform a search (step 2 on page 44)

Open an asset (step 3 on page 45)

Edit an asset (step 4 on page 46)

Preview an asset (step 5 on page 47)

Enter split view mode (step 6a on page 48)
Create atag (step 6b on page 49)

Add an asset to atag (step 6¢ on page 49)
Run atag (page 49)

Log out (page 50)

Let’s start the tour!

1.

Determine your rolesin the current site. Hover your cursor over My Roles in the
Dashboard pane to show alist of roles:

Content Server | My Roles ™
Last Time Logged In F Contentntrd’:uor Al
Last Item Edited FSIlHomePageText / A{#PPOYEr  lppy
ast Item Edite omePageText / Pt i
Assignments Generaladmin 4
Artworkauthor
Gheckots Diocurnentauthor o
Tasks I have Assigned ContentEditar o

ArtworkEditor
SiteAdmin
Froductauthor
DocurnentEditar
Designer
ProductEditor
workflowadmin
MarketingAuthaor

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

For example, if you have the Editor role, you have the permissions to create, edit, and
search for assets of one or more asset types, and therefore, you have accessto the

Content Server 7.0 Dashboard Interface User's Guide
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interface elementsthat allow you to perform those functions (for example, the “ Create
New...” drop down list, or the Sear ch field in the top bar).

You might also have access to workflow features such as finishing your assignment or
approving content for publishing; again, your roles determine which workflow-related
interface elements you can access.

Your administrator determines the exact permissions assigned to each role on your

Note

system. The roles and permissions described in this section are examples only.

2. Inthe Dashboard interface, most asset management functions are accessible with a

single click. Let's say you want to find an asset that contains the word “product”:

a.

| FatWire | Content Server7

In the Search field in the top bar, enter product.

dash

advanced

firstsite

|Find all

=l product

| @

b. (Optional) If youwant to limit your search to a specific asset type, select that asset

type from the “Find All” drop-down list (Find Product in our example). If you

want to search across all asset types, use the default, Find All.

c. Click Go. Content Server displays alist of assets matching your search criteria

! FatWire | Content Server7

Help | Logout

@ |
=

advanced | dash firstsite [Find all [product
Currently logged int0: | geapch Results: product Add to... &l

[Frtsie Mok T
r|@®

lCrEate Mew...
@l Tags
S] L user
B gest Hotels

B campaign 2006

My List

@ Europe Package
@ @ System

Histary
@ My Checkouts

@ My Assignments

éﬁ' Site Plan

;j;' Asset Tree

[ ||;@New‘m

Select

1-25 of 36 |[EINIERSEEY

Name Description Type Modified Locale |Relevance
(| FSII FSE Digital FSE Digital A_udin Player with_ Product C{FSII Now 2,2004 | on us |
Audio Player 256MB of Built-in Memory, Silver | Product) 2018 PM
[0 |Fs11 F=E DD wCR |Double Feature DVD/YCR Product_C{FSII Aug en_US |
Camba Combination Deck, Black Praduct) 25,2005
Universal Remote Caontrol 15:52 pM
Included
[0 |FSII FSE Plasma FSE Plasma Screen TV Product_C(FSI1 Nov 3,2004 |on us |
Screen TW Product) 14:03 PM
[ |Fs11 FSE Triple Triple Play Plus 27" TW/DVD- Praduct_CiFSII Mow 2,2004 |en_US |
Play RAMAYCR Combo 27" Screen TV, Product) 20010 PM
Supports DYD-Video, DVD-R,
DYD-RAM, WHE, JPEG, CD, CD-
R/RW, MP3
[ |FSll AudioCo iAC- | sudioCo iAC-008 Fortable MP3 | Product_GCIFSII Mov 2,2004 | en_US |
003 Portable MP3 | player Product) 20015 FM
Player
[ |FSII AudioCo iAC- | audiaCo iAC-083 Portable Audio | Product_C{FSII Nov 2,2004 |en_Us | NN
033 Partable Audio |player Product) 20053 FM
Player
[ |FS1I Innavative Hi- | The Innovative HD Frojection TV | praduct_C{FSII Mov 2,2004 |en_US | IR
Def Projection Ty | features incredible resolution Praduct) Z0:57 PM
(3.2 Million Dots), an integrated
ATSC Tuner, and an elegant sle
[ |FSII Innovative Innovative's Digital Music Player | praduct C{FSII Maw 2,2004 |en_US |l
MiniDisc Digital combines high quality sound and & | praducty 20:50 PM -
Audio Player large storage capacity
[0 |FSU Superior Hi- | an HOTY monitor with HOMI the | Product_CFSII Nov 2,2004 |en_US | I
E\?f Plasma Screen | yltimate in digital connectivity, Product) 20:54 PM
I |Fsiu1 superior slim | Philins makes your movies come | product_ciFsII Mav 2,2004 | en_US |
DWD Player to life with the DYD727 DVD Product) 20056 PM
Superior with state-of-the-art
Progressive Scan Technology.
Tl |FSII Innowvative Innovative Hifi YHS Product_C(FSI1 Nov 2,2004 | on_us |
HiFi WHS Product) 20:32 PM -
[ |Fs11 Product Product Categories Praduct_P Oct en_Us |
Categories (FSIIProductToplevel) |19,2004
18:10 PM
[ |F=11 Manufacturers | Manufacturers Product P el en_Us |
(FSIIProductTopleyveli |19,2004
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The search results list shows a brief amount of information about each item on the

list, such as name, asset type, and modification date. By default, the results are

sorted by relevance (indicated by agreen bar in the “ Relevance” column), starting
with the most relevant asset.

d. Click acolumn heading to sort the search results by the selected criterion. To

reverse the sort order, click the same column heading again.

e. Click Next at the top right of the search resultslist to go to the next page of

results; click Previous to go to the previous page.

To find out more about searching for assets, see “Finding Assets,” on page 82.

3. When you have reviewed your search results, open the asset you are interested in:

a. Inthelist of searchresults, click FSII FSE Digital Audio Player.

The workspace displays the asset pane, showing the asset in the “Inspect” form.

Formsection
selector

| FatWire | Content Server7

advanced | dash

Name of the asset
you are working on

firstsite

1= Help | Logout |

)

[Find all |product

FSII FSE Digital Audio PIayer)

Currently logged in ¥ (
Firstzits Mark II 5]

l Create Mew...

@'\ Tags
@ A user
B Best Hotels
@ Carmpaign 2006
Bty List
Europe Package
c] @ System
[E5] History
My Checkouts
5] My Assignrments

éi\ Site Plan
,—R‘ Asset Tree

& Contant *
C Matadata
O Relations
& yersions

O Marketing
O workflow
O publishing
@ =haring

| ‘@Newlgfdn|

Name:

Description:

SKU:

Long Description:

Price:

Image:

Keyword:

F5IIProductShortDescription
{FSII ProductFieldCopier):

FsIITemplateAttr (FSII
ProductFieldCopier):

FsIIProductName (FSII
ProductFieldCopier):

F5IISubcategory:

FSIIManufacturer:

en_LS - Master Asset =

[t [ o5 oo [ v

[ cequired fisld *
FSII FSE Digital Audio Plaver
FZE Digital Audio Player with 256ME of Built-in Memaory, Silver
FSE-DAPIOS

<p=The FEE PORTABLE AUDIO PLATER is water-resistant and
designed to deliver outstanding audio entertainment in tough,
outdoor conditions, It is rugged enough to withstand shock and
vibration, yet easy to use. If vour life is action packed, pack a
player that's built for action!</p= «p=FSE Digital Audio Player
with Z56MB of Built-in Memory, Silver Dimensions (H x W x D)
21/8" x 33/16" x 07/8" Weight .13 lbs</p=

159.95

FSII FSE_DigitalAudioPlayer.jpg

FZE Digital Audio Player with 256ME of Built-in Memaory, Silver

ProductDetailPage

FSE Digital Audio Player

FSII Portable Audio

FSII FS Electronics Ltd.

|_Asset pane
displaying the
asset in the
“Inspect” form.

SOFTWARE

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

For more information, see “ Asset Pane,” on page 61.
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4. Suppose you found some errors in the content and want to correct them. To do that,
edit the asset:

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

Name of the asset —(F51 ¢ Digital Audio Player ) [En_US - Master Asset 5]
you are working on

=)

| {8 save &Close | =¢” Apply | 3 cancel |

[ required fisid *

& Content *
O Metadata

O pelations — . .
o Description: |FSE Digital Audio Player with 256l

Mame: |FSII FSE Digital Audio Player

o Marketing
O wiorkflow
© Publishing

SKU: |[FSE-DAF30S

T l=Er 1=k |
Highlighted ; :

. Z Shle - | Size - Tg- -
flelds are—— p( Long Description: - *
reqUIred < Format + | Font =

L | & E Source @)

The FSE PORTABLE AUDIO PLAYER is water-resistant and
designed to deliver outstanding audio entertainment in tough,
outdoar canditions. Itis rugged enough to withstand shock and
vibration, yet easy to use. Ifyour life is action packed, pack a player
that's built for action!

FSE Digital Audio Player with 256MB of Built-in Memary, Silver
Dimensions (HxWx D) 21/8"x 331 6" x 07/8" Weight 13 lbs

Plice: [159.95

FSII FSE_DigitalsudioPlayer.jpo) ik
Image: —

Keyword: -
e Add New.

FSIISubcategory =11 Portable Audio X
M): 22 | B, Show Assets,

The name of the asset you are working on is displayed in the action bar.
b. Make changesto the contents of the Name and SK U fields.

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

Note

Depending on how your siteis set up, one or more fields in your “Edit” forms
might be WY SIWY G-enabled. A WY SIWY G-enabled field allows you to
apply M S Word-style formatting to your content right in the “ Edit” form. For
more information, see “Working with FCKEditor,” on page 76.

Content Server 7.0 Dashboard Interface User's Guide
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c. (Optional) Click Apply to save your progress and continue working on the asset.

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

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

e. Click Save& Close.

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

5. When you are finished editing (or creating) an asset, preview it to see how it will look
when rendered on the online site.

Note

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

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

FatWire | Content Server7 L

advanced dash insite You are currently logged in as: firstsite 0
Preview Template: (Get link)
ﬂjj Preview
Product F I RST
Nama: FSII FSE Digital Audio Player SlT E Froducts shopping Cart My Site About
Description: FSE Digital Audio Flayer with 256MB of
Built-in Merary, Silver
[enus ol [
Template
Name: {FSlILayaut | FSE Digital Audio Player
Description: Generates an overall layout of a page
which indudes calling the Detsil ternplate liem of the Week
for the specified asset,
;Q:J Editing
[ PageLayout The FSE PORTABLE AUDIC FLAYER is water-
ql Search resistant and designed to deliver outstanding
= audio entertainment in tough, outdoor
ﬁ) Assignments condtions. i is rugged enough to withstand
shock and vibration, yet easy to use. 11 your
FOWERED BT life is action packed, pack a player that's built
for action!

F=E Digital Audio Player with 256MB of Buitt-in
Memoary, Silver Dimensions (H x W = 0) 218"
x 3B x 078" Weight 13 s

Product Information Sheet

previs - download

Product Specification Sheet

previs - download

Price Per Unit: 183 95
F0.00

Price §158 85

oy [T R
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b. Inthe preview window, review the content you have edited. Note any changesto

the asset

you still want to make.

Note

Quick Tour

Depending on how your siteis set up, and the permissionsyou hold, you might
have the ability to work with content directly on a rendered page using the
InSite interface. See Chapter 6, “Working with the InSite Interface” for details.

Close the preview window and return to the Dashboard interface.

(Optional) If you need to make additional changes to the asset, click Edit and
make your changes. When you are finished, click Save & Close.

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

a. Click the Show Split Pane button

| FatWire | Content Server7

E in the right-hand section of the top bar.

The workspace displays the search results pane (showing the results of the search
you performed in step 2 on page 44) above the asset pane.

advanced | dash firstsite [Find & [rraduct
Currently logged in 10! | goapch Results: product addto... El

Firstzite Mark 11 7]

lcreate Mew...

@l Tags

@ AL user
8 Best Hotels
B campaign 2006
@ My List

B Europe Paclkage
@ @ System

B History
[E] My Checkouts

g My Assignments

iﬁl Site Plan
;1;' Asset Tree

t 4l

Select | Name Description

Type

Previous FEEERIEN | Mext 11

Modified

Locale |Relevance

Il FSII FSE Digital
Audio Flayer

Cormbo

Included

[C |FSII FSE Plasma
Screen TV

[ |FSII FSE Triple

RARMY, MP3

_ FSII FSE Digital Audio Player

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

[T |FsII FSE DvD woRr | Double Feature DYDAVCR
Combination Deck, Black
Universal Rermote Control

FSE Plasmna Screen TV

Triple Play Plus 27" TW/DWD-
Play RAMAJCR Corbo 27" Screen TW,
Supports DVD-Yideo, DVYD-R,

DVD-RAM, VHE, JPEG, CD, CD-

® Content *
O metadata
O Relations
& yersions

[a} Marketing
O wWorkflow
s} Publishing

@ sharing Lo

) New | [Bf Edir

Name:

Description:

Product_C{FSIT
Product)

Product C{FSII
Product)

Product_C{FSIT
Product)

Product_C{FSII
Product)

Now 2,2008 |on U5 | pm
15:18 FM =

Aug en_Us |
25,2005
15:52 FM

Mow 3,2004 | on US|
14:03 PM -
Mow 2,2004 |en_Us |

Z0:10 PM

FZ11 FSE Digital Audio Player

SKU: F3E-DAF30S

en_US - Master Asset =)

(v [ [ o [ e [

[ Required fiets *

FSE Digital Audio Player with Z56MB of Built-in Memory, Silver

<p=The FSE PORTABLE AUDIC PLAYER is water-resistant and
designed to deliver outstanding audio entertainment in tough,
outdoor conditions, It is rugged enough to withstand shock and

Description:

wibration, yet easy to use. If your life is action packed, pack a

player that's built for action!</p> <p=FSE Digital Audia Player
with 256MB of Built-in Memaory, Silver Dimensions (H x W x D)
21/8" x 33/16" x 07/8" weight .13 lbs</p>

Price:

159.95

See “Workspace: Asset Management View,” on page 59 for details on split mode.
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SOFTWARE

Tip
Drag the pane divider up or down to adjust the size of the panes.

48

Drag
handle



Chapter 2. Getting Started

Quick Tour

b. IntheNew Tagfield in the navigation pane, enter My Products and click New.

@_l Tags

S A user

-® Best Hotels

— @ Campaign 2006
- B my List

— @ Europe Package
— @ My Products

o] System

-® Histaory

— @ My Checkouts

= @ My Assignments

i) Site Plan

,—T.Hl Asset Tree

IMy Products [B) Mew | [Bf Edit

The new tag appears in the Tags tree.

c. Inthe search resultslist, select the check boxes for the following assets:
- FSlI FSE Digital Audio Player
- FSII FSE DVD VCR Combo

d. IntheAdd to... drop down list at the top right of the search results pane, select My
Products.

Add ta...

add to...
Best Hotels
Carmpaign 2006
My List
Europe Packag

Content Server adds the selected assets to the My Productstag.

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

1= 5 Helo [ Logout |

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

a. Selectthe My Productstag in the Tagstree.
Content Server displays alist of assets returned by the tag.

Show Asset
Pane button

Content Server 7.0 Dashboard Interface User's Guide
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b. Inthelist of returned assets, click FSII FSE DVD VCR Combo.

The workspace switches to split mode and displays the asset pane underneath the
search results pane. The asset pane shows the asset in the “Inspect” form.

FatWire | Content Server 7

advanced | dash firstsite [Find an |product | B
Currently logged intot | eor Tag : My Products Add to... i (B Edit
FirstSite Mark I1 ]
Delete
lCreate MNew... t A
@ Tags Description Type Modified Locale |Relevance &
Y [0 |F=11FsE owp  |Double Feature DVD/YCR Combination i1 product Aug 25,2005 |en_US
User YCR Combo IDeTka Bdlack Universal Rernote Control {Product_cC} 11:52 AM
| @ gest Hatels e
L@. M [0 |FSIIFsE FSE Digital Audio Player with 256MB of | FSII Product Feb 20,2007 |en_US
SRS, Digital Audio | Built-in Memory, Silver (Product_C) 11:45 M
& My List Player
@ Europe Package
-Delete
L @ my products
©] @ System
I | eeee—————
- B My Checkauts FSII FSE DVYD YCR Combo en_US - Master Asset )

= @y assiarments reTArEmETE————"—

D Required field *

@ content * Name: FS11FSE DVD YCR Cambo
O Metadata
O Relations Description: Double Feature DVDAYCR Combination Deck, Black Universal
. Lt © Remote Control Included
® versions
© Marketing SKU: FSEDWDUCR
O virorkflow
© Publishing <p>This model outputs a high-density progressive DVD videno
® . signal rather than the traditional interlaced signal, When
Zharing

connected to a digital television with 480p display capability or

better, the result is a clearer DVD picture without bothersome,

jagged-edage motion artifacts.</p> <p=Double Feature

DVDAYCR Combination Deck, Black Universal Remote Control

éj' site Plan Included Dimensions (H x W x D) 3.800" x 16,900 x 14,300"
- Weight: 15.20 |bs=/p>

Long Description:

;?;l Asset Tree

[ | (LB Meve, [ B Edit

Price: 179.95

Image: FSII FSE DWD-WCR.jpg
Keyword:

FSIIProductShortDescription Double Feature DVDAVCR Combination Deck, Black Universal
{FSII ProductFieldCopier): Remote Control Included

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

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

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

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

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

Accessing Assets Using the Site Plan Tree

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

Note

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

To access assets using the site plan tree =) site Plan

1. Login to the site you want to work with. © siteplan

r O FirstSitell Site

2. Inthe navigation pane, click the Site Plan bar. ® [ praced pages
The navigation pane displays the site plan tree. E g FSHHD(T:
= Harne (fr

3. Navigate the site plan by doing the following: © Eome (2e)
. . . . » [i= ome (es
a. Drill down the hierarchy. Click the green plus sign @b@U " ;P)
next to a parent node to expand the node and display npimceaeaes
its children.

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

currently logged into: | geapch Results: IAdd to.., 'l
IF|rstS|te Mark 11 'l Delete
|Create Mew... j |
=) sitePlan Select Name Description Type Modified Locale
© sitePlan [0 |Fsllarticles Articles Page Aug 24,2005 23:41 PM en_Us
roducts roducts age ug 22, B en_|
i) | FSIIProduct Product P Aug 22,2005 15:09 PM us
FirstSitelIl Site
e @ | d O FEIIShoppingCart Zhopping Cart |Page Aug 22,2005 18:13 PM en_Us
= Placed Pages
! O FSIILogin My Site Page Aug 11,2005 17:39 PM en_Us
=
2 FSIIHome
! & ol [0 |Fsilsbout About Page Aug 25,2005 01:23 AM |en_US
FSIlArticles
® M@ p O FSIIHomePageText FSII Article{Content_C) | Aug 28,2005 23:21 PM en_Us
FSIIProducts
= FEIIShoppingCart pelete

= FSIILogin
Continue down the hierarchy until you find the asset you want to work with.
b. Openthedesired asset. Inthelist of assets displayed in the workspace, click the

asset you want to work with. (You can also click the asset directly in the tree)
Content Server opens the asset in the “Inspect” form.
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Accessing Assets Using the Asset Tree

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

Note

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

To access assets using the asset tree M Asset Tree

(= Asset Tree

1. Logintothesite you want to work with.

(b Artwork

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

Yisitors

3. Browsethe assets in the tree by doing the following:

a. Drill down the hierarchy. Click the green plus sign
next to a parent node to expand the node and display its children.

When you expand a node, the workspace displays alist of assets associated with
that node. For exampl e, the following figure shows alist of child assets associated
with the FSI1 Portable Audio flex parent.

Currently logged in to:

FirstSite Mark 11 3]

[addto.. o

Search Results:
Delete

Select all

- Create Mew...

,—’_HI Asset Tree

Select Name

Description

Type

Modified

Locale

[0 |FSI0 AudioCo iAC-008 | 4ydioCo jAC-008 Portable MP3 Plaver FSII Product Mo 2,2004 en_Us
@ Asset Tree Portable MP3 Player (Product_C) 15:15 PM

é) Artwork [0 |FSII AudioCo iAC-083 | ayudioCo jAC-083 Portable Audio Player | FSII Product Mow 2,2004 en_US
Content Portable Audio Player (Product_C) 15:53 PM

[ |F=11 FSE Digital Audio |FSE Digital Audio Player with 256MB of FSII Product Feb 20,2007 |on ys

Documents Player Built-in Memaory, Silver (Product_C) 11:45 AM -

Products [ |FSI1 Innovative Innovative's Digital Music Player FSII Product Mav 2,2004 en_US

MiniDise Digital Audio | combines high quality sound and & larae | (product_c) 15:50 FM

T
é) Eﬁ FSII Manufacturers

Player

storage capacity

é E@i FSII Product Categories,

. Delete
FSII1 Audin

T
@ @ FSII Portable Audio )

O FSII AudioCo iAC-008
Portable MP3 Player

B FsII AudioCo iAC-083 g
Portable Audio Player
El FsII FSE Digital Audio
Player

£ FSII Innovative
MiniDisc Digital Audio
Player

@ m FSII DY¥YD Players
FSII Televisions

(5 EEI FSII Yideo
(é Yisitors

@u Tags

i) SitePlan

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

b. Openthedesired asset. Inthelist of assets displayed in the workspace, click the
asset you want to work with. (You can also click the asset directly in the tree)
Content Server opens the asset in the “Inspect” form.
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Switching to Another Site
When working in the Dashboard interface, you can switch between the sites you have
permissions to work in, without having to log out and back in.
To switch to another site
1. Logintothesite you want to work with.
2. Inthe“Currently logged into:” drop-down list, select the site you want to switch to.

Note

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

Content Server logs you in to the site you selected.

Accessing the Advanced Interface

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

» Access Engage functionality (if Engageisinstalled), such as collections,
recommendations, promotions, and segments.

» Perform advanced content management tasks such as configuring, placing, and
unplacing “Page” assets, creating and editing templates, and more.

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

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

To access the Advanced interface from the top bar
1. Inthetop bar, click Advanced.
A new browser window opens and the Advanced interface loads.

Note

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

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

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

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

Top Bar

|'FatWire | Content Server7

advanced | dash firstsite | Find All | | &

Thetop bar contains the following functionality:

» Advanced — opens Content Server’s Advanced interface in a new browser window.
See “ Accessing the Advanced Interface,” on page 53.

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

» Dash —returns you to the home view. The home view is the view you see when you log
in to the Dashboard interface. See “Workspace: Home View,” on page 56.

e User name —displays your user name.
e Search field — allows you to perform a search. See “Finding Assets,” on page 82.

e “Find...” drop-down list —allows you to limit your search to a specific asset type.
See “Finding Assets,” on page 82.

» Help — opens the FatWire e-docs site in a new browser window.
» Logout —ends your session and logs you out of Content Server.
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Navigation Pane

Currently logged in to:

IFirstSite Mark 11 'l
lCreate Mew... =
) Tags
S A user

T - B eest Hotels
— @ Campaign 2006

- B my List
— @ Europe Package
= @ My Products

o] @ System

SOFTWARE

— @ Histary
— @ My Checkouts

= @ My Assignments

imjl Site Plan

H) Asset Tree

| @ New @{ Edlit

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

The navigation pane provides the following functionality:

e “Currently logged in to” drop-down list —allows you to switch to another CM site,
provided you have permissionsto work in that site. (The default selection in this
drop-down list is the site you are currently logged in to.) See “ Switching to Another
Site,” on page 53.

e “CreateNew..."” drop-down list —allows you to create new assets of the asset types
availablein thelist. After you select the desired asset type, click Go to display the
“New” asset form. Note that the contents of thislist are determined by the permissions
granted to you by the CS administrator. See “ Creating Assets,” on page 66.

» Tagstree—alowsyou to create, run, rename, and delete tags. See “Organizing
Assets,” on page 86.

» SitePlan tree—provides ahierarchical view of the way the pages and their associated
assets on your site are organized, which helps you visuali ze the configuration of pages
and their contents. It also hel ps you understand the relationships and dependencies
that exist for any given page. For instructions on navigating the site plan, see
“Accessing Assets Using the Site Plan Tree,” on page 51.

e Asset Tree — shows the assets available in the current site, organized according to
their respective asset types and flex relationship hierarchies. For instructions on
navigating the asset tree, see “Accessing Assets Using the Asset Tree,” on page 52.
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Workspace: Home View

The home view isthe view you see when you log in to Content Server, as shownin
Figure 4, on page 42.

Note
You can return to the home view at any time by clicking Dash in the top bar.

In home view, the workspace displays the following:

You are currently logged into: FirstSitell . 7) HowDol...

Creste Content?
_ e— Edit Content?
Preview Content?

Approve Content?
- Finish an Assignment?
Check Out Content?
| Search Content?
Warrow a Search?
Navinate Throuah Search Results?

Access Advanced Features?
Add Content to & Tag?

Quick access— New Content Parent New Content Hew Document Parent Save 3 Gearch to 5 Toa?
Create a Tag?
pane Run a Tsa?
“
Help and
— [ i)
— Su Ort ane
Content Server | My Roles ™ pp p
f  Last Time Logged In Feb 20,2007 09:56 AM
E Last It Edited FSIIH P, Text / Aug 26,2005 23:21 PM E
“Dashboard™—| i as_ Smbces EIEEIEERE ) i ¥ Learn More about Fatwire
Assignments 4
pane Checkouts 0 Suppart
Tasks I have Assigned 0 Training

ContentServer Manuals
Froducts

Hews

User Groups
Developeriet

Analvtics

* Quick access pane — provides shortcuts to creating assets of the asset types that you
have permissions to create (permissions are set up by the administrator). For more
information, see “Quick Access Pane,” on page 57.

» “Dashboard” pane — provides a summary of your present workload in the current
site, aswell as other session-specific information. For more information, see
“Dashboard Pane,” on page 57.

e “Help and Support” pane — provides access to useful resources such as online help,
the FatWire e-docs site, and FatWire Support. (Your administrator can customize the
contents of this pane.) For more information, see “Help and Support Pane,” on page 58.
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Quick Access Pane

The quick access pane provides shortcuts for creating new assets. Each asset typeis
represented by a unique icon, as shown below:

© O O

New Content Parent New Content New Document Parent

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

Dashboard Pane
The “Dashboard” pane provides the following information about your current session:

Content Server | My Roles ™
Last Time Logged In Feb 20,2007 10:27 AM
Last Item Edited F=II FZE Digital Audio Player / Feb 20,2007 11:45 AM
Assignments 4
Checkouts 7
Tasks I have Assigned 1

* My Roles—hover your mouse cursor over thislink to see the roles associated with
your user name (and therefore the permissions granted to you) in the current site

» A snapshot summary of your present workload in the current site. The items displayed
in the pane are explained in the following table:

Last TimelLogged In | Thedateand timeyou last logged in.

Last Item Edited Thelast asset you edited, and the date and time of the edit.

Assignments The number of workflow assignments you have pending.
Click Assignmentsto see alist of assets currently assigned
to you to work on.

Checkouts The number of assets currently checked out to you. Click
Checkouts to see alist of assets checked out to you.

Tasks| Have Assigned| The number of workflow assignments you have given to
other users.
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Help and Support Pane

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

Note

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

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

 How Dol...—provideslinksto instructions for the most commonly performed content
management tasks.

» Learn More- provideslinksto useful online resources, including the FatWire e-docs
site, FatWire Support, and the FatWire DeveloperNet site.
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Workspace: Asset Management View
When you log in and access an asset (by running atag, performing a search, and so on),
the workspace switches to the asset management view. In this view, the workspace
displays the search results pane, the asset pane, or both panes smultaneously.
Thefirst time you access an asset after logging in, the list of returned assets fills the
workspace. When you click an asset in the list, the asset pane fills the workspace and
displays the asset you selected. If you then try to access another asset, the list of assets
returned by the function you used is displayed above the currently open asset. Thisis
called split mode. Here is an example view of the workspace in split mode:
| FatWire | Content Server 7
advanced | dash firstsite [Find an [
Currently logged inta: | geapch Results: product ]
| FirstSite Mark 11 5]
lCreate Mew...
@I Tags =
&L et Gelect Name _ Desctri?tion : Type Modified |Locale Relevance
- & Best Hotels o ;ifﬂllgira\?é?'ltal ZEEMDBIgétfalaﬁlLlltc—l:ﬁ I'?ﬂlglyn?r;lfu,ltgl\ver ;:Egﬂg)_C(FSII TSL;'S&M en_US | I SearCh
~ @ campaign 2006 O |Fsi1 FsE DWD woR |Double Feature DUDA/CR Product C{FSII fug en US| I —results
- By it Tt S pane
= g Europe Package imeiuied) .
@ @ System || ESII FSE_\I;‘Iasma FSE Plasma Screen TW Eroﬂug)ﬁC(FSII T:lvng,gﬂ‘m en_Us | N
= @ Histar riple Pla us 27" = rodu n.v En
L@ vy Chyeckm = e En?a';u@a"cpu‘mb2;.7z;-uéfrﬁn T [ e
Lo e B,
My Assignments BT, MPJS 7 f 1 - | Drag
5 —  handle
_ FSII FSE Digital Audio Player [en_US - Master Ass=t 3]
(B o [ e [ 5 oo [ oo [
i [ cequired fisid *
& Content * Mame: F=II FSE Digital Audio Player
O Metadata
O Relations Description: FSE Digital Audio Player with 256MB of Built-in Mermory, Silver
@ versions
OMarketing SKU: F=E-DAP30S
st TR e e | Asset
- A Eharing Long Description: Srlgts‘aﬂ*:lno'.ncnnecitité?azsltlot Es;uglge‘jnf:ﬁ#aggt:ctv:‘;t:ﬂaacnlfesdhﬂc:clfld pane
E.I' Site Plan = = : player thJaE‘s built\:‘m' act\oln!<\.:’p> <p=FSE Digit?al Audijoplglayer
I ?‘J Asset Traa with 256ME of Built-in Mermory, Silver Dimensions (H x W x D)
] 2148" x 33/16" = 07/8" Weight .13 |bs</p=
I | New | M Price: 159.95 El ]

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

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

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

Show Search Show Asset
Results button Pane button

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

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

Quick Reference

Perform a search — Content Server displays alist of assets matching your search
criteria. For more information, see “Finding Assets,” on page 82.

Run atag — Content Server displays alist of assets returned by the tag. For more

information, see “Running a Tag,” on page 87.

Expand a node in the Site Plan tree — Content Server displays alist of assets
associated with the node you expanded. See “ Accessing Assets Using the Site Plan
Tree,” on page 51.

Expand anode in the Asset Tree— Content Server displaysalist of children belonging
to the node you expanded. See “ Accessing Assets Using the Asset Tree,” on page 52.

The search results pane consists of the following components:

Search Results: product

Description

Type

Modified

Locale

Addto.., ol

Previous FEERSEECI. | Mext 11

Relevance

|

O

FSII FSE DWD WCR
Combo

FSII FSE Plasma
Screen TV

FSII FSE Triple
Play

FSII FSE Digital
Audio Player

FSII AudioCo iAC-
008 Portable MP3
Flayer

FSII AudioCo iAC-
053 Portable Audio
Player

Def Projection TV

FSII Innovative
MiniDisc Digital
Audio Player

FSII Televisions

FZII Innovative Hi-

Double Feature DWD/YCR
Corbination Decl, Black
Universal Remote Control
Included

FSE Plasma Screen TV

Triple Play Plus 27" TW/DWD-
RAMMACR Combo 27" Screen TV,
Supports DWD-VYideo, DVD-R,
DWD-RAM, VHS, JPEG, CD, CD-
RARY, MP3

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

AudinCo iAC-005 Portable MP3
Player

AudinCo iAC-083 Portable Audio
Flayer

The Innovative HD Projection TV
features incredible resolution

(3.2 Million Dots), an integrated
ATSC Tuner, and an elegant sle

Innovative's Digital Music Player
combines high quality sound and a
large storage capacity

e have incredible prices an an
excellent selection of
Combination, HD and Plasma Tws,

Product_C(FSII
Product)

Product_C{FSII
Product)

Product_Ci{FSII
Product)

Product C{FSII
Product)

Product_C(FSII
Product)

Product_C(FSII
Product)

Product_C{FSII
Product)

Product_C(FSII
Product)

Product_P
(FSIICateqory)

Aug
25,2005
15:52 PM

Mov 3,2004
14:03 PM

Mow 2,2004
2010 PM

Feb
20,2007
16:45 FM

Mow 2,2004
Z0:15 PM

Mow 2,2004
20:53 PM

Mow 2,2004
20:57 PM

Mow 2,2004
20:50 PM

Mow 2,2004
14155 PM

en_Us

en_Us

en_US

en_Us

en_Us

en_Us

en_US

en_Us

en_US

[e—

[—

—— Navigation bar

Search
results list

Navigation bar — provide the means to navigate through your search results

Search resultslist — displays alist of assets matching your search criteria

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

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

e Action Bar
* Form Sections

Name of the
asset you are—pw- (FSII FSE Digital Audio Player )
WOkang on | Hl Preview // Edit 55l Copy. |‘ﬁ Delate |
[ Content * Name:
© Metadata
Form :: Relations Description:
section KU
selector © marketing :
O warkflow
O Publishing
L @&

Long Description:

Price:

Image:

Keyword:

FSIIProductShortDescription
{FSII ProductFieldCopier):

FS5IITemplateAttr (FSII
ProductFieldCopier):

Note the following:

Ien_US - Master Asset 'l

[ required fisid *

FSII FSE Digital Audio Player
FSE Digital Audio Player with 256MBE of Built-in Mermory, Silver
FSE-DAP3OS

<P=The FSE PORTABLE AUDIO PLAYER is water-resistant and

designed to deliver outstanding audio entertainment in tough,

outdoor conditions. It is rugged enough to withstand shock and
vibration, yet easy to use, If vour life is action packed, pack a
player that's built for action!</P=<P=FSE Digital Audio Player

with 256MB of Built-in Mermory, Silver Dimensions (H x W x D)
21/8" x 33/16" x 07/8" Weight .13 lbs</P>

159.95

FSII FEE_DigitalsudioPlaver.jpg

FSE Digital Audio Player with 256MBE of Built-in Mermory, Silver

FFSIILayout

Note

—Action bar

|__Content section of
an “Inspect” form

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

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

Action Bar

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

The action bar is dynamic; that is, it displays different functions based on the following:

- The content management task you are performing

- Whether you have the permissions necessary to perform the selected task

- Whether your siteis set up for multilingual support

- Whether the asset you are working has been trandated into other languages
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Form Sections

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

The default Content Server implementation contains the following form sections:

Table 2: Asset form sections

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

M etadata View the asset’s metadata, such as creation date, asset 1D, and any
asset type-specific attributes.

Modify the asset’s L ocale setting (for more information see “ Setting
or Changing an Asset’'s Locale Designation,” on page 94).

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

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

For more information, see “Working with Asset Associations,” on
page 122.

(Your administrator can customize this section.)

Marketing View and edit Engage (if installed) options for the asset.
For more information, see “Rating Assets for Segments,” on page 129.
(Your administrator can customize this section.)

Wor kflow View workflow-related information for the asset.
Perform workflow actions, such as finishing your assignments.
For more information, see Chapter 9, “ Workflow.”

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

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

For more information, see Chapter 8, “ Approval for Publishing.”

If no publishing destinations are enabled for the current site, this
section is unavailable (greyed-out) in the section selector.
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Table 2: Asset form sections (continued)

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

For more information, see “ Sharing Assets with Other Sites,” on
page 128.

If the requirements for sharing the asset (outlined in “ Sharing Assets
with Other Sites,” on page 128) are not met, this section is unavailable
(greyed-out) in the section selector.

Versions View the asset’s revision history.
Roll asset back to a previous version.
For more information, see Chapter 10, “Revision Tracking.”

If revision tracking is not enabled for the asset type, this selection is
unavailable (greyed-out) in the section selector.
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Chapter 3
Creating and Editing Assets

This chapter describes the basic procedures for creating, editing, and deleting assets,
illustrated with examples from the FirstSite |1 sample site.

This chapter contains the following sections:
e Creating Assets

e Editing Assets

»  Working with FCK Editor

» Working with the Date Picker

e Deleting Assets
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Creating Assets

Creating Assets

If you have the right permissions, you can create brand new assets “from scratch,” using
Content Server’s Dashboard interface. If the new asset that you want to create is similar to
an existing one, you can copy the existing asset and make changes to the copy, which
saves you a few steps. Both methods are described later in this section.

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

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

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

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

Note

Multilingual asset management functions, such as assigning local e designations or
creating translations of assets, are not supported in CS-Desktop nor CS-DocL.ink.

Which Assets Can You Create?

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

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

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

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

* Anasset that must enter aworkflow upon creation should be preassigned to the
appropriate workflow process.

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

Note

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

To create a new asset

1. Logintothesite you want to work with.
2. Select thetype of asset you want to create. Do one of the following:

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

- (Optional) If the quick access pane is displayed, do the following:

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

New Content Parent New Content New Document Parent

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

Create New Content

Name: |

Content Definition: FSII Article

Locale: ILocaIe 'l

Workflow process: FSII: spproval for Content

ContentEditor [ connie
[ firstsite

Assignees:
[ fwadmin

3. Inthe“Create New Asset Type”’ form, do the following:
a. Enter aname for the asset. Note the following conventions when naming the asset:
- The name must be between 1 and 64 alphanumeric characters.

- Thefollowing characters are not allowed: single quote ('), double quote (),
semicolon (;), colon (:), and question mark (?).

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

b. (Optional) If you plan to create translations of the asset, or if you are required to
specify the language of the content you create, select the asset’s target language in
the “Locale’ drop-down list.

Content Server 7.0 Dashboard Interface User's Guide

SOFTWARE

67



Chapter 3. Creating and Editing Assets

Creating Assets

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

c. (Optional) If the administrator configured the asset type such that all new assets of
that type are placed into workflow upon creation, you will see the following fields:

- TheWorkflow Process field, showing the pre-assigned workflow process

- TheAssigneesfield, listing possible assignees for each role required by the
process

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

For more information, see Chapter 9, “Workflow.”
d. Click Next.

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

4. Fill inthe“Edit” form as follows;

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

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

a. When populating the form, take note of the following:

- Required fields. You must fill in all required (highlighted) fields before you
are permitted to save the asset. Fill in all other fields as necessary.

- Datefields. You may see aDate Picker (little calendar) icon next to a date
field. Clicking the icon invokes the Date Picker attribute editor; see “Working
with the Date Picker,” on page 78 for more information.

- Fieldsthat prompt you to select assets. You may see afield (or fields) that
prompt you to select aflex parent or atemplate, or associate an asset (such as
an image) with the asset you are creating.

1) If thefield displaysadrop-down list, select the desired asset from the list.

If the field displaysaLink Asset (or Link Parent) and a Show Assets
button, proceed to the next step.

2) Click Show Assets.

3) Content Server displays alist of assets eligible as values for the field.

4) Inthelist of assets, navigate to the desired asset and select its check box.
5) Click Link Asset (or Link Parent).

Content Server links the asset you selected to the new asset. The name of
the linked asset is displayed in the field.

6) (Optional) If you see (M) next to the field, repeat steps 4 and 5 to add
another asset (usually, aflex parent) to the field.

b. Select the next section in the form section selector.

c. Populate the next section as outlined in step a. Continue until you have populated
all required sections (marked with an asterisk). Populate other sections as
necessary.
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5. Savethe asset by clicking Save & Close.
When you save the asset, Content Server displays the asset inthe “Inspect” form, unless.
- You have left out one or more required fields in one or more sections
- Anentry or selection you have made in is not permitted

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

6. (Optional) If the asset is not preassigned to aworkflow and you want to use the
workflow feature, you can assign the asset to a workflow process as described in the
section “Assigning an Asset to a Workflow,” on page 148.

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

Creating a New Asset by Copying an Existing Asset

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

Note

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

To create a new asset by copying an existing asset
1. Logintothesite you want to work with.
2. Find and open the asset you want to copy:

a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previously added the asset to atag, select the tag that contains the asset
inthe Tagstree in the navigation pane. (If the Tagstreeis collapsed, expand it
by clicking the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthelist of results, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form, underneath the search results.
3. Intheaction bar, click Copy.

Note

If the Copy button is not displayed, stop here. You do not have the permissions to
copy the asset. If you have guestions about your permissions, contact your CS
administrator.
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Creating Assets

Content Server displays the “Create New Asset Type” form:

Create New Content

Name: |

Content Definition: FSII Article

Locale: ILocaIe 'l

Workflow process: FSII: spproval for Content

ContentEditor [ connie
[ firstsite

Assignees:
[ fwadmin

In the “Create New Asset Type” form, do the following:

a.

In the Name field, enter a name that uniquely identifies the new asset.
Note the following conventions when naming the asset:
- The name must be between 1 and 64 alphanumeric characters.

- Thefollowing characters are not allowed: single quote ('), double quote (),
semicolon (;), colon (:), and question mark (?).

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

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

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

- If the source asset has alocale designation, the new asset will retain thelocale
designation of the source asset.

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

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

(Optional) If the administrator configured the asset type such that all new assets of
that type are placed into workflow upon creation, you will see the following fields:

- TheWorkflow Process field, showing the pre-assigned workflow process

- TheAssigneesfield, listing possible assignees for each role required by the
process

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

For more information, see Chapter 9, “Workflow.”
Click Next.
An “Edit” form containing the fields and val ues of the asset you copied appears.

Make your changes in the “Edit” form as follows:

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

If any of the fields or form sections are unfamiliar to you, consult your devel opers or
CS administrator.
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a. For each field, replace the copied content with new content as necessary. When
making your changes, take note of the following:

- Required fields. Do not leave any required (highlighted) fields blank. If you
do, you will not be permitted to save the asset. Make changesto all other
fields as necessary.

- Datefields. You may see aDate Picker (little calendar) icon next to a date
field. Clicking the icon invokes the Date Picker attribute editor; see “Working
with the Date Picker,” on page 78 for more information.

- Fieldsthat prompt you to select assets. You may see afield (or fields) that
prompt you to select aflex parent or atemplate, or associate an asset (such as
an image) with the asset you are creating.

1) If thefield displaysadrop-down list, select the desired asset from the list.

If the field displaysaLink Asset (or Link Parent) and a Show Assets
button, proceed to the next step.

2) Click Show Assets.

3) Content Server displays alist of assets eligible as values for the field.

4) Inthelist of assets, navigate to the desired asset and select its check box.
5) Click Link Asset (or Link Parent).

Content Server links the asset you selected to the new asset. The name of
the linked asset is displayed in the field.

6) (Optional) If you see (M) next to the field, repeat steps 4 and 5 to add
another asset (usually, aflex parent) to the field.

b. Select the next section in the form section selector.

c. Populate the next section as outlined in step a. Continue until you have populated
all required sections (marked with an asterisk). Populate other sections as
necessary.

6. Savethe asset by clicking Save & Close.

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

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

(Optional) If the asset is not preassigned to a workflow and you want to use the
workflow feature, you can assign the asset to a workflow process as described in the
section “Assigning an Asset to a Workflow,” on page 148.

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

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

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

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

launch the setup . exe file.

Note that the CS-Desktop client does not support locale-related functionality, such as
setting an asset’s locale, or creating atrandation. To perform such functions, use the
Dashboard or Advanced interfaces.

Creating a New Asset in CS-DocLink

SOFTWARE

You can create new assets from common binary file types such as text files, spreadsheets,
and images using CS-DocLink, provided your system is set up to use it and you have the
client software installed on your machine. You create new assets by dragging and

dropping files into afolder-like hierarchical view of the Content Server databasein
Windows Explorer.

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

Note that the CS-DocL ink client does not support locale-related functionality, such as
setting an asset’s locale, or creating atrandation. To perform such functions, use the
Dashboard or Advanced interfaces.
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Editing Assets

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

» Content Server’s Dashboard interface

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

e CS-Desktop
e CS-DocLink

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

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

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

Editing Assets in the Dashboard Interface
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To edit an asset in the Dashboard interface

1. Logintothesite you want to work with.

2. Find and open the asset you want to edit:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previously added the asset to atag, select the tag that contains the asset
inthe Tagstree in the navigation pane. (If the Tagstreeis collapsed, expand it
by clicking the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthelist of results, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form, underneath the search results.

3. Intheaction bar, click Edit.

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

4. Makeyour changesin the “Edit” form as follows:

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

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

a. For each field, replace the existing content with new content as necessary. When
making your changes, take note of the following:
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- Required fields. Do not leave any required (highlighted) fields blank. If you
do, you will not be permitted to save the asset. Make changesto all other
fields as necessary.

- Datefields. You may see aDate Picker (little calendar) icon next to a date
field. Clicking the icon invokes the Date Picker attribute editor; see “Working
with the Date Picker,” on page 78 for more information.

- Fieldsthat prompt you to select assets. You may see afield (or fields) that
prompt you to select aflex parent or atemplate, or associate an asset (such as
an image) with the asset you are creating.

1) If thefield displays adrop-down list, select the desired asset from thelist.

If the field displaysaLink Asset (or Link Parent) and a Show Assets
button, proceed to the next step.

2) Click Show Assets.

3) Content Server displays alist of assets eligible as values for the field.

4) Inthelist of assets, navigate to the desired asset and select its check box.
5) Click Link Asset (or Link Parent).

Content Server links the asset you selected to the new asset. The name of
the linked asset is displayed in the field.

6) (Optional) If you see (M) next to the field, repeat steps 4 and 5 to add
another asset (usually, aflex parent) to the field.

b. Select the next section in the form section selector.

c. Populate the next section as outlined in step a. Continue until you have populated
all required sections (marked with an asterisk). Populate other sections as
necessary.

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

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

6. (Optional) If the asset is not preassigned to aworkflow and you want to use the
workflow feature, you can assign the asset to a workflow process as described in the
section “Assigning an Asset to a Workflow,” on page 148.

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

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

Note

If you use Content Server’s Dashboard or Advanced interfaces to edit an asset that was
created in CS-Desktop, the link between that asset and CS-Desktop will be irreversibly
severed, and you will no longer be able to edit that asset in CS-Desktop. Content
Server warns you of this fact when you attempt to edit a CS-Desktop asset in the
Dashboard or Advanced interfaces. A link to the CS-Desktop client installer is also
provided at that time.

Note that the CS-Desktop client does not support locale-related functionality, such as
setting an asset’s locale, or creating atrandation. To perform such functions, use the
Dashboard or Advanced interfaces.

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

For complete information on how to use CS-DocLink, see the online Help that isinstalled
with the client software.

Note that the CS-DocLink client does not support locale-related functionality, such as
setting an asset’s locale, or creating atrandation. To perform such functions, use the
Dashboard or Advanced interfaces.
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Working with FCKEditor

The Dashboard interface supports the use of FCK Editor, a popular third-party WY SIWY G
(What You See IsWhat You Get) editor.

Note

Your site developers enable FCK Editor on a per-field basis when configuring the
asset types for your site.

A WY SIWY G editor allows you to apply style characteristics such as bold, italics, and
underlining, and closely mimics the text editing behavior of Microsoft Word. You can
change font size and color, make bulleted lists, insert tables, images, and hyperlinked text.
Your changes to the contents of the text field are instantly visible in the editor window.
You can also use aWY SIWY G editor to edit fields in the InSite interface.

If your system is set up to use FCK Editor, the editor appears as part of the “ Edit” forms,
replacing the standard text box for each field that is WY SIWY G-enabled when you click
the field to make changes. The example below shows the Body field of a*“ Content” asset,
being edited in FCK Editor:

A= seS

4 2 Re %
Z Shle - | Size - Ty Jy-

Body: -
< Format + | Font -

L | & E Source @)

According toWalter Benjamin, unigueness and
permanence are closely linked. The unigqueness of awork of artis
inseparable fram its being imhedded in the fabric of tradition. This
tradition itselfis thoraughly alive and extremely changeahble. Every
unigue work of art has associated with it a ritual of admiration, which
is given birth to by its creator and its spectatars. To pry an ohject

from its shell is to destroy its aura of authenticity, and mechanical

povnencduetioen b doine oo Homd immte e e

Note

If your FCKEditor toolbar includes an Upload | mage function, consult your CS
administrator before using this function. 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.

Content Server 7.0 Dashboard Interface User's Guide

SOFTWARE



Chapter 3. Creating and Editing Assets

Working with FCKEditor

To work more comfortably, you can use the M aximize function to expand FCK Editor to
fill your workspace:

Click Maximize to expand the FCKEditor
window to fill the entire workspace.

To restore FCKEditor to its normal size,
click Maximize again.

" FatWire | Content Server7

1= 1= Help | Logout |
advaced | dash firstsite [Find all I | @
- | Size - | T dm-
- | Font -
Source | @

According o Walter Benjamin, unigueness and permanence are closely linked. The uniqueness of awork of artis ingeparahle from its heing imhedded in the
fabric of tradition. This tradition itselfis thoroughly alive and extremely changeahle. Every unigue work of art has associated with it a ritual of admiration, which is given

hirth to by its creator and its spectators. To pry an ohject from its shell is to destroy its aura of authenticity, and mechanical reproduction, by doing exactly that,

efnancipates the mass-reproduced piece from its parasitical dependence on that ritual. In the case ofvideo garmes, however, the opposite trend can be seen.

2] [T T T [

FCKeditor also provides advanced features, such as access to your content’s underlying
HTML code or the ability to accept pre-formatted content from M S Word documents.

To find out more about FCK Editor and its capabilities, consult the FCK Editor
documentation, availableat http://wiki.fckeditor.net.
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Working with the Date Picker

king with the Date Picker

When working with assets whose forms require you to enter a date (such as a post date,
rel ease date, and so on), you may encounter one or more fields that allow you to visually
select a date using the Date Picker attribute editor, in addition to the standard text box.
The Date Picker allows you to select adate using a calendar-like interface found in many
personal information management (PIM) applications (for example, Microsoft Outlook).

Perform the following stepsto enter a date into an field using the Date Picker:
To enter a date into a field using the Date Picker

1. Intheasseat’'s “Edit” form, scroll to the desired field and click the Date Picker icon.

PostDate: r:|12jMin:|unj8ec:|Dujhmj

Content Server opens the Date Picker pop-up window.

1. Select the month 2. Select the year from

from the drop-down list.

the drop-down list.
\
ﬁ*Fel:uruarr_.r = |2IIIIII?

Sun Mon Tue Wed Thu Fri Sat

1 2 3
L 5 & 7 g 9 10
11 12 13 14 15 16 17
15 19 20 21 23 24
25 2 27 28

Zancel

3. Click the desired day.

2. Inthe Date Picker pop-up window, select the desired month, year, and day. Make sure
you select the day last; when you click the desired day, the Date Picker pop-up window
automatically closes, and the date you selected is reflected in the corresponding field in
the asset’s “Edit” form.

Deleting Assets

SOFTWARE

When you use the Delete function, the asset is not immediately removed from the
database. Instead, its statusis changed to void. The asset isremoved from the database the
next time the administrator performs a database purge.

When apreviously published asset is marked for deletion on the content management
system, it is automatically approved for publishing to any destination it had ever been
published to, placed in the publish queue, and published as “deleted” during the next
publishing session. Publishing the asset as deleted serves as a way to synchronize assets
between the content management and delivery systems; assets deleted on the content
management system are removed from the delivery site when the publishing session runs.
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Asset Deletion Rules

Thefollowing restrictions are enforced when you del ete assets:

You can delete an asset only if you have the permissionsto do so.

If an asset isin aworkflow and is assigned to someone other than you, you cannot
delete that asset even if you have the permissions to del ete assets.

You cannot delete a placed “ Page” asset.

You cannot delete an asset if it is associated with another asset. If you attempt to do so,
Content Server displays alist of the offending associations. You can then edit the
parent assets to disassociate the child asset you want to delete.

Deleting a Single Asset

To delete a single asset

1.
2.

SOFTWARE

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

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previously added the asset to atag, select the tag that contains the asset
inthe Tagstree in the navigation pane. (If the Tagstreeis collapsed, expand it
by clicking the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server opens the asset in the “Inspect” form.
Inthe asset’s “Inspect” form, click Delete.
Content Server displays a message asking to confirm the deletion of the asset.

GameMicroworldsArticle

Are you sure you want to delete GameMicroworldsArticle?

Name GameMicroworldsarticle
Description

Status FL

D 1171921052592

Modified Feb 21,2007 12:12 PM EST by firstsite

Note

If the asset has one or more dependencies preventing it from being deleted,
Content Server displays a message identifying the offending dependencies. If that
happens, stop here. you must remove the associations between the asset and its
dependencies before you can del ete the asset.
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If you are sure you want to delete the asset, click Delete. Otherwise, click Cancel.

Oncethe asset is deleted, Content Server displays a message confirming the deletion.
The database status of the asset is changed to “void.” Searches will not retrieve assets
that are marked as void.

Deleting Multiple Assets

To delete multiple assets at once

s o

1.
2.
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Log in to the site you want to work with.
Find the assets you want to delete. Do one of the following:

- Inthe Search field in the top bar, enter search criteria identifying the assets you
want to delete, then click Go.

- Inthe Tagstree, select the tag that contains the assets.
For more information on finding assets, see “ Finding Assets,” on page 82.

Inthelist of results, navigate to each asset you want to delete and select its check box.

Click Delete.
Content Server displays a message asking to confirm the deletion of the assets.

Note

If one of the assets you want to delete has dependencies preventing it from being
deleted, Content Server displays a message identifying the offending
dependencies. If that happens, stop here. You must remove the associations
between the asset and its dependencies before you can delete the asset.

If you are sure you want to delete the asset (or assets), click Delete. Otherwise, click
Cancel.

Once the assets are deleted, Content Server’sinterface displays a message confirming
the deletion.The database status of the assets is changed to “void.” Searches will not
retrieve assets that are marked as void.
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Finding and Organizing Assets
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Content Server provides an easy and effective way to find assets you want to work on.
Once you find them, you can organize them into personalized lists for easy future access.

This chapter describes the basic procedures for finding and organizing assets, illustrated
with examples from the FirstSite |1 sample site.

This chapter contains the following sections:
e Finding Assets
e Organizing Assets

Content Server 7.0 Dashboard Interface User's Guide



Chapter 4. Finding and Organizing Assets

Finding Assets

Finding Assets

Content Server allows you to easily find assets matching the criteriayou specify. Note that
search results will include only assets that you have permissions to work with.
(Permissions are set by your CS administrator.)

Search Behavior in the Dashboard Interface

The Dashboard interface, introduced in this release of Content Server, contains search
capabilities that differ from those found in the Advanced interface. The differences, due to
the integration with the Lucene search engine, are as follows:

» Beforeyou can perform searches in the Dashboard interface, the administrator must
enable search indexing on your system (through the Advanced interface).

e The Dashboard interface allows you to search across all asset typesin agiven site.
You no longer have to know the asset type of the asset(s) you want to find in order to
begin a search. You do, however, have the option to limit your search to a specific

asset type.

e TheDashboard interface searches through the names and values of all fields within all
assets. For example, you can search for al assets that contain the word flowers
without having to select specific attribute names to search through.

» The Dashboard interface allows you to customize your searches by formulating your
search queries, as described in “ Search Guidelines.”

Search Guidelines

When performing searches in the Dashboard interface, use the guidelinesin Table 3 to
formulate your search queries. Customizing your search queries allows you to perform more

precise searches.

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

Table 3: Lucene search query guidelines

Assets that contain a Enclose the phrase in quotes. | To find assets that contain the

phrase. phrase blue flower s, enter “ blue
flowers’ asyour search query.

Assets that contain Use the ? (question mark) To find assets that contain test or

variations of aterm. (The
variations must match the
character length of the
term.)

symbol to indicate a single-
character wildcard. A search
term cannot begin with a
wildcard.

text, enter te?t as your search
guery. To find assets that contain
either book or back, enter b??k as
your search query.

Assets that contain
variations of aterm. (The
variations may or may not
match the character length
of the term.)

Usethe* symbol toindicate a
multi-character wildcard.

A search term cannot begin
with awildcard.
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Table 3: Lucene search query guidelines (continued)

Assets that contain all of
the specified terms.

Join the terms with the AND
operator.

To find assets that contain both
jack and jill, enter jack AND jill
as your search query.

Assets that contain a
specific term but do not
contain another term you

specify.

Exclude the unwanted terms
using the NOT operator.

Tofind assets that contain jack but
do not containjill, enter jack NOT
jill asyour search query.

Assets that must contain a
specific term and may
contain another term you

specify.

Precede aterm with the +
(required) operator to indicate
itisarequired term.

To find assets that must contain
jack and may containjill, enter
+jack jill asyour search query.

Assets that contain a
specific term, excluding
assets that also contain
another term you specify.

Precede a term with the -
(prohibited) operator to
indicate the exclusion.

Tofind assetsthat contain jack but
exclude those that also contain jill,
enter jack -jill into as your search

query.

Assets that contain terms
similar in spelling to the
term you specify.

Append the ~ (tilde) operator
to aterm to perform afuzzy
search on that term.

To find assets that contain jack,
including occurrences that are
misspelled, enter jack~ as your
search query.
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Note

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

To search for an asset

1.
2.

Log in to the site you want to work with.

Specify your search criteria. In the top bar, do the following:

(Optional) In the “Find All” drop-down list, select the asset type to which you
want to limit your search. If you do not make a selection, Content Server will
search across all asset types in the current site.

In the Sear ch field, enter the desired search criteria. Refer to “ Search Guidelines,”
on page 82 to find out how to formulate your search query to narrow the scope of

a.
b.

your search.
Click Go.

Note

Finding Assets

In the Dashboard interface, your search results are based on information drawn
from a database index which is updated at regular intervals. As such, your search
results may not include the changes that occured since the last index update, until
the next update occurs. If you have questions, consult your CS administrator.

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

Search Results: product

Addto... ol

Description

Type

Modified

Locale

Relevance

O

O

FSII FSE DWD WCR
Combao

FSII FSE Plasma
Screen TV

FSII FSE Triple
Flay

FSII FSE Digital
Audio Player

FSII AudioCo iAC-
00& Portable MP3
Player

FSII AudioCo iAC-
083 Portable Audio
Flayer

FSII Innovative Hi-
Def Projection TW

FSII Innovative
MiniDisc Digital
Audio Player

FSII Televisions

Double Feature DVDAYCR
Combination Deck, Black
Universal Rermote Control
Included

FSE Plasma Screen TV

Triple Play Plus 27" TW/DWD-
RAMAICR Combo 27" Screen TV,
Supports DVD-Video, DVD-R,
DYD-RAM, WHS, JPEG, CD, CD-
RARYWE, MP3

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

AudioCo iAC-008 Portable MP3
Player

AudioCo iAC-083 Portable Audio
Flayer

The Innovative HD Projection TV
features incredible resolution

(3.28 Million Dots), an integrated
ATSC Tuner, and an elegant sle

Innovative's Digital Music Player
combines high quality sound and a
large storage capacity

e have incredible prices on an
excellent selection of
Combination, HD and Plasma Tws,

Product_C{F=II
Product)

Product_C{F=SII
Product)

Product_C{F=II
Product)

Product_C{F=SII
Product)

Product_C{F=II
Product)

Product_C{F=SII
Product)

Product_C{F=II
Product)

Product_C{F=SII
Product)

Product_P
(FSIICateqgory)

Aug
25,2005
15:52 PM

Mov 3,2004
14:03 PM

Mov 2,2004
20:10 PM

Feb
20,2007
16:45 PM

Mov 2,2004
20:15 PM

Mov 2,2004
20:53 PM

Mov 2,2004
20:57 PM

Mov 2,2004
20:50 PM

Mov 2,2004
14:55 PM

en_US

en_US

en_US

en_US

en_US

en_US

en_US

en_US

en_US

[P——

[P——
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Finding Assets

(Optional) sort your search results by clicking one of the columns:
- Name

- Description

- Type

- Modified

- Locae

- Relevance

Tip

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

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

- Add assetsto atag — proceed to step 5 in “Adding Assetsto a Tag” on page 87.

- Remove assets from atag — proceed to step 5 in “Removing Assets from a Tag”
on page 88.

- Delete assets — proceed to step 4 in “Deleting Multiple Assets’ on page 80.

Navigating Through Your Search Results

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

1. Go to the next page of search results by clicking Next xx in the top right corner of the

search area, where xx is the number of assets that will be displayed on the next page.

|1-25 of 36 "] )

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

26-36 of 36 =

Jump to a specific page of results by selecting the corresponding asset range in the
drop-down list located between the Previous xx and Next xx hyperlinks. For example,
if your search returned 36 assets and you want to jump to the results page displaying
assets 2636, select 2636 of 36 from the drop-down list.

Saving the Results of Your Search

To save the results of the search you performed, proceed to step 4 of the procedure,
“Adding Assetsto a Tag,” on page 87.
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Organizing Assets

Organizing Assets

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

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

Note

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

Types of Tags
Content Server supports the following types of tags:

System Tags

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

My Checkouts — returns alist of assets currently checked out to you.

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

» History — returnsalist of assetsyou have worked on during the current session. This
list is cleared every time you switch sites or log out of Content Server.

You cannot create, modify, or delete system tags.

User Tags

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

Note

User tags are user- and site-specific; in other words, the tags you create in a given
site will be accessible only to you and only within that site.
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Creating a Tag
Before you can add assets to atag, you must first create the tag that will store them.

To create a new tag

1.
2.

Log in to the site you want to work with.

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

Inthe New Tag field at the bottom of the navigation pane, enter a name for the new tag.
Click New.
The new tag appears under the User node in the Tags tree.

Adding Assets to a Tag

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

To add assets to atag

1.
2.

Log in to the site you want to work with.

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

Perform a search, as described in “ Searching for Assets,” on page 84.
In the search results, select the check box next to each asset you want to add to a tag.

(Optional) If you want to create a new tag to hold the assets, enter a name for your new
tag in the New Tag field at the bottom of the navigation pane, then click New.

The new tag appearsin the Tagstree and in the“Add To ...” drop-down list abovethe
search results.

Inthe “Add To...” drop-down list, select the tag you want to add the assets to.
Content Server adds the selected assets to the tag you chose.

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

To run atag

1. Logintothesite you want to work with.

2. (Op_ti onal) If the Tagstreeis collapsed, expand it by clicking the Tags bar in the
navigation pane.

3. Inthe Tagstree, click the desired tag.

SOFTWARE

Content Server displays alist of assets returned by the tag.
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Removing Assets from a Tag

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

To remove assets from a tag

1. Logintothesite you want to work with.

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

3. Inthe Tagstree, select the tag from which you want to remove one or more assets.
Content Server displays alist of assets currently assigned to the selected tag.

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

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

fadd ... =
Add 0.

Best Hotels

Iy Articles

Europe Package

Iy Search

Best Hotels

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

Renaming a Tag
This section shows you how to rename a tag.
To rename a tag

1. Logintothesite you want to work with.

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

3. At thebottom of the Tags tree, click Edit.
Content Server displays alist of tags you have created so far in the current site.

Edit Labels

Best Hotels Renare |Delete
Campaian 2006 |Rename | Delete
My List Fename | Delete
Europe Package |Rename | Delete

My Products Fename |Delete

4. Inthelist of tags, locate the tag you want to rename, and click its Rename link.

Content Server 7.0 Dashboard Interface User's Guide

SOFTWARE

88



Chapter 4. Finding and Organizing Assets

5.

The name of the tag becomes an editable field.

Edit Labels
Best Hotels

|Cam|:uaign 2006
My List

Europe Package
My Products

Make your changes, then click Save.

Rename

Save

Rename
Rename

Rename

Delete
Delete

Delete
Delete
Celete

Organizing Assets

Content Server redisplays the list of tags, showing the changes you have made.

Deleting a Tag

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

SOFTWARE

To delete a tag

1.
2.

4.

Log in to the site you want to work with.

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

navigation pane.
At the bottom of the Tags tree, click Edit.

Content Server displays alist of tags you have created so far in the current site.

Edit Labels

Best Hotels Renarme
Campaign 2006 |Rename
My List Renarme
Europe Package |[Rename
My Products Renarme

Delete
Delete
Delets
Delete
Delete

Inthe list of tags, locate the tag you want to delete, and click its Delete link.

Content Server deletes the tag and redisplays the list of tags, showing your changes.
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This chapter shows you how to work with localized assets and multilingual asset sets.
This chapter contains the following sections:

Overview

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

Examining the Available Translations of an Asset
Comparing Language Versions

Changing the Master Asset of a Multilingual Set
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Overview

Very often, organizations maintain one or more localized online sites that serve different
geographic regions. Such siteswill host content in one or more languages local to the
region served by the site. In such cases, a piece of content can exist in multiple language
versions, or locales.

If two or more locales are set up on your site, you can create translations of assets, in the
languages available on your site. When you create thefirst translation of an asset, the asset
and its translation become a multilingual set, and the source asset is automatically
designated as the master asset of the set. Once an asset is designated as the master of a
set, it remains so until you designate another member of the set as the master.

You can create subsequent translations either from the master asset, or from an existing
translation. The master asset and its translations are linked to one another to indicate they
are members of the multilingual set. Each member contains the same piece of content but
in adifferent language. You can not delete the master asset if at |east one translation exists
in the set. You will have to delete all of the translations linked to the master asset before
you can delete it.

Each asset can have only one trandation in each available language. For example, once a
Canadian French trandlation of an asset exists, you cannot create another Canadian French
translation within the same multilingual set.

To create atrandation of an asset, you must do the following:

1. Select thetarget language of the translation. Content Server does the following:
a. Createsacopy of the source asset
b. Setsthe target language of the copy according to your selection

c. Linksthe copy to the master asset and marks the copy as a translation of the
master. If thisis the first translation of the asset, a multilingual set is created and
the source asset is designated as the master.

2. Trandate the source content and store the translated content in the transl ation asset.

(Optional) Translate the assets associated with the source asset and associate the
translated versions with the translation of the source asset. See Table 4, on page 93 for
information on how asset relationships are handled when you create translations of
assets.

Note
Before performing the procedures in this chapter, note the following:

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

» |If you plan to work with content in alanguage that uses non-English
characters, your machine must be configured for input and display of such
characters.

If you have any questions, contact your CS administrator.
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Overview

Table 4: Asset relationship behavior for multilingual assets

Named and Unnamed
Associations

When an asset containing named or unnamed associations is
translated, all assets associated with the source asset are
automatically associated with the translation. You then have
the choice to trand ate the associated assets and associate the
translated versions with the translated parent asset.

Asset-Type Attributes

When an asset containing associations through asset-type
attributes is translated, all assets associated with the source
asset are automatically associated with the trandation. You
then have the choice to translate the associated assets and
associate the translated versions with the translated parent
asset.

Embedded Links

Embedded links are not affected. When an asset containing
embedded links is translated, you must manually update the
links to point to the corresponding translations of the linked
content (if they exist).

For more information, see “Working with Asset Associations,” on page 122.

Note

If you want to share alocalized asset to another site, the locale assigned to the
asset must be enabled on the target site. If you have questions about locales,
contact your CS administrator.
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Setting or Changing an Asset’s Locale Designation

Setting or Changing an Asset’s Locale Designation

Before you can create atrandation of an asset, the asset must have alocale designation
assigned to it. (Typically, you assign the local e designation when you create an asset.)

If you want to create atranslation of an asset that has no locale designation, follow the
steps bel ow, then continue on to step 3 of the next section, “Creating a Trandation of an
Asset,” on page 95.

You can also change the locale designation of an asset that already has one assigned to it,
if necessary. For example, if the administrator decides to divide the asset’slocale into
specific flavors, (such as dividing French into Canadian French and Belgian French) you
can update your assets to use the new locale designations.

Note

You can only assign locales that have been enabled on your site by the CS
administrator.

To set or change an asset’s locale designation

1. Logintothesite you want to work with.
2. Find and open the asset whose |ocale designation you want to set or change:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previously added the asset to atag, select the tag that contains the asset
inthe Tagstree in the navigation pane. (If the Tagstreeis collapsed, expand it
by clicking the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
3. Set or change the asset’s local e designation:

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

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

e. (Optional) If your next step isto create atranslation of the asset, switch back to
the Content section of the “Inspect” form by clicking Content in the form section
selector, and proceed to step 3 of the next section, “ Creating a Trandation of an
Asset,” on page 95.
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Creating a Translation of an Asset

Creating a Translation of an Asset

Note

» Before you can create a translation of an asset, the asset must have alocale
designation already assigned to it. (The asset’slocaleislisted in the M etadata
section of the asset form and is typically assigned by the user who creates the
asset.) If the asset does not have a local e designation, follow the stepsin
“ Setting or Changing an Asset’s Locale Designation,” on page 94, then skip to
step 3 of this procedure.

e |If you are creating the first translation of an asset, you are automatically
creating a multilingual set consisting of the source asset and the translation.
The source asset will be automatically designated as the master asset of the
multilingual set.

To create a translation of an asset

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

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previously added the asset to atag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tagstreeisnot aready visible,
expand it by clicking the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

3. Setthetarget language of thetranslation. Inthe“Locales’ drop-down list in the action
bar, select Add new locale, where locale is the target language.

FSII FSE DYD ¥CR Combo |en_Us - Master asset |z
en_ LS - Master Asset
‘Add new de DE
Add new es_ES
4dd new fr_FR

| . Preview // Edit 28 _Copy |‘ﬁ Delete |

Note

If the“Locales” drop-down list is not displayed, stop here. You do not have the
permissions to trand ate the asset, or your site has less than two locales set up. If
you have questions about locales or your permissions, contact your CS
administrator.
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4.

Creating a Translation of an Asset

Content Server displays the “Create New Asset Type” form:

Create New Content

Name: |

Content Definition: FSII Article

Locale: ILocaIe 'l

Workflow process: FSII: spproval for Content

ContentEditor [ connie
[ firstsite

Assignees:
[ fwadmin

In the “Create New Asset Type” form, do the following:

a.

Inthe Name field, enter a name that uniquely identifies the new asset as a
tranglation of the source asset.

Note the following conventions when naming the asset:
- The name must be between 1 and 64 alphanumeric characters.

- Thefollowing characters are not allowed: single quote ('), double quote (),
semicolon (;), colon (:), and question mark (?).

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

(Optional) If the administrator configured the asset type such that all new assets of
that type are placed into workflow upon creation, you will see the following fields:

- TheWorkflow Process field, showing the pre-assigned workflow process

- TheAssigneesfield, listing possible assignees for each role required by the
process

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

For more information, see Chapter 9, “Workflow.”
Click Next.
An“Edit” form containing the fields and values of the source asset appears.

5. Trandate the asset as follows:

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

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

SOFTWARE

a.

For each field, replace the copied content with an appropriate translation. When
making your changes, take note of the following:

- Required fields. Do not leave any required (highlighted in yellow) fields
blank. If you do, you will not be permitted to save the asset. Make changes to
all other fields as necessary.

- Datefields. You may see aDate Picker (little calendar) icon next to a date
field. Clicking the icon invokes the Date Picker attribute editor; see “Working
with the Date Picker,” on page 78 for more information.
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- Fieldsthat prompt you to select assets. You may see afield (or fields) that
prompt you to select aflex parent or atemplate, or associate an asset (such as
an image) with the asset you are creating.

1) If thefield displays adrop-down list, select the desired asset from thelist.

If the field displaysaLink Asset (or Link Parent) and a Show Assets
button, proceed to the next step.

2) Click Show Assets.

3) Content Server displays alist of assets eligible as values for the field.

4) inthelist of assets, navigate to the desired asset and select its check box.
5) Click Link Asset (or Link Parent).

Content Server links the asset you selected to the new asset. The name of
the linked asset is displayed in the field.

6) (Optional) If you see (M) next to the field, repeat steps 4 and 5 to add
another asset (usually, aflex parent) to the field.

b. Select the next section in the form section selector.

c. Populate the next section as outlined in step a. Continue until you have populated
all required sections (marked with an asterisk). Populate other sections as
necessary.

Save the asset by clicking Save & Close.

When you save the asset, Content Server displays the asset inthe “Inspect” form, unless.
- You have left out one or more required fields in one or more sections

- Anentry or selection you have made in is not permitted

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

(Optional) If the asset is not preassigned to a workflow and you want to use the
workflow feature, you can assign the asset to a workflow process as described in the
section “Assigning an Asset to a Workflow,” on page 148.

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

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

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

a. Switch to the Relations section of the form.

b. Review the assets associated with the translation asset and determine which ones
need to be trand ated.

When you create a translation of an asset, the assets associated with the source
asset are automatically associated with the translation asset.

Depending on the nature of the associated assets, you may want to translate them
and associate the trandated versions with the translation asset you created in the
previous steps. For example, an image depicting a product might not require a
localized version, but a data sheet for the product will need to be translated.
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Examining the Available Translations of an Asset

See Table 4, on page 93 for information on how Content Server handles asset
relationships with respect to multilingual assets.

c. (Optional) If in step b you determined that one or more assets associated with the
translation asset have to be translated, translate each asset requiring trandation by
repeating this procedure, then follow the steps in “ Associating Assets,” on
page 123 to associate the translated versions with the transl ation asset you created
in the previous steps.

Examining the Available Translations of an Asset

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

To check whether a specific translation of an asset exists

1.
2.

SOFTWARE

Log in to the site you want to work with.
Find and open the asset whose trand ations you want to examine:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previously added the asset to atag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tagstreeisnot aready visible,
expand it by clicking the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

Examine the contents of the “Locales’ drop-down list in the action bar. If atranslation
in agiven language exists, you will see a Show in language... entry for that language
in the drop-down list.

FSII FSE DYD YCR Combo en_US - Master asset [/l [ campare
US - Master Asset
| ) Preview // Edlit 58| Copy | fiit Delete | :E_d few esteSr’ =58

lAdd new fr PR

Note

If the drop-down list does not contain a Show in locale entry for the desired
language, stop here. The asset has not yet been trand ated into that language. You
can translate the asset by following the steps in “ Creating a Trandlation of an
Asset,” on page 95.

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

(Optional) If you want to compare the asset to one of its translations, follow the
instructions in step 4 on page 99.
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Comparing Language Versions

If at least one translation of an asset existsin the current site, you can edit two language
versions of the asset side by side by toggling the locale compare mode on.

To compare two language versions of an asset

1. Logintothesite you want to work with.
2. Find and open the asset whose language versions you want to compare:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previously added the asset to atag, select the tag that contains the asset
inthe Tagstree in the navigation pane. (If the Tagstreeis collapsed, expand it
by clicking the Tags bar.)

For more information, see “Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

3. (Optional) If you want to make changes to the selected asset while comparing it to
another language version, click Edit in the action bar. (For more information, see
“Editing Assets,” on page 73.)

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

4. Togglethelocale “Compare’ mode on and choose the language version to which you
want to compare the selected asset.

1) Intheaction bar, select the Compar e check box.

Note

If you do not see the Compare check box, stop here. No translations of the
asset you are viewing exist yet. You can trand ate the asset by following
the steps in “Creating a Trand ation of an Asset,” on page 95.

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

2) Inthe“CompareLoca€e’ drop-down list, select the language version you
want to compare to the selected asset.

The asset form switches to the locale “ Compare” mode. In this mode, each field is
shown twice: the selected asset on top, and the language version to which you are
comparing the selected asset underneath.

“Inspect” mode “Edit” mode
Selected asset

Headline / \ Headline
en_US: |about FirstSitell

en_US: About FirstSitell

de_DE: Ungefihr FirstSitell Language version
\ to which you SM
comparing th

selected asset

de_DE: Ungefahr FirstSitell
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5.

Changing the Master Asset of a Multilingual Set

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

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

Notethat if you used the Apply button to save your progress while working on the
asset, clicking Cancel will only discard the changes you have made since the | ast
time you clicked Apply. Thisis because the asset is saved to the database the first
time you click Apply. In such cases, you cannot discard the asset by clicking
Cancel.

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

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

Changing the Master Asset of a Multilingual Set

When you create the first translation of an asset, the source asset becomes the master asset
of amultilingual asset set consisting of the asset itself and itstranslation. As more
translations of the source asset are created, the multilingual set grows.

SOFTWARE

If you need to designate another member of the set as the master (for example, when the
multilingual set is copied to a site in another language), you can do so from the “ I nspect”
form of any member of the set.

The following procedure shows you how to set a new master asset from the “ Inspect” form
of the set’s current master asset.

To change the master asset of a multilingual set

Note

Note the following:

The master asset of amultilingual set isindicated in the“Locales’ drop-down
list in the action bar.

If amultilingual set isbeing revision-tracked, you must manually check out all
members of the set before you can change the set’s master asset. For
instructions, see “ Checking Out Assets,” on page 169.

Log in to the site you want to work with.
Find the master asset of the multilingual set:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.
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Changing the Master Asset of a Multilingual Set

- If you previously added the asset to atag, select the tag that contains the asset
inthe Tagstree in the navigation pane. (If the Tagstreeis collapsed, expand it
by clicking the Tags bar.)

For more information on searching, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

3. Open the translation which you want to designate as the new master asset. In the
“Locales’ drop-down list, select Show in language... where language is the locale of
the desired translation.

Content Server displays the selected tranglation in the “ Inspect” form.
4. Inthe action bar, click Make M aster.

The currently open translation asset is designated as the master of the multilingual set
it belongs to.
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Changing the Master Asset of a Multilingual Set
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Working with the InSite Interface
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This chapter describes how to use the InSite interface to add, edit, replace, and position

content directly on arendered page.
This chapter contains the following sections:

Overview

Accessing the InSite Interface

Previewing Assets

Editing Assetsin the InSite Interface

Managing Page Content Using the InSite Interface

Searching for Assets Using the InSite Interface

Finishing Your Workflow Assignments Using the InSite Interface
Obtaining the InSite URL for an Asset
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Overview

Overview

Business users who do not ordinarily work in Content Server’sinterface, but who
occasionally need to approve or make changes to content, can do so directly on arendered
page, using the InSite interface. The InSite interface provides access to Content Server’s
most commonly used content management functions, and is displayed alongside the
rendered page, as follows:

dvanced dash | insite You are currently logged in as: firstsite

Preview Ternplate: [Get link)

@ Praview
Page
Name: FSIIHame
Descrpton: Home

Template
Mame: FFSIILayaut

Description: Generates an overall layout of 2 page
e b e ey i BB e
for the specified asset,

@ Editing
ﬁ] Page Layout

@I Search

f:fl Assignments

Note

* Theexamplesin this section are based on the FirstSite || sample site.
Depending on how your siteis set up, your interface may differ from the
depictions in this section.

e Previousreleases of Content Server contain a drag-and-drop templating
feature called InSite Templating. In thisrelease, InSite Templating has been
integrated into the InSite interface as the “Page Layout” mode.
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Accessing the InSite Interface

The InSite interface allows you to preview, edit, add, remove, replace, and position

content directly on arendered page. To accomplish these tasks, you work on content in
one of the following modes:

* Preview —allows you to see how the content would look on the online site. For more
information, see “Previewing Assets,” on page 106.

» Editing —allows you to edit content directly on arendered page. For more
information, see “Editing Assets in the InSite Interface,” on page 109.

» PageL ayout —allows you to add, remove, replace, and position content on a page.

For more information, see “Managing Page Content Using the InSite Interface,” on
page 111.

Additionally, you can access the following functions through the InSite pane:

e Search —allowsyou to find other assets you want to work with in the InSite interface.
For instructions, see “ Searching for Assets Using the InSite Interface,” on page 117.

» Assignments—alowsyou to finish your workflow assignments. For instructions, see
“Finishing Your Workflow Assignments Using the InSite Interface,” on page 118.

Accessing the InSite Interface

Note
To use the InSite interface, the following conditions must be satisfied:
* You must have the appropriate permissions.
e You must be using a supported browser.

» Thetemplate used to display the asset you want to work on (and the asset’s
parent page, if applicable) must support InSite functionality.

Consult your CS administrator or site developers if you have any questions.

You access the InSite interface by previewing an asset. Once you have previewed the
asset, you can use the InSite interface to perform other content management tasks.

You can preview an asset in several ways. For example:
» Usethe search feature of the Dashboard interface to find the desired asset, then preview it.

» Drill down the Site Plan or Asset trees in the navigation pane to open the desired
asset, then preview it.

e Obtain the InSite URL for the asset from another user or your CS administrator. For
example, your colleague would e-mail you the InSite URL for an asset he or she has
worked on, so that you can review it or make changes, depending on your permissions.

Note

Use the Get Link function to obtain the InSite URL for an asset. Once you have
the URL, you can give it to another user so that he or she can work on the asset in
the InSite interface (assuming the user has the appropriate permissions). For more
information, see “ Obtaining the InSite URL for an Asset,” on page 120.
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Previewing Assets

When you access the InSite URL, you will be asked to log in. Onceyou log in, the
InSite interface displays the asset in “Preview” mode.

Note

There are anumber of waysto preview an asset. The proceduresin this section
assume you are previewing an asset as described in the next section, “Previewing
Assets.”

Previewing Assets

Previewing an asset displays the asset in its rendered form in the InSite interface.

Note

You can only preview an asset that has a template assigned in the Template field
(located in the M etadata section of the asset form).

If you have any questions, consult your site designers or CS administrator.

To preview an asset

1. Logintothesite you want to work with.
2. Find and open the asset you want to preview. Do the following:

a. (Optional) If you want to limit your search to a specific asset type, select the asset
type from the “Find All” drop-down list.

b. Inthe Search field in the top bar, enter the desired search criteria and click Go.
For more information on searching, see “ Finding Assets,” on page 82.
c. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server opens the selected asset in the “Inspect” form.
3. Preview the asset. In the action bar at the top of the asset form, click Preview.

Content Server opens a new browser window and displays the selected asset in the
InSite interface.
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Previewing Assets
Here is an example view of the InSite interface showing the FirgtSite |1 home page in
“Preview” mode:
Open a new Select an alternate Click to copy the Preview the Toggle the
instance of template in which to InSite URL of the assetwithout the InSite pane
the Advanced view the asset. displayed asset InSite interface. on and off.

interface. to the clipboard.

Top Fai (lire | Content Server7

bal’ dash insite You are currently logged in as: firstsite

InSite
- bar
[ Bji Preview
Page
Name: FSIIHome

Description: Home

. Template
InSite B -

MName: JFEIILayout

pane Description: Generates an overall layout of a page
which includes calling the Detail ternplate -
for the specfied assat, ’ .
Item of the Week Welcome to FirstSite
-g:} Editing
= By John Kilpatrick
ﬁj Page Layout
C_];I Search FirstSite is an electronics superstore that provides only the finest brand nams merchendize at rock

bottom prices. If you find a lower price anywhere, we will beat it! Our professional staif is here to help
you every step of the way. If you have any gquestions about your procducts or need assistance setting
g your home theater system, stereo, or appliance, tell your service rep st the time of purchase and we
wvill ke maore than happy to help

ﬁ:[,'l Assignments

FSE Triple Play

AudioCo. New Portable Media Player Offers Full Video
Experience

By: by Keuin Zhang

Click a section of the InSite

H MILPITAS, Calif. August 3, 2004 AudioCo., the leading innovator in digital entertainment, todsay snnounced
pane tO WOrk Wlth the the PMP-100 (Portable Media Player) series, & leap inthe evolution of award-winning AudioCo. music
Correspond |ng fu nction. players. The PMP-100 series allows customers to enjoy their favarits recorded T showes, movies, home

videos, music and photos on a single, portable player

The largest capacity PMP-100 series player stores up to 150 hours of video and 1,200 hours of digtal
music.® In addition to playing medis files, the PMP-100 series supports USB host transfers allowing
customers to download cortent directly from supported digital cameras and storage devices.

AudioCo. PMP-100 series features®

208 and 4038 of internal storags

3.5 1inch vivid color display

Upgradeshle to future formats and festures
Weight: 2800

Dimenszions: 139 x 84 = 31.7 (mm)

2 Pricing and Availability

Suggested retail price for PMP-120 is USD $499.99 and PMP-140 is USD $599.99
Copyright @ 2008 Fatiire S oftmare
Walidate: zhtm| o=

The InSite interface contains the following components, as shown in the above figure:

- InSite pane —displays the type, name, and template (including descriptions) of
the asset you are working with; allows you to switch between InSite modes
(“Preview,” “Editing,” or “Page Layout”), search for assets, and finish your
workflow assignments.

- Top bar —allowsyou to open a hew instance of the Advanced interface; preview
the asset without displaying the InSite interface; toggle the InSite pane on and off;
access the FatWire e-docs site; and end your InSite session.

- InSitebar —denotesthe InSite mode you are working in; allows you to obtain the
InSite URL of the displayed asset, and view the asset using alternate templates.
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Previewing Assets

(Optional) If you would like to see how the asset would look when rendered by a
template other than the pre-assigned one, select atemplate from the “ Template”
drop-down list in the InSite bar. Consult your site developers for information on the
templates available to you.

Once you have previewed the asset, you can perform the following tasks:

- Edit the asset using the “ Editing” mode. For instructions, see “ Editing Assetsin
the InSite Interface,” on page 109.

- If the asset you are previewing is assigned to a page (or is a page): add, remove,
replace, and position content on the page using the “Page Layout” mode. For
instructions, see “Managing Page Content Using the InSite Interface,” on
page 111.

- Find other assets to work on in the InSite interface. For instructions, see
“Searching for Assets Using the InSite Interface,” on page 117.

- Finish your workflow assignments. For instructions, see “Finishing Your
Workflow Assignments Using the InSite Interface,” on page 118.

- Obtain the InSite URL for the asset. For instructions, see “ Obtaining the InSite
URL for an Asset,” on page 120.
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Editing Assets in the InSite Interface
To edit an asset in the InSite interface
1. Make sure the template assigned to the asset you want to edit supports InSite Editing.
Consult your site designersif you have any questions.
Preview the asset, as described in “ Previewing Assets,” on page 106.
In the InSite pane, click Editing. The InSite interface switches to the “ Editing” mode.
- If you see an Edit icon or button next to one or more fields, as shown below, the
asset is editable in the InSite interface. Proceed to the next step.
- If you do not see any Edit icons or buttons, stop here. The asset’s template does
not support InSite Editing. If you have any questions, consult your devel opers.
Click Apply to commit your Click the Edit (pencil) ——— The dotted outline and View (eyeball)
changes to the database, or icon to edit the field. icon indicate the field is being edited.
Cancel to discard them. When finished, click the View icon.

FatWire | Content Server 7

advanced dash | insite You are currently logged in as: firstsite
Site: FirstSitell iti Ternplate: (Get link)
@) Editing
—>< | s Apply. ‘ | 38 Cancel | )
Current Selection E0C les i Shopping Cait My Site About

Asset Name: FSIT AudioCo MewMediaPlayerCffersWideo
Field Name: FSIIHeadline

> Edited Assets

MName Type
El [FsIIHomePageText Content_C

{FSII e e e e e D ] ! the Week Welcome tyFirstSit ) @
@ Preview [ t By dohn K\Ipat

|:1.l Page Layout
C_];I Search

j,l Assignments

FirstSite iz an electronics superstore that provides only the finest brand name merchandize at rock
bottom prices. If you find & lower price anywhere, we will beat it! Our professional staff is here to help
wou every step of the weay . [T you have any guestions about your products or need assistance setting
up your home thester system, stereo, or appliance, tell vour service rep st the time of purchase and we
FSE Triple will be more than heppy to help.

Play
()

AudioCo. New Portable Media Player Offers Full Video
Experience #

The InSite pane Click the Edit button
shows which field to edit the field in a By by kavin Zhang &
and asset are WYSIWYG editor.

being edited, and
which assets you
have edited so far.

WMILPITAS, Calif August 3, 2004 AudioCo., the leading innovator in digital
entertanment, today announced the PYP-100 (Portable Iedia Player)
series, a leap in the evolution of award-winning AudicCo. music players. The
PIAP-100 series allows customers to enjoy their favorite recorded TV shows,
mowies, home wideos, music and photos on a smgle, portable player.

The largest capacity PWP-100 series plaver stores up to 150 hours of video
and 1 200 hours of disital music * Tn addtion to nlaving media files the

When you are finished editing
a WYSIWYG-enabled field, >
click the View button. Copyright @ 2005 F atilfire S oftware

Walidate: xhtml sz
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Editing Assets in the InSite Interface

4. (Optional) If you would like to view the asset using atemplate other than the one
assigned to the asset, select atemplate from the“ Template” drop-down list in the InSite
bar. Consult your site developers for information on the templates available to you.

5. Click the Edit icon or button next to a field of your choice and make changes to the
contents of the field. The difference between the Edit icon and button is as follows:

- TheEdit (pencil) iconindicates a simple text field. When you click the Edit icon,
it changes to the View (eyeball) icon, and the field is enclosed in a dotted line,
indicating that you can make your edits to the text within the field. You cannot,
however, alter the appearance of the text.

- TheEdit button indicates afield that can be edited in an embedded WY SIWY G
editor (such as FCK Editor). When you click the Edit button, the WY SIWY G
editor replacesthe field and displaysthefield's contentsin editable form. You can
then make your editsto both the text and its appearance. (See “ Working with
FCKEditor,” on page 76 for more information.)

The InSite pane shows the name of the field you are currently editing, and the asset to
which thefield belongs. It also shows a history of assets you have edited during your
current InSite session.

Note
When making your changes, keep the following in mind:

» To makeyour job easier, toggle off the InSite pane to maximize the visible
area on the page. Toggle the pane back on when you are ready to commit your
changesto the database. (Use the Toggle | nSite Pane button near the right end
of the top bar to toggle the pane off and on).

» |f an editable field is protected by revision tracking, alock icon replaces the
Edit icon (or button) to indicate that the field cannot currently be edited.

» When you are finished editing afield, click its View icon (or button) to return
the field to the view-only state. While not required, doing so will help you
keep track of the changes you make as your work progresses.

6. When you are finished making your changes, click Apply in the InSite pane to
commit your changes to the CS database.

If you click Cancel, your changes will be discarded and the asset redisplayed in its
unmodified state.

7. (Optional) If you would like to work on another asset using the InSite interface, find
the asset by performing the stepsin “ Searching for Assets Using the InSite Interface,”
on page 117, and repeat this procedure.
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Managing Page Content Using the InSite Interface

Managing Page Content Using the InSite Interface

If the asset you want to work with isa page (or is assigned to a page), you can work with
content directly on the page using the “ Page Layout” mode, provided the page has been set
up to support slots.

Note
Consult your site designersto find out which pages on your site support slots.

In “Page Layout” mode, each slot on the page accepts one piece of content — an asset. You
add, remove, replace, and position content on the page by dragging and dropping assetsinto
dots. Below is an example view of the InSite interface showing the FirstSite || home page
in “Page Layout” mode:

Click Apply to commit your changes to This slot is occupied by an asset.
the database, or Cancel to discard them. You can remove the asset from the
slot, or replace it with another asset

FatWire | Content Server 7

advanced dash insite You are currenthy logged in as: firstsite

Page Layout Ternplate: {@et link)

|;IJ Page Layout

—( [Zm EIRST
SITE
Search \
- oo
Type: IFind Content .
Containing: [F3i | - FSIIHomePageText ¥
ltem of the Week
Template: |FSIIDetail . .
e | Welcome to FirstSite
> By: John Kilpatrick
Search results -—
Mame Type FirstSite i= an electronics superstore that provides only the finest brand name merchandize st rock
B |Esiiautisto. Atacics AnnGancas N300 beros Content_C ottom prices. If you find & loweer price areyeechers, we will best it Cur professional staff iz here to help
au every step of the wary. [f you have any guestions akout your products or need assistance setting
Bl |Fsi1 sudioCo NewMediaPlsyeroffersviden Content_C P your home thester system, stereo, or appliance, tell your service rep at the time of purchase and we
B |esiabout Content_C Ilbe mare than happy to help
D FillAudioCoFirstUnderW aterMP 3P layer Content_C
D FSIIFSEIntroducesDYDRecarder Content_C . .
T —rEy i
‘@ Preview
@ Editing
Ci‘] Search
;!:J Assignments
This slot is empty. You
can drop an asset into it.

Use the InSite pane to
find and select assets
to drop into slots.
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Managing Page Content Using the InSite Interface

This section covers the following procedures.

Adding or Replacing Content on a Page
Removing Content from a Page
Positioning Content on a Page

Adding or Replacing Content on a Page

This section shows you how to use the InSite interface to add or replace content on a page.

To add or replace content on a page using the InSite interface

1.

SOFTWARE

Make sure the page you want to work with supports slots. Consult your site designers
if you have any questions.

Preview the desired page, as described in “ Previewing Assets,” on page 106.
In the InSite pane, click Page L ayout.
The InSite interface switchesto the “Page Layout” mode.

- If the page supports slots, you will see occupied and/or empty slots, similar to the
ones shown in the figure on page 111.

- If you do not see slots on the page, stop here. The page does not support slots.
If you have any questions, consult your developers.

Find the asset you want to add to or use as a replacement on the page. Do the
following in the InSite pane:

a. Inthe“Type" drop-down list, select the type of asset you want to find.
b. Inthe Containing field, enter search criteria describing the asset.

c. Inthe“Template” drop-down list, select atemplate. Only assets to which the
selected template is assigned will be returned.

d. Click Go.
Theresults of your search appear in the “ Search Results’ area of the pane:

L' Page Layout

Cone
Search

Type: IFind Content j

Containing: [FSiI

Template: |FSiiDetail =

Search results

Mame Type
EI FSII AudioCo, Armerica Announces H200 series Content_C
El |Fsi1 AudioCo.MewMeadiaPlayeroffersvidea Content_C
B |Fsizabout Content_<
El |Fsi1audicCoFirstUnderiv aterMP3Plaver Content_C
El |FsiiFsElrtroducesbvDRecorder Content_C
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5.

| @ Page Layout

(7 ovty |

e. Inthelist of search results, navigate to the desired asset. Thelist showsfive assets

Managing Page Content Using the InSite Interface

at atime, sorted alphabetically. Do the following:
- Click Next to view the next page of results.

- Click Prev to view the previous page of results.

In the list of search results, select the asset you want to add to the page.

Done
Search
Type: IFind Content
Containing: [FSII |

Template: |FSIiDetail

Search results

IRST
ITE

Horme ) Products pRing Cart

v

AFSIFSEtregicesDVDRecarder %
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FS Electronics Introduces First DVD Recorder

=IH

MOIAMAPCLIS, IM (September 9, 20047 - FS Electronics' nevy recaordable DVD home thester
Eystem lets consumers enjoy the latest audio and video technologies with one convenient,
igh-performance package. The system completes the home theater experience, whether it's
iztening to music on COs and DYVD-Audio dizcs, watching the latest blockbuster movies on

| @ Preview
(@ Editing
l@ Search

'QD Assignments
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Mame Type
EI FSII AudioCo, Armerica Announces H300 series Content_C
El |Fsi1 Audioco.MewMeadiaPlayeroffersvidea Content_C
B |Fsizabout Content_G
] Content_G
El( |FsuFsEintroducesDvDRecorder Content_C

999 .95,

Cther features include:

One-touch recording

Plarylist Plavback

Progressive scand DWD video playvback
Dizlogue Enhancer

C%D, or recording favorite T programs. The unit's DVD recorder offers multi-format : 3 2 s
larvback (DWD video, DvD-sudio, DYD-RAM, DVD-R1 , OO, CO-RRW2 and MP31. [, e il bt ] Qur professional staff is here to help

[The SC-HT1500 is currently available. | has a manufacturer's suggested retail price of

[The power of recordable DYD enables users to record TV programs or home videos onto

CvD-Ram and DYD-R discs, a5 well as onto the unit's 80GE* hard disk drive - up to 142
ours in the EP3 mode. Users can also transfer recordings from a camcorder or digital =til

camera onto OVD-R or DVD-RAM discs, preserving precious family videos and photos.

High-speed recording from the hard disk to DVD-RAM and DVD-R discs

Direct Mavigator dizplays thumbnail scenes of recorded contert

Time Slip festure: allows viewers to replay & scene recorded 30 seconds earlier
wyithout disrupting the recording process, simply by touching s button on the remate.

e only the finest brand name merchandise st rock

etions about your products or need assistance setting
e, tell your service rep at the time of purchaze and we

Copyright @ 2005 Fatlfire Sofhware
Walidate: xhtml ces

The asset isdisplayed in its rendered form as a floating object that you can drag and
drop into a sot on the page.
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Managing Page Content Using the InSite Interface

6. Drag and drop the asset into the dot of your choice. Do one of the following:
- If adding content to the page, drag the asset by itstitle bar into an empty slot.

1. Click on the
asset’s title bar to
drag it.

(YYour cursor
changes to a multi-
directional arrow
which indicates you
can drag the asset.)

FSIIHomePageText *

Welcome to FirstSite

FirstSite iz an electronics superstore that provides only the finest brand name merchandise at rock
ottom prices. If you find & lower price anywhere, we will best il Cur professional staff iz here to help
ou every step of the way. If you have any gquestions about your products or need assistance setting
B your home theater system, stereo, or appliance, tell your service rep st the time of purchase and we
ill e more than happy to help.

s slot is empty

_M@ntroducesDVDRecorder *

FS Electronics Introduces First DVD Recorfler

MOIAMAPCLIZ, IM (September 9, 20047 - FS Electronics' nevy recaordable DVD home thester
Eystem lets consumers enjoy the latest audio and video technologies with one convenient,

iztening to music on COs and DYVD-Audio dizcs, watching the latest blockbuster movies on
O, of recording favorite T programs. The unit's 0DYD recorder offers muli-formst
lavhack (DWD video, DYD-Audio, DVD-RAM, DVD-R1, CD, CO-RRW2 and MP3).

igh-performance package. The system completes the home theater experience, whether it's

2. Drag the
asset’s title bar
over the slot.

3. When the slot
border turnsinto
a “perforated”
line, drop the
asset into the
slot.

- If replacing content on the page, drag the asset by itstitle bar into the slot
containing the content you want to replace.

1. Click on the
asset's title bar to
drag it.

(Your cursor
changes to a multi-
directional arrow
which indicates you
can drag the asset.)

FSII

HomeFageText *

ome to FirstSite

FSIIFSEIntrodudRERecarder | %

First
hotto
O g
i
il

Thig

FS Electronics Introduces First DVD Record®r

MOIAMAPCLIZ, IM (September 9, 20047 - FS Electronics' new recardable DVD home thester
Eystem lets consumers enjoy the latest audio and video technologies with one convenient,
igh-performance package. The system completes the home theater experience, whether it's
iztening to music on COs and DYVD-Audio dizcs, watching the latest blockbuster movies on
D, of recording favorite T programs. The unit's DD recorder offers muli-formst
layhack (DWD video, DYD-Audio, DVD-RAM, DVD-R1, CD, CO-RRW2 and MP3).

[The SC-HT1500 is currently available. | has a manufacturer's suggested retail price of
999 .95,
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2. Drag the
asset’s title bar
over the slot.

3. When the slot
border turnsinto a
“perforated” line,
drop the asset into
the slot.

When the slot is ready to accept the asset, the slot’s border changes from asolid lineto

a“perforated” line. When that happens, drop the asset into the slot.

Note

If you are replacing content on a page, the asset currently occupying the slot is
automatically removed from the slot when you drop in the new asset.

7. IntheInSite pane, click Apply to commit your changes to the CS database.

(If you click Cancel, your changes will be discarded and the page redisplayed in its
unmodified state.)

Content Server refreshes the page, showing your changes.
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Removing Content from a Page

This section shows you how to remove content from a page using the InSite interface.

To remove content from a page using the InSite interface

1.

Make sure the page you want to work with supports slots. Consult your site designers
if you have any questions.

Preview the desired page, as described in “ Previewing Assets,” on page 106.
In the InSite pane, click Page L ayout.
The InSite interface switchesto the “Page Layout” mode.

- If the page supports slots, you will see occupied and/or empty slots, similar to the
ones shown in the figure on page 111.

- If you do not see slots on the page, stop here. The page does not support slots.
If you have any questions, consult your developers.

On the page, locate the asset you want to remove and click the Delete Slot Content
(X) button in the asset’s title bar.

FSIIHDmePageTexﬁ * )

Welcome to FirstSite

FirstSite iz an electronics superstore that provides only the finest brand name merchandise at rock
ottom prices. If you find & lower price anywhere, we will best il Cur professional staff iz here to help
ou every step of the way. If you have any gquestions about your products or need assistance setting
B your home theater system, stereo, or appliance, tell your service rep st the time of purchase and we

ill e more than happy to help.

Content Server removes the asset from the slot.
In the InSite pane, click Apply to commit your changes to the CS database.

If you click Cancel, your changes will be discarded and the page redisplayed in its
unmodified state.

(Optional) If you would like to popul ate the empty slot with another asset, go to step 4
of “Adding or Replacing Content on a Page,” on page 112.

Positioning Content on a Page

This section shows you how to position content on a page by moving an asset from one
dlot to another.

SOFTWARE

To position content on a page using the InSite interface

1.

Make sure the page you want to work with supports slots. Consult your site designers
if you have any questions.

Preview the desired page, as described in “ Previewing Assets,” on page 106.
In the InSite pane, click Page L ayout.
The InSite interface switchesto the “Page Layout” mode.

- If the page supports slots, you will see occupied and/or empty slots, similar to the
ones shown in the figure on page 111.
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- If you do not see slots on the page, stop here. The page does not support slots.
If you have any questions, consult your developers.

On the page, locate the asset you want to move to another slot, and choose the
destination slot to which you will move the asset. The destination can be an empty slot
or aslot already occupied by another asset.

5. Drag and drop the asset into the desired slot.

1. Click on the

asset's title bar to

drag it.

(Your cursor

FSIIHomePageText *

\wmme to FirstSite 2. Drag the

asset’s title bar

changes to a multi- FSIFSEIntroduoMMRERecorder % over the slot.
directional arrow,
indicating you can . . 3. When the slot
drag the asset.) FS Electronics Introduces First DVD Record€r border turns into a
g ’ First k “perforated” line,
pottojay el drop the assetinto
hOL g fting
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iy ) ~'  the slot.
MOIAMAPCLIZ, IM (September 9, 20047 - FS Electronics' new recardable DVD home thester

il Eystem lets consumers enjoy the latest audio and video technologies with one convenient,
igh-performance package. The system completes the home theater experience, whether it's

iztening to music on COs and DYVD-Audio dizcs, watching the latest blockbuster movies on
EDVD, of recording favorite T programs. The unit's O%D recorder offers muli-formst

Javhack (DWD video, DYD-Audio, DYD-RAM, DVD-R1, €0, CO-RRW2 and MP3).

[The SC-HT1500 is currently available. | has a manufacturer's suggested retail price of
999 .95,

[The power of recordable DVD enables users to record TV programs or home videos onto

CvD-Ram and DVD-R discs, a3 well as onto the unit's 80GE* hard disk drive - up to 142
ours in the EP3 mode. Users can also transfer recordings from a camcorder or digital il

camera onto OVD-R or DVD-RAM discs, preserving precious family videos and photos.

When the destination dlot is ready to accept the asset, the dot’s border changes from a
solid lineto a“ perforated” line. When that happens, drop the asset into the slot.

Note

If you are moving an asset to a slot that is already occupied by another asset, the
asset you are moving automatically replaces the asset currently occupying the slot.

In the InSite pane, click Apply to commit your changes to the CS database.

If you click Cancel, your changes will be discarded and the page redisplayed in its
unmodified state.

Content Server refreshes the page, showing your changes.
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Searching for Assets Using the InSite Interface

SOFTWARE

This section shows you how to search for assets from within the InSite interface. Once you
find the desired asset, select it to open it in the InSite interface.

To search for assets from within the InSite interface

1. (Optional) If you have not already done so, save the changes you have made to the
asset you are working on by clicking Apply in the InSite pane.

In the InSite pane, click Search to expand the Sear ch section.

In the Sear ch section of the pane, do the following:

a. Inthe“Type" drop-down list, select the type of asset you want to find.
b. Inthe Containing field, enter your search criteria.

c. Click Go.

Theresults of your search appear underneath the fields.

&) search

Type: IFind Contant d

Containing: [FSII

MHanme Type
FSII AudioCo. Armerica Announces HE00
E' Content_C
series
Bl |Fsi1 audicco.NewMediaPlayerOffersviden Content_C
El |esiabout Content_G
El |EsizaudiccoFirstunderivaterMPaplayer Content_C
El |esiiFseimtroducesovDRecorder Content_C
K} Preview
f' Editing

{_'fi'l Page Layout

# Assignments

4. Inthelist of search results, navigate to the desired asset. The list showsfive assetsat a
time, sorted alphabetically. Do the following:

- Click Next to view the next page of results.
- Click Prev to view the previous page of results.
5. Click the desired asset.

The InSite interface displaysthe asset in “ Preview” mode. You can now perform the
tasks described earlier in this section:

- Editing Assetsin the InSite Interface

- Managing Page Content Using the InSite Interface

- Finishing Your Workflow Assignments Using the InSite Interface
- Obtaining the InSite URL for an Asset
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Finishing Your Workflow Assignments Using the
InSite Interface
If the asset you are working on in the InSite interface is assigned to a workflow, and you

hold an assignment for the asset, you can finish your assignment right in the InSite
interface. (For more information on workflow, see Chapter 9, “Workflow.")

To finish a workflow assignment using the InSite interface

1. (Optional) If you have not already done so, save the changes you have made to the
asset you are working on by clicking Apply in the InSite pane.

2. IntheInSite pane, click Assignmentsto expand the Assignments section.
The Assignments section displays a list of your current workflow assignments.

#| Assignments

Assignment Finish

EI Horne
[[&] |Home (de
[[=] |Fage Principale

EI Horme [es

3. (Optional) If you have not yet completed the necessary work on the assigned asset, do
the following (otherwise, proceed to the next step):

a. Select the asset to open it in the InSite interface.

b. Complete the necessary work on the asset by following the stepsin “Editing
Assets in the InSite Interface,” on page 109 and “Managing Page Content Using
the InSite Interface,” on page 111, whichever is applicable.

c. Return to step 2 of this procedure.

4. Inthelist of workflow assignments, locate the asset for which you want to finish the
workflow assignment, and click its Finish Assignment (green check mark) icon.

The InSite pane displays the “Finish My Assignment” form. The top of the form
indicates the workflow process to which the asset is assigned.

#| Assignments
FSII: Approval for Structure
Step:
@ send for Approval

O Return for Edit

Action Taken:

Checked for structure.
Looks good.

= [

Action to Take:

Approwve for publishing.

= [

| =4} Finish Assignmant | 3& Cancel

5. Intheform, do the following:

a. (Optional) If the form lists more than one step leading to the next workflow state,
select the next workflow step to take.
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6.

Finishing Your Workflow Assignments Using the InSite Interface

b. (Optional) Inthe Action Taken field, enter ashort description of the work you
completed on the asset.

c. (Optional) Inthe Action to Takefield, enter a short suggestion for the next person
who will work with the asset.

d. Click Finish Assignment.

(Optional) If the administrator has set up the workflow process in away that requires
you to choose assignees for the next step when you finish your assignment, Content
Server prompts you to select assignees for the next workflow step, as follows:

#| Assignments

Choose Assignees:
Pleaze zelect at least one uzer from each role:

*approver: [Napalean
firstsite

In such case, do one of the following:

- If you do not want to choose assignees for this assignment, click Apply without
making a selection. Content Server assigns the asset to the workflow you selected
and gives the assignment to all users whose roles were defined by the
administrator as participating in the selected workflow.

- If you decide to choose assignees for this assignment, select at least one user for
each displayed role, then click Apply.

What happens after you complete your assignment depends on the way the administrator
set up the next workflow step. There are five possible options:

Retain “From” State Assignees— you keep the assignment as the asset movesto the
next state; this allows you to continue working on the asset in that state. You probably
know why it is appropriate for you to keep the assignment, but if you don't, ask your
administrator.

No Assignments— as the asset movesto the next state, it remainsin the workflow so
that function privileges defined for the workflow process are enforced. However, the
asset is assigned to no one and participant roles alone (through their assigned function
privileges) determine who can work on the asset, and how.

Assign To Everyone — the asset is assigned to all users holding roles participating in
the current workflow process.

Assign From aList of Participants — When you (or another user with the
appropriate privileges) assign an asset to a workflow, you have the option to decide
which participants in each role get the assignment when the asset enters aworkflow
state requiring those roles. Thisis the default mechanism for moving an asset through
aworkflow.

Choose Assignees When Sep is Taken — this option is similar to the “ Assign From
aList of Participants’ option described above, but instead of predetermining at the
beginning of the workflow who will get the assignment during which workflow
state(s), you choose assignees for the next workflow state in real-time each time you
take a step. In such case, when you use the Finish My Assignment function to take
the next step, Content Server prompts you to choose assignees for the asset for the
next workflow state by showing aform like the one in step 6.
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Obtaining the InSite URL for an Asset

If you would like a colleague to view or work on a particular asset using the InSite
interface, you can give them a special URL that allows them to open the asset directly in
the InSite interface. Such URL is called an InSite URL and can be obtained as follows:

To obtain an InSite URL for an asset
1. Preview the asset, as described in “ Previewing Assets,” on page 106.
2. InthelnSite bar, click Get Link.

Content Server displays a confirmation message indicating the InSite URL for the
asset has been copied to the clipboard.

3. Pastethe URL into the application of your choice (for example, a new e-mail message
to your colleague).
Note

The recipient of the URL must hold arole that permits them to work with the asset
and the InSite interface.
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Chapter 7
Associations, Links, Sharing, and Ratings

Content Server offers advanced asset management features such as link embedding,
sharing assets across sites, associating assets with one another, and deciding which assets

to show to which visitors by rating the assets for segments. This chapter showsyou how to
use those features in the Dashboard interface.

This chapter contains the following sections:
» Working with Asset Associations

» Embedding Links Within Assets

e Sharing Assets with Other Sites

* Rating Assets for Segments
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Working with Asset Associations

kKing with Asset Associations

Suppose you want to publish an article that refers to anumber of supporting images and
source documents. In such case, you can associ ate the supporting assets with your article
so that you can publish them together as a set. By associating your “Article’ asset with its
supporting “Image” and “Document” assets, you designate your “Article’ asset as the
“parent” for its associated assets, which then becomeits “ children.”

Named Associations

Unna

SOFTWARE

A named association is a definition for an explicit relationship set up by your
administrator between two selected asset types. Named associations are represented as
fieldsin the parent asset’s “ Edit” form; the name of each field is the name of each
association defined for that asset type.

For example, the “Product” asset type included in the FirstSite || sample site contains
several predefined associationswith “Media’ assets— when you select a“Media’ assetin
the Image field of a“Product” asset, the selected “Media” asset becomes a child of the
“Product” asset. (This does not, however, prevent that “Media” asset from becoming a
child of other assets.) For example, the field for an associated image in the sample
“Product” asset’s “Edit” form appears as follows:

FSII FSE_DinitaldudioPlayer.ipg [ 2]

e |/ﬂ> Link Asset || B3 Show Assets |

The administrator can limit the scope of a named association to a specific subtype of a
particular asset type. Inthe Burlington Financial sample site for example, you can limit the
association between “ImageFile” and “Article” assetsto only the “ Standard” (and not the
“Columnist”) subtype of the “Article” asset type. In such cases, the asset’s “ Edit” form
will show only the named associations applicable to the asset type and subtype chosen in
the association. Because an asset subtype can be specific to a particular CS site, this
mechanism can be used to make asset associations site-specific as well.

Note

Remember that merely associating assets with other assets does not ensure that they
will appear on the actual page. The template elements for your assets must be coded to
recognize and format the related or associated assets or they will not be displayed on
your delivery site.

med Associations

In certain situations, an asset can be associated with another asset without involving a
named association. For example, when an “Article” asset isassigned to a“Page” asset, the
“Article” asset becomes a child of the “Page’ asset (which automatically becomesits
parent), even though no explicit association definition isinvolved. In such cases, the
association made between the assetsis implicit, or unnamed.

Unnamed associations are therefore away of establishing parent-child relationships
between assets for the sole purpose of creating a dependency between them. Unlike named

Content Server 7.0 Dashboard Interface User's Guide

122



Chapter 7. Associations, Links, Sharing, and Ratings

Working with Asset Associations

associations, unnamed associations are not limited to linking exactly two assets of two
specific asset types; an asset can have as many child assets of as many types linked to it
via unnamed associations as necessary.

Note

To work with unnamed associations, use the Advanced interface (accessible via the
Advanced link in the top bar). Contact your CS administrator to find out if you have
the permissions to work in the Advanced interface.

Associating Assets

SOFTWARE

This procedure uses the FirstSite || sample site as an example and therefore assumes that a
named association between the “ Content” and “Media’ asset types has already been created.

To associate an asset with another asset through a named association

1. Logintothesite you want to work with.
2. Do one of the following, as desired:

- Begin creating a new parent asset (for instructions, see “Creating Assets,” on
page 66). When the “Edit” form appears, proceed to step 3 of this procedure.

- Open an existing parent asset for editing (for instructions, see“Editing Assets,” on
page 73). When the “Edit” form appears, proceed to step 3 of this procedure.

3. Inthe“Edit” form, navigate to the field representing the desired association and click
the Show Assets button next to the field.

I g
mage |/ﬂ) Link Asset || B3 Show Assets

Content Server displays alist of assets eligible as a value for the selected field.

4. Inthelist of assets, select the check box next to the asset you want to link with the
parent asset.

5. Inthe parent asset’s “Edit” form, click Link Asset next to the selected field.

Content Server associates the asset you selected in step 4 with the parent asset.
The name of the associated asset appears in the selected field.

FSII FSE_DinitaldudioPlayer.ipg [ 2]

| @ Link Asset | | B3 Show Assets |

Image:

6. (Optional) Repeat steps 3-5 for each additional association you want to complete.
7. When you are finished, click Save & Close in the action bar.

Content Server displays the asset in the “Inspect” form, showing the newly associated
assets.
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Disassociating Assets

To disassociate an asset from another asset

1.
2.

Log in to the site you want to work with.

Find and open the parent asset from which you want to disassociate one or more
children:

a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you know the asset is assigned to atag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tagstreeis collapsed, click the
Tags bar to expand it.)

For more information on searching, see “ Finding Assets,” on page 82.
b. Inthelist of results, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
In the action bar, click Edit.
Content Server displays the asset in the “Edit” form.

In the “Edit” form, navigate to the field representing the desired association and click
the Disassociate (red X) button next to the field.

FSII FSE_DinitaldudioPlayer.jpa [ 2]

e |/ﬂ) Link Asset || B3 Show Assets |

Content Server disassociates the child asset from the parent asset.
In the action bar, click Save & Close.
Content Server displays the asset in the “Inspect” form, showing your changes.

Embedding Links Within Assets

When creating and updating assets, you may need to:

SOFTWARE

Embed a hyperlink to another asset from the current site. For example, you may want
to include a hyperlink to arelated article within the body text of another article. When
site visitors access the content, they will be able to follow the link and access the
related content.

Include the contents of another asset from the current site. For example, you may want
to include a direct citation from an article in another article, without manually
duplicating the content. Thisway, if the linked content changes, the content in which
the link is embedded stays up to date.

When site visitors access content containing this type of link, Content Server
automatically embeds the content from the linked asset at the specified insertion point.

The extent to which these capabilities are available to you depends on how your site
designers have implemented them as part of the custom asset design. For example, the
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“Content” asset type that ships with the FirstSite |1 sample site supports both types of
embedded linksin its Body field.

Note

Only WY SIWY G-enabled fields support link embedding. (For more information,
see “Working with FCK Editor,” on page 76.)

Embedding an Internal Link

SOFTWARE

An interna link is one that invokes another asset within the current site. You cannot link to
an asset from another site unless you or another user explicitly shares that asset to the
current site. (For more information, see “ Sharing Assets with Other Sites,” on page 128.)

Consult your administrator to find out which asset types on your system permit link
embedding. Also, some assets may contain multiple fields that allow link embedding
within their contents; in such cases, determine in which field you would like to embed the
link before starting the procedure.

To insert an internal link into a text field of an asset

1. Logintothesite you want to work with.
2. Find and open the asset in which you want to embed an internal link:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you know the asset is assigned to atag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tagstreeis collapsed, click the
Tags bar to expand it.)

For more information on searching, see “ Finding Assets,” on page 82.
b. Inthelist of results, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
3. Intheaction bar, click Edit.
Content Server displays the asset in the “Edit” form.
4. Find the asset which will be referenced by the internal link. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you know the asset is assigned to atag, select the tag that containsthe asset in
the Tags tree in the navigation pane. (If the Tagstreeis collapsed, click the Tags
bar to expand it.)

Inthe list of results, navigate to the desired asset and select its check box.

In the “Edit” form, click within the field into which you want to embed an internal
link. When FCK Editor loads, highlight the text you would like to be hyperlinked.
(Alternatively, you can add new text and highlight it.)
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7. Click thefield's Add Link button.
The“Add Embedded Link” pop-up window appears:

Add Embedded Link

Name: FSIIAbout
Type: Content_C

Select Iﬁ
Template FSllLayout

Name: FSIIAbout

Type: Content

Field: Body

Link Text:

FatWire =

Link anchor:

| 3L Cancel | | &) Save & Close |

8. Inthe pop-up window, do the following:

a. (Optional) Inthe"“Select Template” drop-down list, select the template that will be
used to display the linked asset. The linked asset’s default template is presel ected.

b. (Optional) IntheLink Text field, edit the text you chose in the contents of the
field to be hyperlinked.

c. Click Save & Closeto save the embedded link and close the pop-up window.

The pop-up window closes and Content Server embeds the hyperlink into the selected
field. Thetext you selected turns blue to indicate it is hyperlinked.

9. Intheaction bar, click Save & Close to save the asset.
Content Server displays the asset in the “Inspect” form, showing your changes.

Embedding the Contents of an Asset

You can embed the contents of another asset from the current site into an asset of your
choice. (That asset content is displayed by a particular template, typically a pagelet.) You
cannot embed the contents of an asset from another site unless you or another user explicitly
sharesthat asset to the current site. Consult your administrator to find out which asset types
on your system permit content embedding.

To embed the contents of an asset into another asset

1. Logintothesite you want to work with.

2. Find and open the target asset (that is, the asset into which you want to embed the
contents of another asset):

a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you know the asset is assigned to atag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tagstreeis collapsed, click the
Tags bar to expand it.)

For more information on searching, see “ Finding Assets,” on page 82.
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b. Inthelist of results, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
3. Intheaction bar, click Edit.
Content Server displays the asset in the “Edit” form.

4. Find the source asset (that is, the asset whose contents will be embedded into the
target asset). Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you know the asset is assigned to atag, select the tag that contains the asset in
the Tags tree in the navigation pane. (If the Tagstreeis collapsed, click the Tags
bar to expand it.)

Content Server displays alist of returned assets above the asset pane.
Inthe list of results, navigate to the desired asset and select its check box.

Inthe“Edit” form, click within thefield into which you want to embed the contents of
the selected source asset. When FCK Editor loads, enter some text at the desired
insertion point. Any text will do; whatever you enter will be replaced by the contents
of the asset you are embedding.

7. Highlight the text you have entered and click the field's Include button.
The“Add Inclusion” pop-up window appears.

Add Inclusion
Name: FSIIAbout
Type : Content_C
Select ™
Template IFSIILayout l
Name: FSIIAbout
Type: Content
Field: Body
| 3L Cancel | | &) Save & Close

8. Inthe pop-up window, do the following:

a. (Optional) Inthe"“Select Template” drop-down list, select the template that will be
used to display the linked asset. The linked asset’s default template is presel ected.

b. Click Save & Closeto save the embedded link and close the pop-up window.

The pop-up window closes and Content Server embeds an inclusion link at the
specified insertion point. At render time, the contents of the source asset will be
automatically embedded into the target asset at the selected insertion point.

9. Intheaction bar, click Save & Close.
Content Server displays the target asset in the “Inspect” form, showing your changes.
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Sharing Assets with Other Sites

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

SOFTWARE

Before you share an asset, consider the following:

You must have the right permissions to share an asset.

You can share an asset only to sitesthat you have access to. If you have accessto only
one site, the Sharing form section is not available to you.

You cannot share “Page” assets.

Share an asset only if the content it contains does not have to be unique to the target
site. For example, you can share an asset containing your company’s logo, because the
same image can be probably be used on all of the company’s sites.

If the nature of the content dictates the need for a separate, unique version for each
site, do not share the asset — instead, create a new asset for each site that requires a
unique version of the content.

Because of the nature of asset sharing, if ashared asset is deleted, it automatically
disappears from all of the sitesit was shared to.

If the asset isin aworkflow, you and others can change its workflow status only when
you are working in the asset’s original site.

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

If you want to share alocalized asset to another site, the asset’s |ocale must be enabled
on thetarget site.

To share an asset to another site

1.

Find and open the asset you want to share to another site:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you know the asset is assigned to atag, select the tag that contains the asset
in the Tags tree in the navigation pane. (If the Tags treeis collapsed, click the
Tags bar to expand it.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthelist of results, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Sharingin the section selector.
In the Sharing section, select the site(s) to which you want to share the asset.

Select the sites to share this content with

|l Burlington Financial
[ Firstsite Mark 11

Share

Click Share. A message confirmsthat the asset is now available in the selected site(s).
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Rating Assets for Segments

This procedure shows you how to rate assets for segments. Rating assets for segments
determines which assets are shown to the site visitors, based on information (such as age

or income) the visitors provide about themselves.

Note

You can rate assets for segments only if Engage is installed. For a complete
explanation of segments, ratings, and other Engage functionality, see the Content
Server Advanced Interface User’s Guide or consult your CS administrator.

To rate an asset for one or more segments

SOFTWARE

Find and open the asset you want to rate:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you know the asset is assigned to atag, select the tag that contains the asset
in the Tags tree in the navigation pane.

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthelist of results, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
In the action bar, click Edit.
Content Server displays the asset in the “Edit” form.
Click M arketing in the section selector.

The Marketing section lists all the segments that have been created for this site. For
example:

FSII FSE Digital Audio Player Ien_US - Master Asset 'l

) Save &Close | ¢ Apply | 3& Cancel

* Tabs with required field  [[] Required Feld

C Content *
O Metadata

O pelations
-

In Ot of
Segrment Segrment

Ratings: AffluentyoungSingles I I
[ Marketing .
Mo segment ratings I—
|

O wiorkflow apply
C publishing
&

Segrment

Using arange of 0 through 100 (100 is the highest value), rate this asset for the
segmentsin the list:

- Enter avaluein asegment’s|n Segment column to rate the asset for members of
this segment.

- Enter avauein asegment’s Out of Segment column to rate the asset for visitors
who are not members of this segment.
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- Enter avalueinthe no segment ratings apply field to assign an intrinsic rating to
the asset; thisrating is be used when no segments are defined or the asset is
assigned to arecommendation that does not recognize segments (List mode Static

Lists recommendation).

For more information about ratings, see the Content Server Advanced Interface User’s
Guide.

5. When you are finished, click Save & Close.
Content Server displays the asset in the “Inspect” form, showing your changes.
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Chapter 8
Approval for Publishing

The goal of using Content Server isto publish content to aweb site where site visitors can
read and interact with that content. Before an asset can be published, it hasto be approved
for publishing.

This chapter describes the procedures used to approve assets for publishing. It includesthe
following sections:

* Overview
e Approval Tasks
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Overview

Before an asset can be published, it must be approved for publishing. Requiring approval
is asafeguard against publishing an asset whose dependent assets (parents or children) are
not ready to be published. This prevents broken links on the delivery system. You approve
assets for one or more destinations that the administrator sets up on your site. Having
multiple destinations allows for the use of multiple publishing methods, such as Mirror to
Server or Export to Disk. (For more information on destinations and avail able publishing
methods, see the Content Server Advanced Interface User’s Guide.)

Asset approval can be either manual or automatic. You can manually approve assets one at
atime from the Publishing section of the asset’s “Inspect” form. If the asset has
dependent assets that need approval, Content Server displays alist of dependent assets
which you can then approve in bulk. You cannot, however, perform bulk approval on a
group of assets of your own choice; this capability is reserved to the administrator.

Asset approval can also be automated. For example, the “Normal Article Process’
workflow included with the Burlington Financial sample site has afinal step that
automatically approves assets in the workflow for publishing to the included Static and
Dynamic target destinations. (For more information, see the section “ Sample Workflow,”
on page 144.)

Dependencies

Dependencies are conditions that determine whether an asset can be published. An asset
dependency exists when there is an association of some kind between assets. For exampl e,
a“Product” asset has an association with a“Datasheet” asset. The “ Datasheet” asset has
an association with three “Image” assets. Two of these images have associations with
“Article” assets. This tree hierarchy forms a set of parent/child dependencies among all
these assets.

The approval statusof an asset indicates whether the asset can be safely published; that
is, whether any dependency conflicts exist. An asset’s approval statusis determined by its
dependency relationships, which include the approval status of all assets associated with a
particular asset, as well as the dependency rel ationships of those associated assets.

For more information on how Content Server cal cul ates asset dependencies during
approval and publishing, see the publishing chapter of the Content Server Advanced
Interface User’s Guide.

Approval States

Because of the dependencies between assets, as well as the nature of the dependencies,
approving an asset involves the concept of approval states. For example, “held” isan
approval state an asset enters when the asset is approved for publishing, but its dependent
assets are not. In such case, the asset is then held from publishing until its dependents are
approved. See “Approval States,” on page 137 for detailed descriptions of the possible
approval states an asset can enter.

If an asset enters an approval state that prevents publication, Content Server displaysalist of
dependent assets that require approval. Once all assets are approved, they can be published.

To learn more about the approval and publishing mechanisms employed by Content
Server, see the Content Server Advanced Interface User’s Guide.

Content Server 7.0 Dashboard Interface User's Guide

SOFTWARE



Chapter 8. Approval for Publishing

Approval Tasks

Approval Tasks

This section describes how to approve assets for publishing.

This section describes the following tasks:

Approving an Asset for Publishing
Checking an Asset’s Approval Status

Approving an Asset for Publishing

The following procedure describes how to manually approve an asset for publishing.
Before approving an asset for publishing, you should preview it first.

SOFTWARE

To manually approve an asset for publishing

1.
2.

Log in to the site you want to work with.
Find and open the asset you want to approve for publishing:
- Iftheasset iscurrently assigned to you to work on:

a. IntheTagstree, click My Assignments. (If the Tagstreeis collapsed, expand
it by clicking the Tags bar.)

Content Server displays alist of assets currently assigned to you to work on.
b. Navigateto the desired asset and click its name.
Content Server displays the asset’s “Inspect” form.
- Iftheasset isnot currently assigned to you to work on:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset
and click Go.

- If you previoudy added the asset to atag, select the tag that contains the
asset in the Tagstree. (If the Tagstreeis collapsed, expand it by clicking
the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

(Optional) To preview the asset before you approve it for publishing, click Preview in
the action bar.

Content Server opens a new browser window displaying the asset in its rendered form.

- If you are satisfied with the way the asset |ooks, close the preview window and
continue to the next step.

- If you want to make changes to the asset, close the preview window and click
Edit in the action bar to open the asset’s “ Edit” form. Make your changes, and
click Save & Close to save the asset.

Click Publishing in the section selector.
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In the Publishing section, click Show for the destination for which you want to
approve the asset.

Note
Note the following:

* You can approve an asset for only one destination at a time; repeat
this procedure to approve the asset for additional destinations.

e Consult your administrator to find out where (which destinations) and
how (using which publishing method) your content is published on
your system.

Content Server displays the asset’s details for the selected destination.

Details
wHide |FSII Destination {dynamic)
Approval State: & Approve
Last Published: Mo publish history found To Fublish this asset all
dependencies must first be
approved,

Publishing Cycle: Mo existing publish event

6. Click Approve. At this point, one of the following happens:

- If the asset has no dependencies, Content Server displays a message confirming
the approval of the asset.

- If the asset has dependencies that are preventing publication, Content Server
notifies you of that fact and displays the Click hereto approve dependencies...
link. Do the following:

1) Click thelink to display alist of the dependent assets.

Select Mame Description |[Type Modified By |Modified

[0 |FeIlAbstract Abstract Content_4 | admin 2004-10-19 09;35:42
FEIIAbstract

[ |FSII Articles Articles Content_P | admin 2004-11-02 13:41:46
FSII Articles

[ |FEIIBody Body Content_A | admin 2004-11-03 10:19:37
FEIIBody

[ |FSlTemplatedttr |Templateattr |Content & | admin 2004-10-19 09:35:41
F=IITemplateattr

[ |FEllH=adline Headline Content_aA | admin 2004-10-19 09:37:03
FSIIHeadline

[0 |en_UsS en_US Dimension | firstsite 2006-08-02 16:46:23
en_US

[ |FSIDescriptionAttr | DeseriptionAttr | Content_& | admin 2004-10-19 09:36:53
FSIIDescriptionathr

[ |FSII Article Article Content_cD | admin 2004-10-19 09:51:25
FSII Article

[0 |FSIIMameattr Marnedttr Contert_a | admin 2004-10-19 09:37:45
FEIIMamehatir

[ |FSII FieldCopier | FigldCapier Content_F | admin 2004-10-19 09:41:21

FSII FieldCopier

| |8 Approve Blocking Assets I 3L Cancel
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2) Atthetop of thelist, click Select All to select all assetsin the list.
3) Click Approve Blocking Assets.

Content Server approves the dependent assets and calcul ates their
dependencies. If any of the dependent assets have their own dependencies,
Content Server displays alist of the dependent assets' dependencies; again,
click Select All, and then click Approve Blocking Assets. Continue this
process until all dependenciesfor all assets are approved.

When all dependencies for the original asset are approved, Content Server
displays a message confirming the original asset is approved for publishing to the
selected destination.

Checking an Asset’s Approval Status
To check an asset’s approval status

1. Logintothesite you want to work with.
2. Find and open the asset you want to approve for publishing:
- Iftheasset iscurrently assigned to you to work on:

a) IntheTagstree, click My Assignments. (If the Tagstreeis collapsed, expand
it by clicking the Tags bar.)

Content Server displays alist of assets currently assigned to you to work on.
b) Navigateto the desired asset and click its name.
Content Server displays the asset’s “Inspect” form.
- Iftheasset isnot currently assigned to you to work on:
a. Do one of the following:

- Inthe Search field in thetop bar, enter search criteriaidentifying the asset
and click Go.

- If you previoudy added the asset to atag, select the tag that contains the
asset in the Tagstree. (If the Tagstreeis collapsed, expand it by clicking
the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Publishing in the section selector.

4. Inthe Publishing section, click Show next to the destination for which you want to
check the asset’s approval status. Content Server displays the asset’s details for the
selected destination.

Details

wHide |FSII Destination {dynamic)

Approval State:

Last Published: Mo publish history found To Fublish this asset all
dependencies must first be

- . approved.,
Publishing Cycle: Mo existing publish event A7
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The form displays the status of the asset for the selected destination. The options
availablein the form are:

Approval Sate — describes the asset’s present approval state. For more
information, see “Approval States,” on page 137.

Last Published — denotes when the asset was last published to the selected
destination.

Publishing Cycle — denotes the publishing session, if oneis running, in which the
asset is being published.

Approve button — appears only if the asset has not been approved yet. Approves
the asset for publishing to the selected destination. If the asset has dependencies
preventing publication, the Click hereto approve dependencies... link appears
when you click Approve.

Unapprove button — appears only if the asset has already been approved.
Removes the asset from the publishing queue for the selected destination. When
you use this function, all assetsthat depend on this asset (that is, the asset’s
parents) are removed from the publishing queue as well.

Click hereto approve dependencies... link — clicking this link displays the
asset’s dependencies which are preventing the asset’s publication:

Select| Mame Description |Type Modified By | Modified

[ |FEllAbstract abstract Content_a | admin 2004-10-19 09:35:42
FSIlAbstract

[ |FSII Articles articles Content_P | admin 2004-11-02 13:41:46
FSII Articles

[0 |FsllBody Body Content_& | adrnin 2004-11-03 10:19:37
FSIIBody

[0 |FsSlTemplatedttr |Templateattr |Content_4 | admin 2004-10-19 09:35:41
FSIITermplateAttr

[0 |FSllHeadline Headline Content_a | admin 2004-10-19 09:37:03
FSIIHeadline

[0 |en_us en_US Dimension | firstsite 2006-08-02 16:46:23
en_US

[0 |FSIDescriptionAttr | Descriptionattr| Content_4 | admin 2004-10-19 09:36:53
FEIIDescriptionatir

[ |FSII Article article Content_CD | admin 2004-10-19 09:51:25
FSII Article

[0 |FSIIMamedttr Mamedttr Content_a | admin 2004-10-19 09:37:48
FSIIMameAttr

[0 |FSIIFieldCapier  |FeldCopier Content_F | admin 2004-10-19 09:41:21

FSII FieldCopier

| {8 Approve Blocking Assets | 3& Cancel |

Click Select All and then click Approve Blocking Assetsto approve the asset’s
dependencies. If any of the dependent assets have their own dependencies,
Content Server displays alist of the dependent assets' dependencies; again, click
Select All, and then click Approve Blocking Assets. Continue this process until
all dependenciesfor all assets are approved.
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Approval States

Thefollowing table lists the approval statesthat can appear inthe Approval Satefieldin
an asset’s publishing details form for a destination, what the states mean, and the action to
take, as appropriate:

Approved (Informational) This asset will be published
during the next publishing session to this
destination, unless the asset, or one of its
dependent assets (in Exact dependencies), is

edited.

Published (Informational) An asset with an exact
dependency has been published to this
degtination.

Checked Out (Action may berequired) The asset is checked

out under revision tracking. Although
approved, it cannot be published until
revision tracking relinguishes control in one
of the following ways:

 Checkin - the asset must be reapproved.

» Undo Checkout - the asset remains
approved and can be published.

* Rollback - the asset must be reapproved.

Changed (Action required) The asset must be
reapproved. Click Approve to initiate the
approval process.

Held (Action required) The asset will be held until
the dependents are approved. Click the Click
hereto approve dependencies... link to view
and approve the dependents.

Needs Approval (Action required) The asset must be
approved. Click Approvetoinitiate the
approval process.

Removing Assets from the Publishing Queue

SOFTWARE

If you decide that an asset that has already been approved for publishing (but not yet
published) to a given destination should not be published to that destination, you can
unapprove it. When you unapprove an asset, Content Server removesit from the
publishing queue for the destination and changes its status to “Held.”

If the asset isa child of one or more assets present in the publishing queue, Content Server
removes the parent assets from the publishing queue for the destination and changes their
approval statesto “Held.”
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To remove an asset from the publishing queue

1.
2.

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

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previously added the asset to atag, select the tag that contains the asset in
the Tagstree. (If the Tagstreeis collapsed, expand it by clicking the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Publishing in the section selector.
Content Server displays the Publishing section of the asset form.
In the form, select the destination for which you want to unapprove the asset.
Content Server displays the asset’s details for the selected destination.
Click Unapprove.

Content Server removes the asset from the publishing queue and changes its approval
stateto “Held.” If the asset is a child of one or more assets present in the publishing
gueue, Content Server removes the parent assets from the queue and changes their
approval statesto “Held.”
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Most web sites are produced by ateam of people in which different individuals assemble
content, edit and review it, decide what goes where and when to update the pages. Work

flows from one person to the next in a predictable way, and that processis called
wor kflow.

This chapter presents a brief overview of workflow concepts followed by procedures on
how to perform specific tasks related to workflow. It includes the following sections:

*  Overview

e Sample Workflow

» Managing Your Workload
» Using Workflow Functions
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The following sections describe basic workflow concepts and terminology.

Note

In addition to the functionality described in this chapter, Content Server provides
the following workflow functionality through the Advanced interface:

»  Workflow groups —allow you to manage a defined set of assetsin a
coordinated manner that allows those assets to reach the end of the workflow
process together, prior to publishing.

»  Workflow reports— allow you to track the progression of assets and user
assignments in workflow.

For information on workflow groups and reports, see the Content Server Advanced
Interface User’s Guide.

Workflow and Assets

Assets can (but do not have to) be assigned to a wor kflow. A workflow routes an asset
through a series of editorial tasks (states) by assigning the tasks to the appropriate users at
the appropriate times. Either specific assets or all assets of a certain type can be assigned
to a workflow.

Depending on how your site is configured, assets might be assigned to aworkflow either
automatically (for example, when you create a new asset) or manually. The workflow
system lets Content Server direct and track the assignment of assets to users and specifies
what users can do with those assets through permissions.

Theflow of the editorial tasks performed on the asset, as well aswho is authorized to
perform those tasks at each point in the workflow is defined by awor kflow process. The
workflow administrator can define as many workflow processes per asset type as needed.

Note

During workflow, the asset is not electronically transferred from one person to the
next. What is transferred is permissions to the asset. The asset itself remainsin its
original location in the database throughout the workflow process and throughout its
lifetime in Content Server.

States and Steps

SOFTWARE

A workflow process defines a series of states. A stateis a point in the workflow process
that represents the status of the asset at that point, for example, “ Ready to Edit” or “ Ready
for Approval.”

States are linked together in a specific order by steps. A step isthe movement of the asset
between states. Because creating workflow steps links workflow states in a specific order,
creating steps in aworkflow process is what organizes the process. In each step, the asset
goes from astart (“from”) state to an end (“to") state. When creating the workflow
process, the administrator defines the states and links them via the appropriate steps.
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Steps and states have names; for example, in the FirstSite |1 sample site, “Send for
Approval” isastep originating from the “ Ready to Edit” state and resulting in the “ Ready
for Approval” state. An asset can move from one state to another via more than one step.
For example, an asset that isready for approval can be rejected because of factual errors or
stylistic problems, each type of rejection having its own step.

Assets are assigned to users by role. As an asset progresses through the workflow, each
step assigns it to users holding roles authorized to work on the asset in the next state. For
each step, thereis at least one role authorized to complete work on an asset and allow it to
continue moving through the workflow. In certain cases, a user holding the appropriate
role can choose between steps; for example, a user holding the Approver role can either
approve or reject an asset assigned to him/her for approval.

When you log in to Content Server, the dashboard pane provides a summary of your
present workload, from which you can access a list of your assignments. (You can also see
thislist by selecting the My Assignmentstag in the Tags tree.) When your work on the
asset is complete, you use the Finish Assignment function to invoke the next step in the
workflow; the workflow process then moves the asset to the next state and assigns the
asset to the appropriate users. Note that a step can be conditional; that is, certain users or
all users can be prevented from taking a step until some condition is met.

Users, Roles, and Participants

s o

FTWARE

A user in Content Server is a person who is assigned a Content Server user name which
he/she uses to identify him/herself and to log in to the system. What a user can or cannot
do isdetermined by the role (or roles) assigned to that user by the administrator.

A roledescribes and determines the function(s) of auser in aCM site by granting him/her
permissions to perform specific functions; in the context of workflow, these permissions
are called function privileges.

The workflow process grants roles (not individual users) the appropriate function
privileges. The function privileges are enforced only when an asset has been assigned to a
workflow. Function privileges depend not only on the user’srole, but also on the state of
the asset and whether or not the asset has been assigned to the user.

Note

Because function privileges are granted to a user through his/her role(s), they
function independently of the access permissions assigned by the administrator at
the user level.

For example, a user might not normally have the permission to edit “ Content”
assets, but he/she can have the function privilege to do so if he/she has the Editor
role, is participating in a workflow process for “ Content” assets, and the asset he/
she wants to edit isin the appropriate workflow state.

Each role required by a particular workflow state in a workflow processis a participating
role. Participating roles are chosen for each state in a workflow process by the
administrator. Each user whose assigned role(s) match those required by that workflow
state istherefore a participant for that state in the workflow process and is authorized to
take the workflow step leading from that state to the next state.

Unless the administrator decides otherwise, assets placed in workflow are assigned to all
available participants for agiven role. You can, however, limit which users can work with
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aparticular asset by choosing the desired assignees from among the participants available
in each participating role.

An assignee is aworkflow participant chosen to work on a specific assignment. The
ability to choose assigneesis granted to specific roles, as defined in the workflow process.
Assignees are set when an asset is assigned to a workflow, but can also be changed when
an asset is already in aworkflow process. When choosing assignees, you select at |east one
user for each role.

When assignees are set for a given asset in the workflow, only the chosen assignees will
see the asset in their assignment lists, and only they will have to compl ete the assignment
before the workflow process changes the state of the asset.

Workflow Assignments

SOFTWARE

An assignment is an asset that a chosen participant (an assignee) is (or is supposed to be)
working on. An asset appears on the participant’s assignment list as soon as the asset
enters a state for which the participant has arole to fulfill.

A typical workflow design generates an e-mail notification when you are given a
workflow assignment. You can see an updated list of your assignments at any time by
selecting the My Assignmentstag in the Tagstree.

Assignment Duration

Each workflow state has an associated estimated time to completion (deadline) for an
assignment. If the administrator has granted you the appropriate permission, you can
override the default estimate for the next assignment.

As the assignment deadline nears, associated assignment actions in the form of e-mail
notifications can be triggered as timed events rel ative to the estimated time to compl etion.
For example:

* Youreceive areminder the day before your assignment is due.
* You and the workflow initiator receive a warning the day the assignment is due.

» Theinitiator receives notification the day after the due date that the assignment has
not been compl eted.

Voting Your Assignments

If you participate in workflow, you have avote. Voting means taking aworkflow step that
moves the asset from its current state to the next, after you have completed the task
required by the current workflow state (such as editing an article) and committed the
changesto the CS database (saved the asset), if applicable. You cast your vote by using the
Finish Assignment function (available in the action bar of the “Inspect” form when the
Workflow section is selected). If more than one participant with a given role hasthe
assignment, either one, or all of them must vote before the asset moves to the next state,
depending on how the workflow was set up by the administrator.

Depending on your role in the workflow process, the Finish Assignment function can
give you a choice of steps to take; for example, if you are an approver and your current
assignment is to either approve an asset for publishing or reject it, you can use the Finish
Assignment function to invoke either a step that approves the asset for publishing, or a
step that rejectsit dueto factual error, depending on your choice. When you vote, the asset
moves to the next workflow state unless the step you chose isin disagreement with the
step chosen by other assignees with the samerole as you.
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If, for some reason, you are unable to complete your assignment, you can abstain from
voting, aslong as yoursis not the last (or only) vote for that particular role and/or step.
When you abstain, you still have the assignment, but the asset can continue through
workflow. If you change your mind, you can reverse your abstention by voting again
(using the Finish Assignment function), aslong as the asset has not already moved to the
next state.

Delegating Your Assignments

Another way of handling an assignment is to delegate it to another participant holding the
same role as you, assuming the asset you are delegating is not already assigned to that
person for the current workflow state.

Your function privileges (set by the administrator) determine whether you can delegate
your assignments. Also, the administrator can delegate assignments on your and other
assignees’ behalf, if necessary.

Delegating an assignment can trigger associated delegate actions in the form of e-mail
notifications. For example:

» Therecipient of the new assignment is notified.
» Theworkflow administrator is notified of the assignment delegation.

Deadlocks

An asset moves from one state to the next when assignees cast their votes (that is, take a
step) using the Finish Assignment function. When defining the workflow process, the
administrator decides whether each step is all-voting, that is, whether all assignees must
vote (take the step) for the asset to move to the next state. By default, steps are not
all-voting, which means that the first assignee to vote in a given workflow state
determines the flow of the asset, and the assignments for the remaining assignees for that
workflow state are cancelled. If the administrator set the step to be all-voting, the asset is
held in its current workflow state until all assignees have voted, at which time the asset
moves to the next state.

If there is achoice of steps and each step is all-voting, the potential for a deadlock exists.
A deadlock occurs when all of the assignees must vote, and the voting is not unanimouson
which step to take. A workflow process typically includes a deadlock action to generate
e-mail notifications to all assignees, showing the vote tally and advising all assigneesto
vote again in favor of the majority. Deadlocks cause additional work for all the users
involved, and should be avoided whenever possible. They should also be resolved as
quickly as possible so that the flow of work is not hindered.
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Sample Workflow

The FirstSite || sample site includes six sample workflow processes which guide assets of
different types from creation to approval for publishing. The sample workflows are
simple, transitioning through three states viafive possible steps, but they servetoillustrate
how a workflow process works. This section is based on the FSII: Approval for Content
sample workflow process included in the FirstSite |1 sample site.

The FSII: Approval for Content sample workflow process has three roles participating:
Author, Editor, and Approver. Each role has only a single participant (your organization
will most likely have more complex processes, with several users participating in each
role). A participant from any of the four roles can create a new “Content” asset, which
automatically assignsit to the FSII: Approval for Content workflow. By creating the asset,
workflow isinitiated. The asset then moves from author to editor to approver. The
approver can either approve or reject the asset. If the approver rejects the asset, it goes
back to the editor.

Sample Workflow States and Steps

The FirstSite || sample site includes a sample workflow process called FSII: Approval for
Content. The flow of the processis shown in the following diagram:

Reject
fapprovery
.
Send for Approve
Create Ready to Edit Approval Ready for Approval & Lock Approved and Locked

(to be app d by

(author) (to be edited by editor) {editor) approvers)

(approvery | (readyto publish by admin)

Return For Edit
{administratar)

The steps and states from this workflow process are described in the following table:
Table 5: States and Steps

none Create A user with the ContentAuthor role | Ready to Edit
creates a“ Content” asset, which
automatically assignsit to the FSI|:
Approval for Content workflow.

Ready to Edit Send for A user with the ContentEditor role | Ready for Approval

SOFTWARE

Approval receives e-mail notification of the
assignment. The editor revisesthe
asset to compl ete the assignment.
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Table 5: States and Steps (continued)

Sample Workflow

Ready for Approval

Reject

A user with the Approver role
receives an e-mail notification of the
assignment.

The approver completes the
assignment by rejecting the asset
because of factual errors. The
rejection triggers a notice to the
editor, who must make some
corrections and resubmit the asset for
approval.

Ready to Edit

Approve
and Lock

The approver completes the
assignments by approving the asset.

The asset isflagged in the CS
database as “ready to publish” for
selected destinations.

Approved and
Locked

Approved and
L ocked

Return for
Edit

The workflow administrator reviews
the asset and determines the content
needs to be updated with additional
information.

The workflow administrator then
usesthe Finish Assignment function
to return the asset to the editor for
revision.

Ready to Edit

Sample Workflow Scenario
This section describes the typical flow of a“ Content” asset through the FSII: Approval for

Content workflow process.

1. The author creates the asset and writes the content

The process starts when Conrad the author creates the “ Content” asset. Since the

“Content” asset type in the FirstSite || sample site is configured to automatically place
each new “Content” asset in workflow, Conrad’s asset is automatically placed into the
FSII: Approval for Content workflow process. Conrad writes the content and saves the
“Content” asset.

When Conrad saves the asset, the workflow process automatically changes the state of the
asset to “Ready to Edit,” assignsit to Connie the editor, and sends Connie an e-mail notice
about the new assignment.

2. The editor edits the asset and sends it for approval

Conniethe editor logs in, checks her assignment list, and opens the “ Content” asset for
editing. She reads the content and fixes some punctuation. When done, Connie saves her
changes and uses the Finish Assignment function to send the asset on for approval.
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The workflow process changes the state of the asset to “Ready for Approval,” assignsit to
Napoleon the approver, and sends Napoleon an e-mail notice about his new assignment.

3. The approver approves the asset

Napoleon the approver is already logged in, so when he receives his e-mail, he runs the
My Assignmentstag to display his assignment list. Napoleon opens the newly assigned
“Content” asset and examinesit. It looksfine, so he usesthe Finish Assignment function.
Because Napoleon can either approve or reject the asset, the workflow process presents
both options to him.

Note

If two or more users with the same role have the same assignment in a given
workflow state, the first vote cast determines the next state for the asset.

For example, if the FSII: Approval for Content workflow process included two
approver users who both had a vote when approving the asset for publishing, a
rejection by either of them would cancel the assignment of the other person and
return the asset to the editor.

Your administrator might set up a workflow in which a disagreement like this
causes a deadlock (see “Deadlocks,” on page 143) that has to be resolved before
the asset is returned to the previous state or moved to the next one.

The workflow process changes the state of the asset to “ Approved and Locked,” and flags
it in the database as “ready to publish.” The asset will be published to the online site
during the next publishing session.

4. The workflow administrator returns the asset to the editor

When new information becomes available, it has to be added to the asset. When that
happens, the workflow administrator uses the Finish Assignment function to return the
asset to Connie for review and updating.

The workflow process automatically changes the state of the asset to “ Ready to Edit,”
assigns it to Connie the editor, and sends Connie an e-mail notice about the new
assignment.

When Connie finishes her assignment, the updated asset will need to be re-approved
before it can be re-published to the online site.
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Managing Your Workload
When completing your workflow assignments, you can use the following functionality to
manage your workload:
* Viewing Your Assignments —see alist of your current assignments and their status

» Using Workflow Functions — see alist of the assignments you have given to other
users, and the status of those assignments

Viewing Your Assignments

You can access your assignment list by running the My Assignmentstag, or using the
dashboard pane.

Note

Asyou work in the interface, new assignments might be given to you, and you
may complete some of your current assignments, causing your assignment list to
change. Check your assignment list periodically to make sure you stay up to date
with your assignments.

To view a list of your workflow assignments
1. Logintothesite you want to work with.
2. Do one of the following:

- Inthe Tagstree, click My Assignments. (If the Tagstree is collapsed, click the
Tags bar to expand it.)

- If the dashboard pane is displayed, click Assignments.

Content Server | My Roles ™
: Last Time Logged In Feb 20,2007 10:27 AM
E Last Item Edited FSII FSE Digital Audio Player / Feb 20,2007 11:45 AM
4
Checkouts 7
Tasks I have Assigned 1

Content Server displays alist of your pending workflow assignments.

Select All | Select Mane

Select| Name Description Type Due Locale Workflow state
[0 |Home (es) Home {es) Page es_ES FSII: Ready to Edit
O |[Home (del Haome (de) Fage de_DE FSII: Ready to Edit
[0 |Home (fr) Fage Principale Fage fr_FR FSII: Ready to Edit
O |FsiHome Haorme Fage en_LS FSII: Ready to Edit

3. Click an asset’s nameto open it in the “ Inspect” form.
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Using Workflow Functions

The following subsections describe the workflow functions you use in the Dashboard
interface. These functions are available in the action bar of the “Inspect” form when you
select the Wor kflow section of the form. Depending on your function privileges, not all of
the described functions might be available to you.

This section describes the following topics:

e Assigning an Asset to a Workflow

e Setting a Process Deadline

e Setting an Assignment Deadline

* Finishing Your Assignments

e Delegating Your Assignments

e Abstaining from Voting

* Resolving Deadlocks

e Removing an Asset from Workflow

* Viewing an Asset's Participant (Assignee) List
e Setting Workflow Participants

e Examining the Workflow Progress of an Asset

Assigning an Asset to a Workflow

SOFTWARE

An asset can be assigned to aworkflow either automatically or manually.

Automatic workflow assignment is set up by the administrator for selected asset types.
When you create a new asset of such type, the asset is automatically placed in the
workflow process assigned to that asset type. Consult your administrator to find out which
asset types are set up for automatic workflow assignment.

Manual workflow assignment is available to users with appropriate permissions, assuming
aworkflow process is assigned to the selected asset type.

To manually assign an asset to a workflow

Note

Before an asset can be assigned to a workflow, the administrator must first assign
one or more workflow processes to the asset type of the asset in question;
otherwise, the option to assign the asset to aworkflow is not available. Consult
your administrator to find out which workflow processes are available to which
asset types on your system.

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

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.
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- If you previously added the asset to atag, select the tag that contains the asset
inthe Tagstree in the navigation pane. (If the Tagstreeis collapsed, expand it
by clicking the Tags bar.)

For more information on searching, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Workflow in the section selector.

In the action bar, choose Select Wor kflow from the “ Select a Workflow Command...”
drop-down list and click Go.

Content Server displays the “ Select Workflow Process’ form:

GameMicroworldsArticle

Select Workflow Process |Se|ect a warkflow Command... &

* Tabs with required field  [[] Required Feld

C Content *
O Metadata
O Relations *
-

& wiorkflow

Workflow process: |FSII: Approval for Content j

Let's fast-track this one. =

O publishing First Action to take:
p

Select aworkflow process from the “Workflow Process’ drop-down list.

6. (Optional) Inthe First Action to Take field, enter brief instructions for the person
receiving the assignment.

Click Next.

8. (Optional) If the administrator enabled the selection of assignees for this assignment,
Content Server displays the “Assign Users to Workflow” screen:

GameMicroworldsArticle

Assign users to workflow |Se|ect a warkflow Command... =] 3L Cancel | e Start Workflow
* Tabs with required field  [[] Required Feld
C Content *
O Metadata Required:Please select atleast one user per role.
O i *
o Relations ~ ContentEditor {2 user{s})
& wiorkflow [ connie
s Publishing [ firstsite
o

In such case, select at |east one user for each role, then click Start Wor kflow.
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Content Server displays the asset’s workflow summary, showing the new workflow
assignment in the “ Status” list.

GameMicroworldsArticle

Workflow Summary =4} Finish Assignment Select a Workflow Command...j

* Tabs with required field  [[] Required Feld

O Content * Workflow process: FSI1: Approval for Content

O Metadata )
. Workflow state: FSII: Ready to Edit

O Relations *
-
& wiorkflow
© publishing Action to Take | Assigned to Assigned by |Assigned date |Step Chosen|Task Status
L Let's fast-track |firstsite{ContentEditor) |firstsite 0z/z27/2007 - active

this one.

v
Action Taken |Assigned to Assigned date Resolution Date |Resolved by | Task Status
firstsite{ ContentEditor) | 02/27/2007 0z/z27/2007 firstsite cancelled

At thispoint, the asset isin workflow; participants with rolesrequired by the next state
typically receive e-mail notifications of their assignments.

Setting a Process Deadline

SOFTWARE

A process deadline is the overall time allotted for an asset to pass through a workflow
process. By default, no process deadlineis set. This deadline isindependent of the
assignment deadline described later in this section; that is, the total of the individual
assignment deadlines does not necessarily add up to a process deadline.

Note

Deadlines are informational only — the system does not impose any sort
of penalty or issue error messages when a deadline is exceeded.

Before you can set a process deadline, the workflow administrator must first have done the
following:

» Allowed a process deadline to be set for this workflow process.

» Assigned you aworkflow administrator role for the workflow process, or otherwise
provided you with the right function privileges.

The option to set a process deadline is available only if both of the above conditions are
met. Contact your administrator to find out if you have the appropriate privileges and
whether setting a process deadline is enabled for the workflow processin question.

To set a process deadline

1. Logintothesite you want to work with.

2. Find and open the asset for which you wantr to set a process deadline:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.
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- If you previously added the asset to atag, select the tag that contains the asset
inthe Tagstree in the navigation pane. (If the Tagstreeis collapsed, expand it
by clicking the Tags bar.)

For more information on searching, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
3. Click Workflow in the section selector.

4. Inthe action bar, choose Set Process Deadline from the “ Select a Workflow
Command...” drop-down list, and click Go.

Note

If you do not see the Set Process Deadline function in the drop-down list,
stop here. The function was not enabled by the administrator or you do
not have the right permissions to access it.

Content Server displays the “ Set Process Deadling” form:

GameMicroworldsArticle

Set Process Deadline =4} Finish Assignment Zet Process Deadline j 3L Cancel | =" Apply.

* Tabs with required field  [[] Required Feld

C Content *
O Metadata
O Relations *
-

& wiorkflow
© Publishing
-

Workflow process: FSIL: Approval for Content

Asset Type: Content

Current Process Deadline: Mot Set

. @ Use default
Set Process Deadline:

O Due [ [~ [eo oo Eloo &

5. Enter atime and date 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.

6. Click Apply.
Content Server redisplays the asset’s workflow summary.

Setting an Assignment Deadline

An assignment deadline is the time allotted to the assignee to complete an assignment as
an asset advances through workflow. This deadline is independent of the process deadline
described earlier in this section; that is, the total of the individual assignment deadlines
does not necessarily add up to a process deadline.

Note

Deadlines are informational only — the system does not impose any sort of penalty
or issue error messages when a deadline is exceeded.
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Before you can set an assignment deadline, the workflow administrator must first have
done the following:

» Allowed an assignment deadline to be set for this workflow state.

» Assigned you aworkflow administrator role for the workflow process, or otherwise
provided you with the right function privileges.

The option to set the assignment deadline is available only if both of these conditions are
met. Contact your administrator to find out if you have the appropriate privileges and
whether an assignment deadline is allowed for the workflow state in question.

To set an assignment deadline

Note

This procedure describes how to set an assignment deadline from an asset’s “ | nspect”
form. You can also set an assignment deadline when you complete an assignment for
an asset. In such case, the “Finish My Assignment” form will include a Set
Assignment Deadline field.

Log in to the site you want to work with.
2. Find and open the asset for which you want to set an assignment deadline:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previously added the asset to atag, select the tag that contains the asset
inthe Tagstree in the navigation pane. (If the Tagstreeis collapsed, expand it
by clicking the Tags bar.)

For more information on searching, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Workflow in the section selector.

4. Inthe action bar, choose Set Assignment Deadline from the “ Select a Workflow
Command...” drop-down list, and click Go.

Note

If you do not seethe Set Assignment Deadline function in the drop-down
list, stop here. The function was not enabled by the administrator or you
do not have the right permissions to access it.
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Content Server displays the “ Set Assignment Deadline” form:

GameMicroworldsArticle

Set Assignment Deadline =4} Finish Assignment |Set Assignment Deadline j =" Apply.

* Tabs with required field  [[] Required Feld

C Content *
O Metadata
O Relations *
-

& wiorkflow
© Publishing
-

Workflow process: FSIL: Approval for Content

Workflow state: FSII: Ready to Edit

Asset Type: Content

Current Assignment Deadline: Mot Set

. . @ Use default
Set Assignment Deadline: A
Due [r][oo oo oo =

Enter adate in the prescribed format. The default assignment deadline is set by the
administrator in the workflow state definition. For example, in the FSII: Approval for
Content sample workflow, each state has a duration of one year from the current date
and time.

Click Apply.

Content Server redisplays the asset’s workflow summary.

Finishing Your Assignments

After you complete your work for an assignment, you need to notify the system that you
are finished so the asset can continue to move through the workflow.

SOFTWARE

To finish your assignment for an asset

1.
2.

Log in to the site you want to work with.
Open the asset in the “Inspect” form by doing one of the following:
- Ifyou arecurrently working on the asset in the “ Edit” form:
a. Review your work and click Save & Close to save the asset.
Content Server displays the asset in the “Inspect” form.
b. Proceed to step 3 of this procedure.
- If you have already completed your work and saved the asset:

a. Inthe Tagstree, select My Assignments. (If the Tagstreeis collapsed,
expand it by clicking the Tags bar.)
Content Server displays alist of assets currently assigned to you to work on.
b. Navigateto the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
c. Proceed to step 3 of this procedure.
Click Workflow in the section selector.

In the action bar, click Finish Assignment.
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Content Server displays the “Finish My Assignment” form:
GameMicroworldsarticle
Finish My Assignment |Se|ect a wiorkflow Command...j ¢ Apply
[ required fisid *
C Content *
O Metadata
© Relations * Workflow Process Name: FSII: Approval for Content
O versions Workflow State Mame: FSII: Ready to Edit
& wiorkflow
0 publishing Assigned User Role: IContentEditor 'l
Choose the Step and
State For Finish |Send for Approval -= FSII: Ready for Approvalj
Assignment:
=
Action Taken:
=
=
Action to Take:
=
Get Assignment  © Use default
Deadline ¢ . IDD dIDD dlmd
5. Complete the form as follows:

SOFTWARE

Note

You can cancdl this procedure at any time by clicking Cancel in the action bar.

(Optional) If you hold multiple participant roles in the workflow process, select
the role for which you are finishing this assignment.

Select the next step for the asset.

(Optional) In the Action Taken field, enter a short description of the work you
completed on the asset.

(Optional) Inthe Action to Takefield, enter a short suggestion for the next person
who will work with the asset.

(Optional) If setting the assignment deadline is enabled for the next step you
chose to take, the Set Assignment Deadline field appearsin the “ Finish
Assignment...” form.

If you want to override the time allotted for the next assignment, use the Set
Assignment Deadlinefield to enter a date in the prescribed format. If you do not
enter a specific date, the assignment is due within the time determined by the next
workflow state.

Note

This feature appears only if enabled by the workflow administrator.

To set the assignment deadline, you must hold an administrative rolein
the workflow process or otherwise have the right privileges. For more
information, see “ Setting an Assignment Deadline,” on page 151.
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Click Apply.

(Optional) If the administrator has set up the workflow processin away that requires
you to choose assignees for the next step when you finish your assignment, Content
Server displaysthe “ Assign Users to Workflow” form:

GameMicroworldsArticle

select a Workflow Cormmand. .. |5
* Tabs with required field  [[] Required Feld
C Content *
O Metadata Required:Please select atleast one user per role.
O Relations * ~Approver {2 user(s))
® versions
@ warkflow r Napaleon
e} Publishing [ firstsite
o Zharing

In such case, select at least one user for each displayed role, then click Apply.

Content Server redisplays the asset’s workflow summary, showing the changes. The
action taken is visible in the “Workflow History” list. The action to take is visiblein
the “ Status” field.

GameMicroworldsArticle

select a Workflow Cormmand. .. |5

[ required fisid *

O Content * Workflow process: FSI1: Approval for Content

O Metadata Kl v § |
. Workflow state: FSII: Rea ar Approva
O Relations * ’ PP
O versions
© publishing Action to Take | Assigned to Assigned by Assigned date |Step Chosen |Task Status
® sharing Approve for Mapoleon{approver) |firstsite 02/23/2007 - active
publishing.
E Workflow history {1item(s) )
Action Taken |Assigned to Assigned date Resolution Date |Resolved by | Task Status
Checked the |firstsite(ContentEditor) |02/21/2007 0z/23/2007 firstsite completed
content, looks
good,

What happens after you complete your assignment depends on the way the administrator
set up the next workflow step. There are five possible options:

Assign From aList of Participants — when you (or another user with the
appropriate privileges) assign an asset to a workflow, you have the option to decide
which participants in each role get the assignment when the asset enters a workflow
state requiring those roles. This is the default mechanism for moving an asset through
aworkflow.

Choose Assignees When Sep is Taken — this option, described in step 7, is similar
to the “Assign From a List of Participants’ option described earlier, but instead of
predetermining at the beginning of the workflow who will get the assignment during
which workflow state(s), you choose assignees for the next workflow state in real-
time each time you take a step.
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* Retain“From” Sate Assignees— you keep the assignment as the asset movesto the
next state; this allows you to continue working on the asset in that state. You probably
know why it is appropriate for you to keep the assignment, but if you do not, ask your
CS or workflow administrator.

e Assign To Everyone — the asset isassigned to all users holding roles participating in
the current workflow process.

* No Assignments— asthe asset movesto the next state, it remains in the workflow so
that function privileges defined for the workflow process are enforced. However, the
asset is assigned to no one and participant roles alone (through their assigned function
privileges) determine who can work on the asset, and how.

Delegating Your Assignments

Asyou review your assignment list, you might find that you will be unable to complete
certain assignments. For example, you might notice that an assignment’s due date falls
during your scheduled vacation time. In such situations, you can delegate your assignment
to another user who has the samerole as you, assuming that the user does not already have
an identical assignment for the asset; that is, if both you and another user have the Editor
role, you cannot delegate the asset to the other user if he/she already has the asset assigned
through the Editor role. (The asset can still be assigned to the user through a different role
or another workflow process.)

To delegate an assignment

1. Logintothesite you want to work with.
2. Find and open the asset for which you want to delegate your assignment:

a. (Optional) If the Tags tree in the navigation pane is collapsed, click the Tags bar
to expand it.

b. Inthe Tagstree, click My Assignments.

Content Server displays alist of assets assigned to you to work on.
c. Navigateto the desired asset and click its name.

Content Server displays the asset in the “Inspect” form.
Select Wor kflow in the section selector.

4. Inthe action bar, select Delegate Assignment from the “ Select a Workflow
Command...” drop-down list, and click Go.

Note

If you do not see the Delegate Assignment function in the drop-down list,
stop here. You do not have the right permissions to access the function or
there are no other users in your role to whom you can delegate your
assignment.
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Content Server displays the “ Delegate Workflow Assignment” screen.

GameMicroworldsArticle

Delegate Assignment =4} Finish Assignment |De|egate Assignment j 3& Cancel | =" Apply.

* Tabs with required field  [[] Required Feld

C Content *
o

Metadata Workflow process: FSIL: Approval for Content
O Relations *
-

Workflow state: FSII: Ready for Approval

& wiorkflow
© Publishi
& ublishing Assigned to: Ifirstsite (Approver) 'l

Delegate to: INapoIeon 'l

Action Taken:

(Optional) If you hold multiple participant roles in the workflow process, use the
“Assigned to” drop-down list to select the role for which you are delegating this
assignment.

Select the user to whom you want to del egate the assignment. Optionally, enter a
comment about your action.

Click Apply.

Content Server displays the asset’s workflow summary. The delegation is denoted in
the “Workflow History” list, and the new assignee is displayed in the “ Status’ field.
This action also triggers a notification e-mail to the new assignee, assuming your site
is configured to do so.

Abstaining from Voting

Sometimes, you are unable to deal with a particular assignment: your workload is too
heavy, or perhaps you have been miscast in your role. In such situations, you can abstain
from voting (that is, waive your participation), as long as yoursis not the last (or only)
vote for that particular role and/or step. When you abstain, you still have the assignment,
but the asset can continue through workflow.

SOFTWARE

To abstain from voting on an assignment

1.
2.

Log in to the site you want to work with.
Find and open the asset for which you want to abstain from voting:

a. (Optional) If the Tags tree in the navigation pane is collapsed, click the Tags bar
to expand it.

b. Inthe Tagstree, click My Assignments.

Content Server displays alist of assets assigned to you to work on.
c. Navigateto the desired asset and click its name.

Content Server displays the asset in the “Inspect” form.
Select Wor kflow in the section selector.
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4. Inthe action bar, select Abstain From Voting from the “ Select a Workflow

Command...” drop-down list, and click Go.

Note

If you do not see the Abstain From Voting function in the drop-down
list, stop here. You do not have the right permissions to accessit or you
arethe only (or the only remaining) participant in your current role. Inthis
case, you must find some other means of dealing with your assignment.

Content Server displays the “ Abstain From Voting” form:

GameMicroworldsArticle

Abstain from Yoting =4} Finish Assignment Abstain from Woting = =7 Apply
* Tabs with required field  [[] Required Feld

C Content *
O Metadata
O Relations *
-

& wiorkflow

C publishing

o Currently Assigned to: Role _ _”sef' -
ContentEditor firstsite, Connie

Workflow process: FSIL: Approval for Content

Workflow state: FSII: Ready to Edit

Please pick a role to abstain from voting. & contentEditor

Action Taken:

5. (Optional) If you hold multiple participant roles in the workflow process, select the
role for which you are abstaining from voting on this assignment.

6. Enter abrief explanation for your abstention and click Apply.

Content Server displays the asset’s workflow summary. The abstention is denoted in
the “Workflow History” list. Keep in mind that abstaining does not cancel your
assignment.

Resolving Deadlocks

SOFTWARE

A deadlock can occur when there is a choice of stepsto move the asset to the next state,
and each step requires all assigneesto vote. If the vote is not unanimousin favor of a
single step, there is a deadl ock.

Frequently, resolving deadlocks involves offline communication and negotiation among
assignees to achieve consensus; as such, deadlocks cause additional work for everyone
involved and should be avoided whenever possible. If a deadlock occurs, it should be
resolved as quickly as possible so that the flow of work suffers minimal delay.

Toresolve adeadlock, certain participants must change their votes to achieve unanimity. If
you receive an e-mail notification that your vote isthe one causing the deadl ock, you must
vote again to break the deadlock.

To resolve a deadlock, do one of the following:
e Usethe Finish Assignment function to vote again on your assignment.
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In some cases, you can also resolve the deadlock by changing your vote to an
abstention, which clears the way for the asset to move to the next workflow state (see
“Abstaining from Voting,” on page 157).

Removing an Asset from Workflow

You can remove an asset from workflow assuming you have the permissionsto do so.
When you remove an asset from workflow, all assignments for the asset are cancelled.

To remove an asset from workflow

1.
2.

SOFTWARE

Log in to the site you want to work with.
Find the asset you want to remove from workflow:

- If theasset is currently assigned to you, select My Assignmentsin the Tagstree.
(If the Tagstree s collapsed, click the Tags bar to expand it.)

Content Server displays alist of assets currently assigned to you to work on.

- If the asset is not currently assigned to you, enter search criteriaidentifying the
asset into the Search field in the top bar, and click Go.

Content Server displays alist of assets matching the criteria you specified.
For more information on searching, see “ Finding Assets,” on page 82.
Inthe list of assets, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Click Workflow in the section selector.

In the action bar, choose Remove from Wor kflow from the “ Select a Workflow
Command...” drop-down list, and click Go.

Note

If you do not see the Remove from Wor kflow function in the drop-down
list, stop here. You do not have the right permissions to access the
function. Contact your CS administrator if you have questions about your
permissions.

Content Server displays the “Remove from Workflow” form:

GameMicroworldsArticle

_13 Cancel | s Apply

* Tabs with required field  [[] Required Feld

Remove from Workflow

C Content *
O Metadata
O Relations *
-

& wiorkflow

© Publishing
fa Currently Assigned to:

Workflow process: FSIL: Approval for Content

Workflow state: FSII: Ready for Approval

Role User Name
Approver fwadmin,Mapoleon

If you are sure you want to remove the asset from workflow, click Apply. (Otherwise,
click Cancel.)

Content Server redisplays the asset’s workflow summary, denoting the removal. All
assignments for the asset are automatically cancelled.
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Viewing an Asset's Participant (Assignee) List

To examine an asset’s participant (assignee) list

SOFTWARE

Log in to the site you want to work with.
Find the asset whose participant list you want to view:

- If theasset is currently assigned to you, select My Assignmentsin the Tagstree.
(If the Tagstreeis collapsed, click the Tags bar to expand it.)

Content Server displays alist of assets currently assigned to you to work on.

- If the asset is not currently assigned to you, enter search criteriaidentifying the
asset into the Search field in the top bar, and click Go.

Content Server displays alist of assets matching the criteria you specified.
For more information on searching, see “ Finding Assets,” on page 82.

Inthe list of assets, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
Select Wor kflow in the section selector.

In the action bar, select Show Participants from the “ Select a Workflow
Command...” drop-down list, and click Go.

Note

If you do not see the Show Participants function in the drop-down list,
stop here. The administrator has not enabled the function or you do not
have the right permissions to access it.

Content Server displays the “ Show Participants’ summary for the asset:

GameMicroworldsArticle

Show Participants =4} Finish Assignment Zhow Participants j

* Tabs with required field  [[] Required Feld

C Content *

O Metadats Workflow process: FSII: Approval for Content

O Relations *

(o Workflow state: FSII: Ready to Edit

& wiorkflow

s Publishing Step Name Users Authorized Users Motified

o Zend for Approval |firstsite, Connie, fwadmin  |Mapoleaon, firstsite, fwadmin
Return for Edit Mapaoleon, firstsite, fwadmin | firstsite, Connie, fwadmin

Participants: . . .

Approve and Lock |Mapoleon, firstsite, fwadmin | Mo Users,
Create Conrad, firstsite, fwadmin | firstsite, Connie, fwadmin
Reject Mapaoleon, firstsite, fwadmin | Mo Users,

For each step in the workflow process, the “ Show Participants’ summary displays the
following:

- Theauthorized users — those who are authorized to take the next step using the
Finish Assignment function when they hold the assignment for the asset.

- Thenotified users — those who will get the next assignment for the asset.

When you are finished viewing the list, click Done in the action bar to return to the
asset’s workflow summary.
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Setting Workflow Participants

Once you have placed an asset in aworkflow and chosen the assignees for each role in the
workflow process, you might find that you forgot to include a certain user as an assignee
for aparticular role. Or perhaps you realized that you gave the assignment to a certain user
by mistake. In such cases, you can modify the list of participants for an asset while the
asset isin workflow.

To set workflow participants

1. Logintothesite you want to work with.
2. Find and open the asset for which you want to set participants:

- If theasset is currently assigned to you, select My Assignmentsin the Tagstree.
(If the Tagstree s collapsed, click the Tags bar to expand it.)

Content Server displays alist of assets currently assigned to you to work on.

- If the asset is not currently assigned to you, enter search criteriaidentifying the
asset into the Search field in the top bar, and click Go.

Content Server displays alist of assets matching the criteria you specified.
For more information on searching, see “ Finding Assets,” on page 82.

3. Inthelist of assets, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
4. Select Wor kflow in the section selector.

In the action bar, select Set Participants from the “ Select a Workflow Command...”
drop-down list, and click Go.

Note

If you do not see the Set Participants function in the drop-down list, stop
here. The administrator has not enabled the function or you do not have
the right permissions to accessiit.

Content Server displays the “ Set Participants’ form:

GameMicroworldsArticle

Set Participants =4} Finish Assignment Set Participants j =" Apply.

* Tabs with required field  [[] Required Feld

C Content *
o

Metadata Workflow process: FSIL: Approval for Content
O Relations *
-

~Approver (3 users{s})

& wiorkflow
o Publishing | Mapoleon
[ [ firstsite

Participants:
[ fwadmin

rContentAuthor (3 users{s})
rContentEditor {3 users{s})

Each participant you select in this form becomes an assignee in the respective role(s)
for this asset.

Content Server 7.0 Dashboard Interface User's Guide

SOFTWARE



Chapter 9. Workflow

6.

Using Workflow Functions

Choose the desired assignees for this assignment by selecting the check boxes next to
their user namesin each of therolelists. To expand arolelist, click on the right arrow
near the left edge of the list's title bar.

When you have selected the desired assignees, click Apply.

Content Server displays the asset’s workflow summary, denoting the newly selected
assignees.

Note

The participants list will be updated as you requested, but added users will get the
assignment only if the workflow state assigned to their role has not been reached yet.

Examining the Workflow Progress of an Asset

SOFTWARE

To examine the workflow progress of an asset

1.
2.

Log in to the site you want to work with.
Find and open the asset whose workflow progress you want to see:

- If the asset is currently assigned to you, select My Assignmentsin the Tagstree.
(If the Tagstreeis collapsed, click the Tags bar to expand it.)

Content Server displays alist of assets currently assigned to you to work on.

- If the asset is not currently assigned to you, enter search criteriaidentifying the
asset into the Search field in the top bar, and click Go.

Content Server displays alist of assets matching the criteria you specified.
For more information on searching, see “ Finding Assets,” on page 82.

Inthe list of assets, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

Select Wor kflow in the section selector. Content Server displays the asset’s workflow
summary:

Workflow state: FSII: Ready to Edit

Action to Take | Assigned to Assigned by | Assigned date | Step Chosen | Task Status
Mo commment fwadmin{ContentEditar) | fwadmin 0z/z28/2007 - active
Mo commment Connie{ContentEditar) | fwadmin 02/28/2007 - active

v
Action Taken |Assigned to Assigned date Resolution Date |Resolved by | Task Status
Read through, |firstsite{Approver) 02/28/2007 02/28/2007 firstsite completed
looks good
now,
Clarified some | Connie{ContentEditor) |02/28/2007 0z/z28/2007 Connie completed
of the
paragraphs.
Mo comrment  |firstsite(ContentEditor) | 02/28/2007 02/28/2007 Connie cancelled
Read over. Mapoleon{approver) | 02/28/2007 0z/z28/2007 Mapoleon completed
Imon firstsite{Appraver) 02/28/2007 02/28/2007 firstsite delegated
vacation until
Tuesday,
Flease take a
look at this in
my absence,
Read through, |firstsite(ContentEditor) |02/27/2007 0z/z28/2007 firstsite completed
looks good.
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The workflow summary contains the following information:

 TheWorkflow statefield indicates where the asset currently isin the workflow

process.

e The"“Status’ list shows to whom the asset is currently assigned, and the status of each
assignment. Each row in thelist represents a single assignment. Iltems are ordered with
the most recent assignment at the top of the list.

e The“Workflow history” list shows the assignments completed on the asset so far, and
the result of each assignment. Each row in the list represents a single assignment.
Items are ordered with the most recently completed assignment at the top of the list.

Thefollowing table defines all of the columnsin the “ Status’ and “Workflow history” lists.

Table 6: Workflow summary list columns

Assigned To

The user name(s) of the assignee(s) for each assignment. Note that
the user’s role appears in parentheses following the user name.

Assigned By

The user name of the assignee who finished working with the asset
and assigned it to the next participant. In the “Workflow history”
list, the very first entry in this column (at the bottom of the list)
shows the user name of the person who assigned the asset to the
workflow process.

Assigned Date

The date and time the asset was assigned to the user.

Action to Take

I nstructions from the user who assigned the asset, assuming that
person entered instructions in the “ Finish Assignment” form when
they finished their assignment (see page 153). “No Comment”
appears if no instructions were entered. If the text is longer than the
width of the column, click the text to view its entirety.

Step Chosen

The step indicated by the user who compl eted the assignment, when
there is a choice of next step in the “ Finish Assignment” form.

Fiy

Thiswarning icon appears next to the name of the chosen step in the
“Step Chosen” column and denotes a deadlock condition for the
workflow state. The deadlock icon appears next to each step
involved in the deadl ock.

Action Taken

I nformation 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 whose action moved the asset to the next state.

Resolution Date

The date and time the action was taken to move the asset to the next
state.
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Table 6: Workflow summary list columns (continued)

Task Status

The status of the assignment. Possible values are as follows:
 Abstain - the assignee has abstained from voting.
 Active - the asset is currently assigned to someone.

 Cancelled - the first vote moved the asset to the next state, so the
assignment has been canceled for the other assignees, or the asset
has been removed from workflow.

» Completed - the assignee has completed the step.

» Delegated - the assignment has been delegated to another user in
the samerole.

* Queued - the asset has multiple assigneesfor the current state, the
next step is all-voting, and not everyone has voted yet. (Also
appears if the asset is deadlocked.)
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Revision tracking is a configurable feature and must be enabled by the CS administrator
for the asset types on your sites. Revision tracking allows you to track and control the
changes made to your assets.

With revision tracking, you can:

» Enforce that only one person at atime can edit or delete an asset.
» Keep track of past versions of an asset and who created them.

* Restore (roll back) an asset to a previous version.

This chapter describes revision tracking and the procedures used to track assets.
It contains the following sections:

* Overview

» Checking Out Assets

e Examining Your Checkouts

» Undoing a Checkout

e Checking In Assets

* Examining Revision History

» Reverting to a Previous Version (Rollback)

Note
In the FirstSite || sample site, revision tracking is not enabled by default.

Contact your administrator if you have any questions or concerns about revision
tracking as it appliesto you.
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Overview

Revision tracking allows you to check out, or lock, assets. When you check out an asset,
no one else can edit or delete it. When you are finished working with the asset, you check
it back in. The asset is then again available for modification by other users. An asset that is
checked out to you, however, can still be viewed and searched for by other users, as well
asretrieved by queries or collections.

When revision tracking is enabled, you control access to an asset by checking it out and
back in. You can either check assets out and back in manually, or let Content Server handle
the process automatically.

Manual Checkout and Checkin

When manual checkout is enabled, the following commands control access to assets:

e Check out. Only one user can check out an asset at any given time. |f other userstry
to check the asset out or modify it, CS 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.

» Undo Checkout. If you check out an asset and then decide that you do not want to
save the changes you have made to it, cancel or “undo” the checkout. In this case, the
asset is simply unlocked and no new version is saved.

e Check in. You check in assets that you have checked out. After the asset is checked
in, others can work with it, and if the asset is assigned to you in aworkflow, you can
finish your assignment.

When you check in an asset that you have checked out, arecord is made of the
checkin, and a copy of the last saved version of the asset is preserved (the number of
versions kept is set by the administrator).

Another option is to check in the asset so that you have an archived version but to
keep it checked out. This option enables you to store a version but keeps the asset
available to you alone.

Automatic Checkout and Checkin

If you try to edit, delete, or assign aworkflow process to an asset that is not already
checked out, CS checksit out to you automatically. When you save the edited asset, CS
checksit back in automatically and saves the new version. (When you manually check out
an asset, edit it, and then save it, the new version is not saved until you manually check the
asset back in.) Therefore, if the situation requiresit, you can choose to bypass the step of
manually checking out and checking in an asset and rely on the automatic revision
tracking feature instead.

When to Use Automatic Checkout

Be sure that you rely on automatic checkout only when it is appropriate to do so. For
example, if you are going to make one simple change to an asset, you can use automatic
checkout. However, if you are making extensive revisions, you should not use automatic
checkout for the following reasons:

» Thevolume of revisions that could be saved (depending on your configuration)
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e Overwriting aversion of the asset you might need later

When an asset is automatically checked out to you, CS saves an official, archived version
of the asset each time you click Save & Close. Therefore, if you make several changes to
an asset—saving and inspecting each change separately—CS checks in aversion of the
asset at each save. Depending on the number of versions CSis configured by the
administrator to store, you might overwrite older versions that you wanted to keep with
the automatically checked-in versions.

Releasing Locked Assets

Because automatic checkout isin effect when revision tracking is enabled, you might
accidentally check out an asset while you work in Content Server’sinterface. Thislocks
the asset and prevents other users from working with it. To make sure that you are not
stopping other people from working with assets that you have inadvertently checked out,
review the assets checked out to you by viewing your “My Checkouts” list and check in
(or, if you do not want to commit your changes to the database, undo the checkout of) any
assets that you do not need.

Functions That Use Automatic Checkout and Checkin

The following table describes asset management functions that check assets out or in
automatically:

Create As soon as you open a “ Create New Asset Type” form, the asset is
checked out to you and a SY STEM version is stored. Thisversion
has no content. When you save the asset, another (second) version is

stored.
Edit Checks out the asset and prohibits other users from editing or
deleting it.
Save & Close Checks in the asset, but only if it was checked out automatically.
Copy Checks out a new copy of the asset. The source asset is not checked

out during the copy operation. The new copy behaves asif you
created a new asset as described above in the “ Create” function
column. The only difference isthat there is more dataincluded in the
copied version. The copied asset isdisplayed in an “Edit” form.
When the asset is saved, a second version of the asset is created.

Delete Checks out the asset. When the user confirms the deletion, CS
checks the asset back in.

Rollback Clicking Rollback checks out the asset, then immediately checks it
back in.
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Rollback and Revision History

When you check in an asset that you have checked out, CS stores anew version of the
asset and adds it to alist of previous versions (assuming the administrator allowed the
storage of multiple versions). You can later restore the asset to one of those previous
versions and you can examine the asset's revision history.

Rollhack

Rollback means restoring the asset to a previous version. When you have an asset
checked out, you can roll it back to any previous version. Rollback restores the
contents of the asset, but does not reset its status (created, edited, received, and so
forth) as of the previous version, nor does it affect workflow status. If the asset is part
of aworkflow, anyone who has the appropriate permissions can restore it to aprevious
version.

Revision History. You or any user can list and examine the revision history of an
asset. The revision history also shows who, if anyone, currently has the asset checked
out. You can tell whether aversion was created by an automatic or manual checkout
by looking at the comment section of the revision history. Versions created through
automatic checkout will be automatically commented by Content Server with
“Version created by function name.” Versions created through manual checkout will
either have comments entered by the users who edited the asset at the time or have no
comments at al if the user who edited the asset at the time chose not to enter any.

Versions created
through automatic
checkout.

Select| ¥ersions | Date User Comments

. 5 2007-02-22 21:11:43 [firstsite | Version created by Edit -

O g Z007-02-22 20:00:11 |firstsite |Version created by Raollback | <€———

C 3 Z007-02-22 19:59:51 |firstsite |Fixed troublesome phrasing, | <€——

O z 2007-02-22 19:57:11 |firstsite |Fixed punctuation. -

& 1 2007-02-22 19:26:38 | SWSTEM Versions created
through manual
checkout.
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Checking Out Assets

This section shows you how to check out an asset.

SOFTWARE

To check out an asset

1.
2.

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

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previously added the asset to atag, select the tag that containsthe asset in
the Tags tree. (If the Tagstreeis collapsed, expand it by clicking the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
In the action bar, click Check Out.

GameMicroworldsArticle en_US - Master Asset |z

| M\ Preview |// Edlit | il Copy |‘ﬁ Delete | -'

Note
Note the following:

e |f you do not see the Check Out button in the asset’s “Inspect” form, revision
tracking for that asset type is not enabled on your site.

» |f theasset isaready checked out to another user, the Check Out button is
replaced by a message denoting such fact:

GameMicroworldsarticle [en_Us - Master asset =]
| B\ Preview | .7 Edit El Copy | filf Delete Locked by firstsite

Content Server checks the asset out to you and displays a confirmation message in the
action bar:

GameMicroworldsArticle |en_Us - Master asset |7

| M\ Preview |// Edit | El Copy | fiif Delete | |i_, Undo Check-Out | =¥ Check-In |( Locked by firstsite )
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Examining Your Checkouts

Toview alist of assets currently checked out to you, perform the following steps:

To view a list of assets currently checked out to you

1.
2.

Log in to the site you want to work with.
Do one of the following:

- Inthe navigation pane, select My Checkouts from the Tags tree. (If the Tags tree
is collapsed, click the Tags bar to expand it.)

- If the dashboard pane is displayed, click Checkouts.

Content Server | My Roles ™
Last Time Logged In Feb 20,2007 10:27 AM
Last Item Edited FSII FSE Digital Audio Player / Feb 20,2007 11:45 AM
Assignments )
:
Tasks I have Assigned 1

Content Server displays alist of assets currently checked out to you.
(Optional) If you want to open an asset, click its namein the list.
Content Server displays the asset in the “Inspect” form.

Undoing a Checkout

This section shows you how to undo the checkout of an asset.

SOFTWARE

To undo the checkout of an asset

1.
2.

Log in to the site you want to work with.
Find the asset for which you want to undo the checkout and open it:

a. Inthe navigation pane, select My Checkouts from the Tags tree. (If the Tagstree
is collapsed, click the Tags bar to expand it.)

Content Server displays alist of assets presently checked out to you.
b. Inthelist of assets, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
In the action bar, click Undo Checkout.

GameMicroworldsArticle |en_Us - Master asset [z

| M\ Preview |// Eclit | T Copy |‘._’ﬁr Delete | in Unido Check-Cut |)i, Check-In | Locked by firstsite

Content Server undoes the checkout of the asset and redisplays the asset in the
“Inspect” form.
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Checking In Assets

To check in an asset

1.
2.
3.

Log in to the site you want to work with.

(Optional) If the Tags tree is collapsed, expand it by clicking the Tags bar.
Inthe Tagstree, select My Checkouts.

Content Server displays alist of assets presently checked out to you.
Click the name of the asset you want to check back in.

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

In the action bar, click Check In.

The action bar displays the following:

GameMicroworldsarticle |en_Us - Master Asset 5]

Cummentl ml Keep Checked Out

|Z£ Cancel | | | Check:ln |

(Optional) In the Comment field, enter comments or instructions that pertain to the
version that you are checking in. The comments you enter here are displayed in the
asset’s revision history.

(Optional) If you want to back up the asset but need to continue working on it, select
the Keep Checked Out box.

Click Check In.
Content Server checks the asset in to the database and redisplays the “Inspect” form.

Examining Revision History

To examine an asset’s revision history

1.
2.

SOFTWARE

Log in to the site you want to work with.
Find the asset whose revision history you want to view and open it:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previoudy added the asset to atag, select the tag that containsthe asset in
the Tagstree. (If the Tagstreeis collapsed, expand it by clicking the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
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3. Switch to the Versions section of the form.
Note
If the Versions section in the section selector is unavailable (greyed out), stop
here. Revision tracking is not enabled for the asset type, or you do not have the

permissions to view the Versions section of the form. If you have questions about
revision tracking or your permissions, contact your CS administrator.

Content Server displays the asset’s revision history:

Follback

Select ¥ersions |Date User Comments
i 5 Z007-02-22 21:11:43 |firstsite |VYersion created by Edit
o |4 2007-02-22 20:00:11 | firstsite | Wersion created by Rollback
i 3 Z007-02-22 19:59:51 |firstsite |Fixed troublesome phrasing,
i z 2007-02-22 19:57:11 |firstsite |Fixed punctuation,
O 1 2007-02-22 19126135 | SYSTEM

Reverting to a Previous Version (Rollback)

This section shows you how to roll an asset back to a previous version.
To roll back an asset

1. Logintothesite you want to work with.
2. Find the asset you want to roll back to a previous version and open it:
a. Do one of the following:

- Inthe Search field in the top bar, enter search criteriaidentifying the asset and
click Go.

- If you previoudy added the asset to atag, select the tag that containsthe asset in
the Tagstree. (If the Tagstreeis collapsed, expand it by clicking the Tags bar.)

For more information on finding assets, see “ Finding Assets,” on page 82.
b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
3. Switch to the Versions section of the form.

Note

If the Versions section in the section selector is unavailable (greyed out), stop
here. Revision tracking is not enabled for the asset type, or you do not have the
permissions to view the Ver sions section of the form. If you have questions about
revision tracking or your permissions, contact your CS administrator.
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Content Server displays the asset’s revision history:

Rullhackl

Select| ¥Yersions | Date

r-h

D0 00

5

MR I

2007-02-22 21:11:43
2007-02-22 20n00:11
2007-02-22 19:59:51
2007-02-22 195711
2007-02-22 19:26:38

User

firstsite
firstsite
firstsite
firstsite

SYETEM

Note

Comments

Version created by Edit
Version created by Rollback
Fized troublesome phrasing.

Fized punctuation,

If the asset is already checked out to another user, you cannot roll it back to a
previous version. In such cases, Content Server displays a message informing you
of this situation. To roll the asset back, wait until the user working on it finishes
his/her work and checks the asset back in.

4. Inthe Select column, select the version of the asset you want to roll back to.

5. Click Rollback.

Content Server rolls the asset back to the version you selected and redisplays the

“Inspect” form.

Note

Notethat rolling back an asset creates another version of it. Versions created by the
rollback function are marked as such in the Comments column.
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Reverting to a Previous Version (Rollback)
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Appendices

This part contains the following appendix:
e Appendix A, “The Flex Asset Model”

Content Server 7.0 Dashboard Interface User's Guide

SOFTWARE



176

Content Server 7.0 Dashboard Interface User's Guide

SOFTWARE



177

Appendix A
The Flex Asset Model

As acontent provider, you do not need to understand all of the details of the flex asset

model. The purpose of this appendix isto help you develop ageneral understanding of this
datamodel and how it relates to you as a content provider.

This appendix contains the following section:
*  Overview of the Flex Asset Model
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Overview of the Flex Asset Model

Overview of the Flex Asset Model

As mentioned in Chapter 1, “Overview,” Content Server devel opers use two asset data
models to create asset types and define how asset data is stored in the Content Server
database: the basic asset model and the flex asset model.

Theflex asset model is more complex than the basic asset model. Unlike basic assets,
where the information for one instance of an asset is stored in one row of a database table,
the information for one instance of aflex asset is stored in multiple database tables.

Whereas basic asset types are standalone asset types, flex asset types are composed of
families of asset types. The members of aflex family are:

flex attribute type (required)
flex asset type (required)

flex definition (required)

flex parent (required)

flex parent definition (required)
flex filter type (optional)

The members of aflex family form an asset inheritance tree, where child assets inherit
various attributes from their parents.

As acontent provider, you will not directly work with all of the members of the flex
family. Infact, you will mainly be working with flex assets, which are the key members of
flex families (all of the other members of aflex family contribute to the flex asset in some
way). If you have the appropriate permissions, you may also be responsible for creating
new flex attributes, which are characteristics of flex assets.
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