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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 Dash interface. Typically, content providers
are specialists in fields such as corporate communications, finance, human resources,
sales, and marketing. The content providers expertise is rooted in the content, not in the
software used to manage it. Technical proficiency is not required.

This guide is also helpful to individuals who support content providers, perform their
functions, or simply need to understand Content Server’s basic concepts. For example, this
guide is helpful to the 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 is divided into parts.
Each part deals with a particular aspect of Content Server, and is divided into chapters,
each dealing with a particular concept or process. The parts are as follows:

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 Dash Interface

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

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 a quick 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.

Content Server 7.0.3 Dash Interface User’s Guide

SOFTWARE

10



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 Dash I nterface?
Permissions to Assets

Selecting Page Content

Dependencies

Approving and Publishing Assets

Users, Roles, and Workflow Assignments

Revision Tracking

Featuresin the Dash Interface

Content Server 7.0.3 Dash Interface User’s Guide
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1. Overview

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 7.0.3 Dash Interface User’s Guide
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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.

SOFTWARE
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Figure 1: A content entry form

Introduction to Content Server
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Figure 2:
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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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Exploring Content Management Concepts

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 18 (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.

Content Server 7.0.3 Dash Interface User’s Guide
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Figure 3: The relation between an asset and its asset type
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internal hard disc drive, The company's latest innovation, whichalso
cornes with a mega-pixel camera, is currently being exhibited at the more tables.
ITU Telecom Asia 2004 from Septermber 6 to 11 at the Busan (Because of the

Exhibition and Conference Center (BEXCO) . </p= content entry form
’

<p>The Y5400 is equipped with a 1-inch diagonal, 1.5GB hard disc you never have to

drive that greatly expands the memory capacity of mobile phones th

from the conventional 100MB maximum capacity, In addition, the access tne )

phone boasts a high-resolution {QWGAY 2.2-inch liquid crystal database dlrec'[ly_)

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

and Korean-English/English-Korean dictionaries. & powerful

microphone enhances the camcorder function, while dual speakers =]

[ AddLink | [|5k Include |

“Article” Asset Type

Name Headline Byline Abstract Body

FSIINECUnveils... INEC Unveils 1st Mo... -The phone makes... | <p>BUSAN, Korea - Septe... f§ <

~_ -

CS Database
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An asset type is reusable, allowing you to create many unique assets from a single content
entry form. Each asset is an instance of its asset type.

Exploring Content Management Concepts

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.

Content (FSII Article):
| &, Save & Close | & Sav

My Article

e | 3 cancel |

© content *

N E
© Metadata iR

O Relations

Headline:

Finance
Article

00000

Byline:

Body:

Sports
Article

@ Add Link e lncl

ude

Gardening
Article

Music
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.

Sports Car: My New Car

|8, save & Close | & save |

% Cancel |

© content *

Name:
O metadata

O relations

Maker:

Lotus
Esprit

00000

Modelk:

Engine Typ:

e

Ferrari
330

Price:
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Exploring Content Management Concepts

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

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
_a$et’ you enter the (:.:Ontent d_l reCtIy Content (FSII Article): My Article
Into aform (as eXpIaI ned earl | er) . The | & Save & Close | & Save | 3, Cancel |
fields impose content structuring by 4 o h
prompting you for specific O vetagar Name:
information—for example, a O relstion: |
headline, a byline, and body text (as
shown in the inset).

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

Headline:

00000

Byline:

Body:
*  When creating a document asset, -

you enter content into afile of the Document Asset
format of your choice (a Word
document in this exampl 9), then Document (FSII Document): FSII iac-083.doc
attach the file to the document asset. | &isaveaciose [8 save [ 32 cancer |
Optionally, you enter information ® Content *
describing the content, such asname,  gr=== _—_____
file size, format, or associated S
keywords, into the additional fields O workflon  FSII Folder(M);
that developers might have created to 7" e
help you describe the file and its
content.

Name:

(B, Show Assets | | L Link Parent |

Document File:

File: iac-083.doc

CS-DocLink, an extension to I

Windows Explorer, provides an easy
way to create and manage document Title:

assets outside the CS interface. See Preduct Information Sheet
“Creating aNew Asset in

CS-DocLink,” on page 73 for more

information. To find out if your

system is set up to support the CS-

DocLink client, contact your administrator.

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.
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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 translations 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 translation of each asset is displayed on the online site.

Design Assets

Structured content assets are called design assets if they are used to format and organize
web site content. Design assets are created by developers for your use. Your 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. I 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

SOFTWARE

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:

B Site Plan

(= SitePlan ra
@ Firstsitell Site
(7'3 [B Placed Pages
(Ti) & Fz1Home
(é) & Fz11articles
é) & Fz11rroducts
[& Fs11shoppingCart
[& Fs1iLagin
@ [&E Fs11about
[E] FSIIHomePageText
(é) (& Home ifr)
é) & Home (de)
é) & Home {es)
(é) @ Unplaced Pages

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 Dash interface.

Once you are granted accessto a site, the administrator al so 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:

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

User Role Management
Site: » FirstSiteIl

Select the user to modify:

P # i Arthur Artworksuthor

P # f8 Connie ContentEditar, DocurmentEditar

b # 1§ cConrad Contentauthor, Docurmentauthar

D 7 fy Desires Artworksuthor, Designer

P Mark Praducthuthar, MarketingAuthar

P g Martha ArtwarkEditar

P 7 Mary ProductEditor, MarketingEditar

P # fii Mapoleon  Approver, WorkflowAdmin, SiteAdmin

P # fii Rose ProductEditor

D 7 fi firstsite artworkEditor, Generaladmin, Approver, ContentEditor, Workflowadrnin,
analyst, Pricer, Marketer, SiteAdmin, Checker, Marketingauthor,
MarketingEditar, Author, Editor, ContentAuthar, Expert, HelloAuthar,
Productiuthor, ProductEditor, HelloEditor, HelloDesigner,
Docurnentauthor, Artworkauthor, DocurnentEditor, Designer

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 Dash
Interface?

The Dash interface 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 trand ations 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 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. (Hover your cursor over the View link
next to the My Rolesitem in the “Quick Info” paneto see alist of your roles.)

When you log in to the Dash interface, the “Quick Info” pane shows you a snapshot of
your current workload. To see all of the assets assigned to you, click the Assignmentslink
inthe “Quick Info” pane. (Alternatively, you can click the My Assignmentstag in the
Tagstree 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.

2. 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

SOFTWARE

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.
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Features in the Dash Interface

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

Table 1: Features comparison

Administrative Controls

Perform administrative tasks v
Asset Model
Work with basic assets v v
Work with flex assets v v
Editorial Functions
Create and copy assets 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 v Pre-defined
attributes only
Visually browse a site's structure (site plan) v v
Visually browse flex family hierarchies v v
Organizing Assets
Work with tags v 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 Image Picker v v
Work with the Online Image Editor v v
Work with Flash content v v
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Table 1: Features comparison (continued)

InSite Interface

Features in the Dash 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 v
Work with collections v
Place and unplace pages v 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 Dash Interface

Engage

Work with segments v

Rate assets for segments v v

Work with promotions v

Work with recommendations List mode Static v
Listsonly

Publishing

Approve assets for publishing v v

Remove assets from the publishing queue v v

Publish assets v

Monitor and manage publishing sessions v

Revision Tracking

Track revisions to assets v v

Roll assets back to previous versions v v
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Part 2
Working in the Dash 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 Dash and InSite interfaces to perform
simple and advanced asset management tasks. It contains the following chapters:

Chapter 2, “ Getting Started”

Chapter 3, “Creating and Editing Assets’

Chapter 4, “Finding and Organizing Assets’

Chapter 5, “Working with Multilingual Assets”
Chapter 6, “Working with the InSite Interface”
Chapter 7, “ Advanced Content Management Features’
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 Dash interface.

It includes the following sections:

Logging In

Quick Tour

Additional Ways of Accessing Assets
Switching to Another Site

Accessing the Advanced Interface
Quick Reference
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Logging In

Logging In
Follow the instructionsin this section to log in to Content Server’s Dash 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 Dash 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... B

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 7.0.3
C5-Engage 7.0.3
Commerce Connector 7.0.3

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.

Enter your user name and password into the appropriate fields.

(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.

Click Login.

(Optional) If the “ Select Site” drop-down list in step a was 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 | Name Description Roles

| BurlingtonFinancial Burlington Financial ArtworkEditor, Generalddmin, Approver, ContentEditor,
warkflowadmin, Analyst, Marketer, Pricer, Siteadmin,
Checlker, MarketingAuthor, MarketingEditor, Authaor, Editor,
ContentAuthor, Expert, Helloauthor, Productauthor,
HelloEditor, ProductEditor, HelloDesigner, Docurnentauthor,
Designer, DocumentEditor, Artworkauthor

O | Firstsitell FirstSite Mark II ArtworkEditor, Generalddmin, Approver, ContentEditor,
Wwarkflowadmin, Analyst, Pricer, Marketer, Siteadmin,
Checlker, MarketingAuthor, MarketingEditor, Authaor, Editor,
ContentAuthor, Expert, Productauthor, HelloAuthor,
ProductEditor, HelloEditor, HelloDesigner, Docurnentauthor,
DocurnentEditor, Designer, Artworkauthor

Select

In such case, select the site you want to work with and click Select.
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Note
e 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 Dash interface |oads.
Figure 4: Thehome view of Dash interface.
Search field——— Your user
name

Enter your search
criteria here.

FatWire | Content Server 7

T r — '
Op ba |_advanced || dash || insite || analytics | | Search Criteria... I @
Access the Advanced — . Currently Lazged In T B
interface. FatWire — :
S ==y dash

Access the InSite [Croate o Click on an icon to put content to work. Edit content?

Preview content?

interface (If itis Approve content?
already Open). = Finish an assignment?

=) Check out content?
. & user Search content?
Access FatWire Top Priority — 2;;&55 idvta?:edtfea?tures?
i i content to a tag?
Analytics (if installed). @ campaign 2007 EI o Rename a tag7
. Create a tag?
Search for assets. @ vy List Run & tag

@ Back Burner Relmove congent from a tag?
LOg out 0 & sy New Content Parent New Content New Document Parent Delete a tag?
. ystermn
History
@ My Checkouts Quick Info
B My assignments My Roles View
Assignments 7
Checkouts i}
Last Itern Edited My Second Asset/ May 14,2007 14:02 PM
NaVigatiOn pane Tasks I have Assigned 4 %
Last Time Logged In May 15,2007 12:59 PM Support
Access assets via Training
. ContentServer Manuals
tags, site plan, or Froducts
asset tree. Mews

User Groups
Developeriet

Place and unplace Analytics
pages on your site.
Manage tags.
Create new assets.
Switch sites.

I @ Site Plan

';‘Bl Asset Tree

[ @) Mew | [B] Edix

Your workspace

Work with assets.

Navigate search results
and other asset lists.
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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 Dash interface.

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:
e Determineyour roles (step 1)

» Perform a search (step 2 on page 44)

» Open an asset (step 3 on page 45)

e 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 50)

e Add an asset to atag (step 6¢ on page 50)
* Run atag (page 50)

e Logout (page 51)

Let’s start the tour!

1. Determineyour rolesin the current site. In the “Quick Info” pane, hover your cursor
over the View link displayed in line with the My Roles item to show alist of roles:

Quick Info

My Roles @
Assignments
Checkouts

Arbw aTREEDTEr
Generalddmin

Last Itern Edited My Second Asset / May 14,20 APprover
. ContentEditor
Tasks I have Assigned Wiorkflowadmin
Last Time Logged In May 14,20 Analyst
Pricer
Marketer
SiteAdmin

Checker
MarketingAuthor
MarketingEditor
Author

Editor
Contentauthor
Expert
Productauthor
Hello&uthor
ProductEditor
HelloEditor
HellaDesigner
Docurmnentauthor
DocurnentEditor
Designer
Artworkauthor
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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 permissionsto create, edit, and
search for assets of one or more asset types, and therefore, you have access to the
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.

In the Dash interface, most asset management functions are accessible with asingle

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

a. Inthe Search field in the top bar, enter product.

FatWire | Content Server 7

—_—
advanced | dash

|_insite || analytics |

| Help | Logout

| search cCriteria...

|pr0du|:t

SOFTWARE

b. (Optional) If youwant to limit your search to a specific asset type, select that asset
type from the “ Search Criteria’ drop-down list (Find Product in our example). If
you want to search across all asset types, do not select anything from the list.

c. Click Search. Content Server displaysalist of assets matching your search criteria

FatWire | Content Server 7

User: firstsite | Help | Logout

|_2dvanced |[Cdash ] [ insite | anaiyiics [Search criteria... & [product | “search ]
FatWire CurpanklyiloggadiIniTo: |flit Delete | search Results: product Add to... = =
HOIETNAR FirstSite Mark 11 [=] -
previous FEFEREEINED) Mext 25
Create New... [E0ll sclect Al Select Hone
Select|Name Description Type|Modified | Locale Relevance ~
2@ % User I |FsiI product Categories Product Categories EI Oct 19, 2004 =5} [ ]
Top Priority I |Fsi1 Product Images Product Images @ Oct 19, 2004 ]
Campaign 2007 O |FsiI FSE Digital Audio Player |FSE Digital Audio Player wi... B [Mov 2, 2004 ==} [ ]
My List O |Fs11 rsE OVD veR Combe | Double Feature DVD/VCR B |Aug 25, == =
Back Burner S 2009
e} @ System O |FsiI FSE Flasma Screen TV | FSE Plasma Screen TV B |Mov 3, 2004 =S [ |
z [E |FsII FSE Triple Play Triple Play Plus 27" TV/DVD... Bl |Nov2, 2004 | B [~
8 Search
B My Checkauts I |FsiI Product Documents Product Documents B3| oct 22, 2004 [} = It
) results
B My Assignments O |Fsiz Manufacturers Manufacturers 8| ot 19,2004 | [ [ | — ane
O ;52 *;UdiGCD iAC-008 AudioCo iAC-008 Portable MP... | Bl |Nov 2, 2004 ==} | p
ortab...
O |FSII AudioCo iAC-083 AudioCo iAC-083 Portable Au... | B |Nov 2, 2004 | E5 [ ]
Portab...
B |FsiI Innovative Hi-Def Proj... | The Innovative HD Projectio... B |wov 2, 2004 == [ ]
B |FsII Innovative MiniDisc Di... | Innovative's Digital Music ... B |Nov2, 2004 | EE [ =]
O |FSII Superior Hi-Def An HDTV monitor with HDMI t... | B |Nov 2, 2004 =S| [ |
Flasma...
O ;SH Superior Slim DVD Philips makes your movies c... | Bl [Mov 2, 2004 =5} |
ayer
[ |FsiI rortable Audio Portable Audio 88| ox 20,2004 E5 [ ]
_ I |Fsi Combination Tvs Combination TVs m Oct 20, 2004 == [ | B
%ﬁ Site Plan B |Fs11 combination VCRs Combination VCRs ®B|oct 20, 2000 | mm [
J Asset Tree
A I |FsiI Standard VCRs Standard VCRs 80| 0ct 20, 200¢| =5 [}
. |(Bnew (e O |FsII Innovative HiFi VHS Innovative HiFi VHS B |Nov2 2004 | BB [ ]
E |FsiI FS Electronics Ltd. FS Electronics Ltd. m Nov 2, 2004 == [ ]
I |FstiProducts Products i) | Aug 22/ 5] - H_ ]
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The search resultslist 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 92.
3. When you have reviewed your search results, open the asset you are interested in:
a. Inthelist of search results, click FSI1 FSE Digital Audio Player.

Form section
selector

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

Name of the asset
you are working on

Asset pane displaying the
asset in the “Inspect” form. —

FatWire | Content Server 7

1=/ User: firstsite | Help | Logout

_advanced |[Cdash ] | insite || analytics | [search criteria... [product [ search ]
: Y —
FatWire Currently Logged In To CPrnduct (FSII Product): FSII FSE Digital Audio Player Locale:
serTeaRs IFirstS\tE Mark 11 i

B I o T I

|Create Mew...

@ 4 user
B Top Priority
Ig Campaign 2007
B my List
B Back Burner
@ E‘ System

@ Histary
B My checkouts

My Assignments

é[\ Site Plan

;H Asset Tree

[ | (LB tew [ B Edu

* Sections with requived falds Fequired feld

© Content *

Name:
O Metadata

F=I1 FSE Digital Audio Player

C Relations
® versions
. Description:
O Marketing . p . |
FSE Digital Audio Player with Z256MBE of Built-in Memaory, Silver
O wiorkflow

o] Publishing

@ sharing F51ISubcategory{M):

FSII Partable Audio

FSIIManufacturer{S):
FSII FS Electronics Ltd.

SKU:
FSE-DAP30S

Long Description:

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

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

Price:
189,95

Image:

ﬁo

Keyword:

FS§IIProductShortDescription {FSII ProductFieldCopier):
FSE Digital Audio Player with Z56ME of Built-in Memary, Silver

SOFTWARE
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b. Inspect your asset, and any information relating to it, by selecting different
sections of the form. When you are finished, return to the Content section.
For more information, see “ Asset Pane,” on page 62.
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.
ﬁ:rsneé %Q[ﬁ:f;gset—PC Pf'oduct (FSII Product): FSII FSE Digital Audio Player ) Locale: [en_Us - Master asset 5] Action bar
you are Working on | {5} save &Close | 8§ Save | 38 Cancel
* Sections with required felds FRegquired fiald
@ Content * .
O Metadata Name:
O Relations FSII FSE Digital Audio Player
o
o Marketing
© workflaw Description:
© Publishing FSE Digital Audio Player with 256ME of Built-in Memory, Silver
o
FSIIManufacturer{S):
FSII FS Electronics Ltd. x
B, Show Assets, | | C#& Link Parent
SKU:
|FSE-DAF30S
Highlighted
required :
B 7 U s | % G =
T & WYSIWYG
: Syle - | Size ME- - editor
< Format - | Fanit | Arial @ controls

L

‘= O E &2 90| [& = souce | 2

L
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

[ AddLink | [|5k Include |

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

b. Make changesto the contents of the Name and SK U fields.
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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 FCK Editor,” on page 77.

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

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

Click within the Long Description field to load FCK Editor. When FCK Editor
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.

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.

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

FatWire | Content Server 7

advanced | dash || l:t_m'l_e_

analytics |

User: firstsite | Help | Close

@ Preview

Page

Name:

Preview Temglsts: et Link to This Tnsite Page Weappes pagei] 5| Previewiiopper )

Froducts Shopping Cart

48

FSII FSE Digital Audio Player
Description:

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

FIRST
sire (P}

FSE Digital Audio Player

SOFTWARE

Template

Name:

/FSIILayout

Description:

Generates =n overall layout of = page

which includes calling the Detail template
for the spacified assat.

@) Editing

|i.l Page Layout

The FSE PORTABLE AUDIO PLAYER is water-

resistant and designed to deliver outstanding
audio entertainmert in tough, outdoor
conditions. It is rugged enough to withstand
shock and vibration, yet easy to use. If your

o lite is action packed, pack a playver that's built
&) search for action!

ﬁ:‘ Assignments
FSE Digital Audio Player with 25608 of Buitt-in
Memary, Sitver Dimensions (H x W x 00 21/8"
* 33NE" x 075" Weight 13 s

Praciuct Infarmation Sheet

preview - dawvnload

Product Specification Sheet

preview - downlogd

Price Per Unit: $189.95
$0.00

Price $189.95

o [ I

Copyright @ 2005 Fatiiire Software
Walidate: xhtml s

b. Inthe preview window, review the content you have edited. Note any changesto
the asset you still want to make.

Note

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.

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

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

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

Help | Logout

FatWire | Content Server 7

|_advanced | [Tdash_] [ insite | analytics | Search Criteria... H [digtal [ “search ]

=
. Currently Logged In Ta:
FatWire [Firstsite mark 18] fill Delete | Search Results: digital [addte.. [
[Createwew.. —— H
Select| Name Description Type |Modified Locale Relevance ~
y  Tags
B |rort vt gl Audic riayer -t igital Aucie Flayer i 8 vvoue | = |
@ & user O |Fsi1 Innovative MiniDisc Di... Innovative's Digital MUSIC ... B [Nov 2, 2004 = (I
B Top Pricrity B |FsI1 Superior Hi-Def Flasma... An HDTV monitor with HOMI t... B |Nov 2, 2004 =]
C. i 2007
S smpatan @ |FsII FSE DVD VCR Combe Double Feature DVD/VCR Comb... B |Aug 25, 2005 5] [ ]
My List
® ' : E |Fsi1 Audioco iAC-008 Portab... AudioCo AC-008 Portable MP... B |nov 2, 2004 = (I
Back Burner
o B syt [E |Fs1I AudioCo iAC-083 Portab... AudioCo iAC-083 Portable Au... B |nov 2, 2004 = |
ystern
@ st @ |FsiI Superior Slim DVD Player Philips makes your movies c... [=] Nov 2, 2004 = [ ]
istary
F @ 1y checkauts I |FsI1 FSE Plasma Screen TV FSE Plasma Screen TV B |Nov 3, 2004 5] [ ] Drag
@ vy Assignments O |Fsi1 FsE Triple Play Triple Play Flus 27" TV/DVD... B |mov 2z, 2004 = (| handle
E |Fsi1 Innovative Hifi VHS Innovative HiFi VHS > Fl_Inov 2. 2004 = (m on the
Product (FSII Product): FSII FSE Digital Audio Player Locale: [en_US - Master asset |5 pane
JH\_Preview =Tl Copy diVider
*® Sections with requived Fislds 1 Requived fisld
@ Content * q
O tetadets FSaIT:SE..E Digital Audio Pl
igital Audio Player
O Relations B i
@ versions .
© Marketing Description: . .
FSE Digital Audio Player with 2S6ME of Built-in Memary, Silver
O Workflow
O publishing
FSIISubcategory{M):
® sharing N
FSII Portable Audio
FSIIManufacturer(S):
FSII FS Electronics Ltd.
SKU:
FSE-DAP30S
Long Description:
The FSE PORTABLE AUDIO PLAYER Is water-resistant and designed to deliver outstanding audio
entertainment in tough, outdoor conditions. It is rugged enough to withstand shock and vibration,
Site Plan. yet easy to use. If your life is action packed, pack a player that's built for action!
-E) Asset Tree . . . e h h h "
= FSE Digital Audio Player with 256MB of Built-in Memory, Silver Dimensions (H x W x D) 21/8" x
1 New [ (B Edit 33/16" % 07/8" Weight .13 |bs

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

See “Workspace: Asset Management View,” on page 60 for details on split mode.
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b. IntheNew Tagfield in the navigation pane, enter My Products and click New.

= 4 User

— @ Top Priority

— @ Campaign 2007
- B My List

= @ Back Burner
O] @ System

— @ Histary

— @ My Checkouts

= @ My Assignments

éil Site Plan

;T.E;l Asset Tree

|My Products| 3 Ng‘# g Edlit

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..,

- Top Priority

- Campaign 2007
- My List

- Back Burner

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.

Show Asset
Pane button

| HEll | 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 Tags tree.
Content Server displays alist of assets returned by the tag.
b. Inthelist of returned assets, click FSII FSE DVD VCR Combo.
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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 ] | insite || analytics |

> | Logout

Search Criteria,.. Bl [eroduct

Currently Logged In To:

First3ite Mark II ]
[createtiew.. — H

FatWire

User Tag : My Products

Description

© 4 User m]
Top Priarity ]
Campaign 2007
My List
Back Burner
My Products

© B system

i veiete

FSII FSE DVD VCR Combo

FSII FSE Digital Audio Player

Double Feature DVD/VCR Comb...
FSE Digital Audio Player wi...

Product {(FSII Product): FSII FSE D¥D ¥CR Combo

Locale: [en_US - Master Asset =]

History
@ my checkouts

(o [ e |7 o |6 e
:

My Assignments

@ Content *
O metadata
O Relations
@ versions

O Marketing
© workflow
© publishing
@ sharing

Sections with required fields [0 Required field

Name:
FSII FSE DWD WCR Combo

Description:
Double Featurs DVD/VCR Combination Deck, Black Universal Remote Contrel Included

FSIISubcategory(M):

FSII Combination DVD Players
FSII Combination ¥CRs

FSIIManufacturer(s):
FSII FS Electronics Ltd,

SKU:
FSEDVDWCR

Long Description:

This madel outputs a high-density progressive DVD video signal rather than the traditional
interlaced signal. When connected to a digital television with 480p display capability or better, the
result is a clearer DVD picture without bothersorme, jagged-edge motion artifacts,

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

(=) siteplan (Hx W x D): 3.800" x 16,900" % 14.300" Weight: 15.20 |bs
B AssetTree
New | (B Edit Price:
12255

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 Dash interface. Log back in and continue on to the

next sections to learn more about the interface and its features.
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Additional Ways of Accessing Assets

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

1. Logintothesite you want to work with.

2. Inthe navigation pane, click the Site Plan bar.

The navigation pane displays the site plan tree.

3. Navigate the site plan 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.

B Site Plan

(= SitePlan
[ Firstsitell Site

# Edit

- @ Flaced Pages

® [ FsiHome
/ é} Horme {fr)
('5 Home {de)

Home (es)

fb @ Unplaced Pages

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.

F.‘_—l‘t‘.-":»"ir e Currently Logged In To:

[ it Delete |

FirstSite Mark 11 [=)

[ Create New... =)
[ Site Plan
# Edit
= SiteFlan

3 Firstsitell site

- [ Placed Pages

® FSIIArticles

fb FSI1IProducts
FSIIShoppingCart
FSIILagin

Select All  Select None

| |Select| Name

Description

Type

Modified +

Locale

E |FsiHotitems
FSIILatestNews
FSIIHomePageText

FSIIAbout

FSIIShoppingCart

FSIIProducts

o
m]
O
O |rsiiarticles
O
O
]

FSIILogin

Hot Items

Latest News

About

Articles
Shopping Cart
Products

My Site

iEEEED B G

EREEREERRBIRE

|
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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Additional Ways of Accessing Assets

Accessing Assets Using the Asset Tree
The asset tree allows you to visually browse the flex asset hierarchies present in your site.

Note

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

To access assets using the asset tree

1. Loginto thesite you want to work with. © Asset Tree
2. Inthe navigation pane, click the Asset Tree bar. & Artwork
Content

The navigation pane displays the asset tree. & Products
Wisitors

3. Browse the 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 a list of assets associated with
that node. For example, the following figure shows alist of child assets associated
with the FSI1 Portable Audio flex parent.

FatWire Currently Logged In To: l ﬁ’ Delete I
serTmane [FirstSite Mark 11 (=]
[Create New... =] | |select|Name Description Type |Modified > |Locale
O |Fsil AudicCo IAC-083 Portab... AudioCo iAC-083 Portable Au... a =
(=) Asset Tree E |FsII Innovative MiniDisc Di... Innovative's Digital Music ... [} =5
(-b Artwork B |FsII FSE Digital Audic Player FSE Digital Audio Player wi... ] =S
Content B |Fs1I AudioCo iAC-008 Fortab... AudioCo iAC-008 Portable MP... ] =5
Documents
T Products il Delate |
(-b m FSII Manufacturers
(I:) m FSII Product Categhbries
© s
T

[ FSII AudioCo iAC-
008 Portable MP3
Player

B F31I AudioCo iAC-
083 Portable Audic
Flayer

[l FSII FSE Digital
Audio Player

Bl FSII Innovative
MiniDisc Digital Audio
Flayer

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

b. Open thedesired asset. In the list 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

Switching to Another Site
When working in the Dash interface, you can switch between the sites you have
permissions to work in, without having to log out and back in.
To switch to another site
1. 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

Top Bar

| advanced

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

= _—
— — —
dash || insite || analytics | | search Criteria. .. E | | w

SOFTWARE

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 54.

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 isthe view you see when you log
into the Dash interface. See “Workspace: Home View,” on page 57.

InSite —if the InSite interface is open in another window, brings that window to front.

Analytics—if FatWire Analyticsisinstalled, opens the Analytics interface in a new
window.

User — displays your user name.
Search field — alows you to perform a search. See “ Finding Assets,” on page 92.

“Search Criteria” drop-down list —allows you to limit your search to a specific
asset type. See“Finding Assets,” on page 92.

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

Currently Logged In To:

|Create Mew...

S 5 e = 4 User

Er— . ~ @ Top Priority

- B My List

— @ Back Burner
= @ My Products
@ @ System

— @ Histary

— @ My Checkouts

Q @ @ — @ Campaign 2007

= @ My Assignments

SOFTWARE

imll Site Plan

,—'I-;I 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:

“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 54.

“Create New...” drop-down list —allows you to create new assets of the asset types
availablein the list. After you select the desired asset type, click Search 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.

Tags tree — allows you to create, run, rename, and delete tags. See “Organizing
Assets,” on page 96.

Site Plan 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, and allows you to place and unplace pagesin the site's hierarchy.
The Site Plan tree also helps you understand the relationships and dependencies that
exist for any given page. For instructions on navigating the site plan, see “Accessing
Assets Using the Site Plan Tree,” on page 52. For instructions on placing and
unplacing pages, see “Placing and Unplacing Pages on a Site,” on page 136.

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 53.
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Quick Reference

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:

T o o
dash
Click on an icon to put content to work. Cotcontents
Preview content?
— Approve cantent?
Finish an assignment?
Check out content?
Search content?
fiocess advanced features?
Aidd content to 2 tag?
« H ) Rename a tag?
Quick Access™| e
RUN & tag?
pane Remove content fram & tag?
New Content Parent New Content New Document Parent Dslsteaitag?
— Quick Info
My Roles Wiew
Assignments 54
& H ” "
Quick Info’—— Gl 0 Help and
Last Item Edited My Secand Asset / May 14,2007 14:02 PM " Support” pane
pane Tasks I have Assigned 4 s pp p
Last Time Logged In May 15,2007 12:53 FM Support

Trainin
ContentServer Manuals
Froducts

Mews
Ussr Groups
Developertlet
Analytics

e “Quick Access’ pane - provides shortcuts to creating assets from the asset types that
you have permissionsto create (permissions are set up by the administrator). For more
information, see “Quick Access Pane,” on page 58.

e “Quick Info” pane— provides a summary of your present workload in the current
site, aswell as other session-specific information. For more information, see “ Quick
Info Pane,” on page 58.

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 59.
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Quick Access Pane

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

0 O

Mew Content Parent Hew Content Mew 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.

Quick Info Pane

Quick Info

My Raoles Vg
Assignments g
Checkouts o
Last [termn Edited Parentl / May 15,2007 13:31 PM
Tasks I have Assigned 5
Last Tirme Logged In May 15,2007 13:10 PM

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

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

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

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

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

Last Item Edited Thelast asset you edited, and the date and time of the edit.
Click the link to open the asset in the “Inspect” form.

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

Last TimeLogged In | Thedateand timeyou last logged in.
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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 about FatWire — provides links to 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.

Quick Reference

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:

60

FatWire | Content Server 7 15 13 agout
|_advanced |[Cdash][ insite | analytics | Search Criteria... El [digital [ *“search ]
N = —
. Currently Logged In To:
FatWire CITEm—
TOFTWARE Firstaite Mark 115 fil pelete | search Results: digital Add to. -
Select All  Select None
[Crestenew..
Select | Name Description Type | Modified Locale |Relevance +
5 Tags
B |rstt roe vigiel Audio Faver Fse Digial Audio loyer wi.. B |novz, 200 = |m
@ & user [ |FsII Innovative MiniDisc Di... Innovative's Digital Music ... B |Nov 2, 2004 = (Il Search
B Top Priorit
op oty I |FsII Superior Hi-Def Plasma... An HDTV menitor with HDMI t... A [wovz, 2004 = | |— results
B campaign 2007
P O |Fsu FsE DVD VER Combo Double Feature DVD/VCR Comb... @ |Aug 25, 2005 = | pane
Hy List
8 v O |Fs11 AudioCo iAC-008 Portab... AudioCo IAC-008 Portable MP... B |Novz, 2004 = |
Back Burner
O |Fs1 AudioCe iAC-083 Portab... AudioCo IAC-083 Portable Au... B |Nov 2, 2004 =
o
System
et [0 |Fs11 Superior Slim DVD Player Philips makes your movies c... [u] Nowv 2, 2004 = [ ]
istory
E @ 1y Checkouts [E |Fs11 FSE Plasma Screen TV FSE Plasma Screen TV B ([wov 3, 2004 5] [ ]
=11 FS " & 3]
8 iy Assignments O |Fs11 FSE Triple Play Triple Play Plus 27" TV/DVD... B  |Nov2, 2004 = -
O |Fs11 innovative Hifi VHS A = (.

Innovative Hifi VHS @ Nov 2. 2004 —J Drag
- = —
Product (FSII Product): FSII FSE Digital Audio Player Locale: handle

C e o o e

* Sections with required fizlds 11| Required field
@ cContent * :
O etadata :sal;“:ss Digital Audio Pl
o nelations 1qital Audio Player
@ yersions -
O Marketing Description:
FSE Digital Audio Player with 256MB of Built-in Memary, Silver
O workflow
© publishing
e FSIISubcategory(M):
Sherina FSII Portable Audia A t
SS€
FSIIManufacturer(s): pane
FSII FS Electronics Lhd
SKU:
FSE-DAP30S
Long Description:
The FSE PORTABLE AUDRIO PLAYER is water-resistant and designed to deliver outstanding audio
entertainment in tough, outdoor conditions. It is rnugged enough to withstand shock and vibration,
=) sitePlan vet easy to use. If your life is action packed, pack a player that's built for action!
@ tssetree FSE Digital Audio Player with 256MB of Built-in Memory, Silver Dimensions (H x W x D) 21/8" x
| new [ B Edit 33/16" x 07/8" Weight .13 Ibs

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 Asset
Pane button

Show Search
Results button

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:
» Perform a search — Content Server displays alist of assets matching your search
criteria. For more information, see “Finding Assets,” on page 92.
* Run atag — Content Server displays alist of assets returned by the tag. For more
information, see “Running a Tag,” on page 97.
» Expand anodein 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 52.
» Expandanodeinthe Asset Tree— Content Server displaysalist of children belonging
to the node you expanded. See “ Accessing Assets Using the Asset Tree,” on page 53.
The search results pane consists of the following components:
fij Delete I Search Results: product

. . B Previous . Next 25
Navigation bar —— [0 i =i
: Select | Name Description Type |Modified Locale Relevance =

E |Fsi1 Product Categories Product Categories ﬁ Cct 19, 2004 =S ]

O |FsiI Product Images Product Images @ Oct 19, 2004 [}

O |rsizrse Digital Audio Player FSE Digital Audio Player wi... ] Mowv 2, 2004 =S [}

O |Fsi1 FSE DVD VCR Combo Double Feature DVD/VCR Comb... ] Aug 25, 2005 =S [}

E |Fsi1 FSE Plasma Screen TV FSE Flasma Screen TV ] Mowv 3, 2004 =S [}

E |FsiIFsE Triple Play Triple Play Plus 27" TWV/DVD... [ Now 2, 2004 B [ |

E |Fsi1 Product Documents Product Documents % Cct 22, 2004 [}

Search E |Fs1I Manufacturers Manufacturers m Oct 19, 2004 5] [ ]

results list [ |FsII AudioCo iAC-008 Portab... AudioCo iAC-008 Portable MP... B |Nov 2, 2004 = |l

O |FsiI AudieCo iAC-083 Portab... AudioCo IAC-083 Portable Au... ] MNov 2, 2004 =S [}

E |FsII Innovative Hi-Def Proj... The Innovative HD Projectio... ] Mowv 2, 2004 =S [}

O |FsiI Innovative MiniDisc Di... Innovative's Digital Music ... ] MNov 2, 2004 =S [}

E |rsi Superior Hi-Def Plazma... An HDTV monitor with HDMI t... ] Mowv 2, 2004 =S [}

O |rsi Superior Slim DVD Player Philips makes your movies c... ] MNov 2, 2004 =S [}

E |rs11DvD Flayers We have incredible prices o... m Mowv 2, 2004 =S [}

O |Fsi1 Televisions We have incredible prices o... m MNov 2, 2004 =S [}

L B |[Fs11 video We have incredible low pric... m Mow 2, 2004 =S [ ]

e

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

» Search resultslist —displays alist of assets matching your search criteria

Note

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

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

Asset Pane

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

e Action Bar

* Form Sections

and name of —(product (FSI1 Product): FSII FSE Digital Audio Player ) Locale: [en_us - Master Asset 5]

the asset you
are working on

Form
section
selector

SOFTWARE

| {E\_Preview |// Edit | 5| _Copy |‘ﬁ Delete |

& Content *
) Metadata
O Relations
o

O Marketing
O warkflow
C publishing
e

* Sections with required falds FRaguired fiaid

Name:
FSII FSE Digital Audio Player

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

Image:

SKU:
FSE-DAP30S

Long Description:

The FSE PORTAELE AUDIO PLAYER is water-resistant and designed

to deliver audio entertainment in tough, outdoor conditions,

It is rugged enough to withstand shock and vibration, yvet easy to use,
If yvour life is action packed, pack a player that's built for action!

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

Silver Dimensions (H % W x DY 21/8" x 33/16" »x 07/8" Weight .13 |bs

Price:
159,95

Note

Note the following:

—Action bar

|___Content section of
an “Inspect” form

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

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.
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Action Bar

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

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

Form Sections

Asset forms are divided into sections, accessible via the form section selector. Your
administrator has the ability to customize the asset forms (and their individual sections) on
your site, 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 104).

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 132.

(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 146.
(Your administrator can customize this section.)
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Table 2: Asset form sections (continued)

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
isunavailable (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.

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 145.

If the requirements for sharing the asset (outlined in “ Sharing Assets
with Other Sites,” on page 145) 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 Image Picker

» Working with the Online Image Editor

* Working with Flash Content

» 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 Dash interface. If the new asset that you want to create is similar to an
existing one, you can copy the existing asset and make changes to the copy, which saves
you afew steps. Both methods are described |ater 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 Assets

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.

- (Optional) If the “Quick Access’ paneis 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.

© C

New Content Parent New Content New Document Parent

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

Create New Content

[eca]

Name:

Content Definition: FSII Article

Locale:

Workflow process: FSII: Approval for Content

Assignees:

ContentEditor
O connie
[ firstsite

3. Inthe“Create New Asset” 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 (:), question mark (?), percent sign (%), less-than sign
(<), and greater-than sign (>).
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Creating Assets

- 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.

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

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

- WYSIWYG text fields. You may see one or more text fields that are
WY SIWY G-enabled (What You See Is What You Get) viaaWY SIWYG
editor, such as FCKEditor. These text fields allow you to enter and format
your content using controls similar to those of Microsoft Word. For more
information, see “Working with FCK Editor,” on page 77.

- Datefields. You may see aDate Picker (calendar) icon next to a date field.
Clicking theicon invokes the Date Picker attribute editor; see “Working with
the Date Picker,” on page 87 for more information.

- Image Picker fields. You may see one or more fields that prompt you to
select an image asset (to be associated with the asset you are creating) through
the Image Picker attribute editor. In such cases, you will see a Browse button
next to the field. Clicking the button displays a pop-up window showing
thumbnails of the image assets you can select. For more information on Image
Picker, see “Working with the Image Picker,” on page 79.

- Onlinelmage Editor fields. You may see afield (or fields) that allows you to
compose and edit graphics and images directly in the asset form, using the
Online Image Editor tool. For detailed instructions, see “Working with the
Online Image Editor,” on page 81.
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- Flash content fields. You may see a section in the asset form that prompts
you to compose Flash content from Flash templates, images and text of your
choice. For detailed instructions, see “Working with Flash Content,” on

page 85.

- 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.

Content Server displays alist of assets eligible as values for the field.
3) Inthelist of assets, navigate to the desired asset and select its check box.
4) 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.

5) (Optional) If you see (M) next to the field, repeat steps 3 and 4 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 170.

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 displays the 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 by Copying an Existing Asset

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

SOFTWARE

Note

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

To create a new asset by copying an existing asset

1.
2.

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

- 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 92.
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.
In the action 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.

Content Server displays the “Create New Asset” form:

Create New Content

Name:

Content Definition: FSII Article

Locale:

Workflow process: FSII: Approval for Content

Assignees:

ContentEditor
O connie
[ firstsite
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In the “Create New Asset” 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 (:), question mark (?), percent sign (%), less-than sign
(<), and greater-than sign (>).

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

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

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

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.

- WYSIWYG text fields. You may see one or more text fields that are
WY SIWY G-enabled (What You See Is What You Get) viaaWY SIWYG
editor, such as FCKEditor. These text fields allow you to enter and format
your content using controls similar to those of Microsoft Word. For more
information, see “Working with FCK Editor,” on page 77.
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- 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 87 for more information.

- Image Picker fields. You may see one or more fields that prompt you to
select an image asset (to be associated with the asset you are creating) through
the Image Picker attribute editor. In such cases, you will see a Browse button
next to the field. Clicking the button displays a pop-up window showing
thumbnails of the image assets you can select. For more information on Image
Picker, see “Working with the Image Picker,” on page 79.

- Onlinelmage Editor fields. You may see afield (or fields) that allows you to
compose and edit graphics and images directly in the asset form, using the
Online Image Editor tool. For detailed instructions, see “Working with the
Online Image Editor,” on page 81.

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

page 85.

- 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
a PDF document) 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.

Content Server displays alist of assets eligible as values for the field.
3) Inthelist of assets, navigate to the desired asset and select its check box.
4) 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.

5) (Optional) If you see (M) next to the field, repeat steps 3 and 4 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 170.
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8. (Optional) If you want to see how the asset would look if it were published, you can
preview it. To do so, click Preview in the action bar at the top of the asset’s “Inspect”
form. A new window opens and displaysthe asset in its rendered form. (Note that for

the preview function to work, the asset must have a template assigned to it.)

ing a New Asset in CS-Desktop

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

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

CS-Desktop. After the client 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 atranslation. To perform such functions, use the Dash
or Advanced interfaces.

ing a New Asset in CS-DocLink

You can create new assets from common binary file types such as text files, spreadsheets,
and images using CS-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-DocLink client does not support locale-related functionality, such as
setting an asset’s locale, or creating atranslation. To perform such functions, use the Dash
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 Dash 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 Dash Interface

SOFTWARE

To edit an asset in the Dash interface

1. Loginto thesite 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 Search.

- 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 92.
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 Save to save your progress as you work on the
asset. When you click Save, Content Server commits the changes to the database and
keeps the asset open in the “Edit” form so that you can keep working.

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

- WYSIWYG text fields. You may see one or more text fields that are
WY SIWY G-enabled (What You See Is What You Get) viaaWY SIWYG
editor, such as FCKEditor. These text fields allow you to enter and format
your content using controls similar to those of Microsoft Word. For more
information, see “Working with FCK Editor,” on page 77.

- 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 87 for more information.

- Image Picker fields. You may see one or more fields that prompt you to
select an image asset (to be associated with the asset you are creating) through
the Image Picker attribute editor. In such cases, you will see a Browse button
next to the field. Clicking the button displays a pop-up window showing
thumbnails of the image assets you can select. For more information on Image
Picker, see “Working with the Image Picker,” on page 79.

- Onlinelmage Editor fields. You may see afield (or fields) that allows you to
compose and edit graphics and images directly in the asset form, using the
Online Image Editor tool. For detailed instructions, see “Working with the
Online Image Editor,” on page 81.

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

page 85.

- 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 editing.

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.

Content Server displays alist of assets eligible as values for the field.
3) Inthelist of assets, navigate to the desired asset and select its check box.
4) 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.

5) (Optional) If you see (M) next to the field, repeat steps 3 and 4 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 170.

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.)

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 Dash 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 Dash
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 atranslation. To perform such functions, use the Dash
or Advanced interfaces.

Editing Assets in CS-DocLink

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 atranslation. To perform such functions, use the Dash
or Advanced interfaces.
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Working with FCKEditor
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The Dash interface supports FCK Editor, apopular third-party WY SIWY G (What You See
IsWhat You Get) text editor.

Note

Your site developers enable FCK Editor on a per-field basis when configuring the
asset types for your site. The devel opers also decide which functions are available
in your FCK Editor toolbar.

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:

R =a5%
#h i E iR &
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 =

When you save an asset containing one or more WY SIWY G-enabled text fields, the
contents of those fields appear in their rendered form in the asset’s “ Inspect” form.
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To work more comfortably, 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.

FatWlire | Content Server 7 User: firstsite | Help | Logout

e =L
e sl he &

adpanced || dash || insite analytics |SEarch Criteria... E]l | Enter Search Text Here

According to Walter Benjamin, uniqueness and permanence are closely linked. The uniqueness of a work of art is inseparable from its being imbedded in the

fabric of tradition. This tradition itself is thoroughly alive and extremely changeable. Every unique work of art has associated with it a ritual of admiration, which is given

hirth ta by its creator and its spectatars. To pry an object 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 of video games, however, the opposite trend can be seen

3 [ [T T T s

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 Image Picker

When working with assets whose forms allow you to associate them with one or more
image assets, you may have the option to visually choose an image asset to associate with
the asset you are creating or editing. This method of selection is made possible through the
Image Picker attribute editor.

Note

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

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

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

1. Intheasset's “Edit” form, navigate to the desired field and click Browse.

Image:

Browse X

Mo Image
Selected

Content Server opens a pop-up window which displays the | mage Picker:

=
+f FatWire Content Server 7 Image Picker ° I 0

Category: Size:

All images

FSIl FSE_DWD-VCR.jpg

FSIl AudioCo_iAC-008 . jpg FSIl AudioCo_iAC-083 jpg
2003130 | 20.36 KB
18605 | 3.27 KB 186 05 | 2.42 KB imagefipeq
imagelfjpag imagelfjpag

F31l FSE_Digital AudioPlayer jpg FSIl FSE_TriplePl=y.jpg FSIl IES_HOTY jpg
250 % 250 | 29.57 KB 200=200 [ 13.52 KB 180 180 | 10.20 KB
imageljpag imageljipag imageljpag
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Working with the Image Picker

By default, the Image Picker displays all assets of the asset type configured as
associable with the parent asset type through the selected field. For each displayed
image asset, Image Picker shows athumbnail of the image, aswell asits properties,
such as file name, dimensions (in pixels), file size, and MIME type.

(Optional) In the “Category” drop-down list, select a category to which you want to
restrict the displayed images.

The Image Picker window refreshes, showing only images that belong to the category
you selected.

(Optional) If the pool of available imagesislarge, you may choose to search for a
specific image asset. To do so, enter one or more keywords describing the asset into
the Search field at the top of the Image Picker window and click Go. Image Picker
displays the images matching your search criteria.

=
= FatWire Content Server 7 Image Picker = = 0
Category: |Electronics 5l size: |00
" ]
Results for 'FSII
IMAGE
BT ! =
alellaglE - -7 i
FSllimage_HNot_swailable jpg F5ll 55_SlimDvD.jpg F5ll 85_HOPla=maTy . jpg
TS % 175 | 14.27 KB 204204 | 2.00 KB 204204 | 672 KB
imagefjpeg imagefjpeg imagefjpeg
=] ( E
‘- ) 3 L = |
~ —_—
FSIl IES_MD-AudioPlayer jpg FSIl IES_HiFi-vHS jpg FSIIIES_HDTY jpa
120 x 120 | 6.02 KB 120 x 120 | 402 KB 120 x 120 | 10.20 KB
imagefjpeg imagefjpeg imagefjpeg
FSIl FSE_DVD-YCR jpg

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

Tip: Hover your cursor over an image to see alarger version.
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Working with the Online Image Editor

Navigate to the desired image and click it.

The Image Picker window closes and the image asset you selected is associated with the
parent asset. If the field was already popul ated with an image asset, that asset is replaced
by the new asset you selected. A thumbnail of the corresponding image appearsin the
field you have edited.

Image:

‘XQ Browse X

Click Save & Closeto save your changes to the parent asset.

Working with the Online Image Editor

The Online Image Editor (OIE) is afeature that allows you to compose graphics from
images and text directly in an asset form, or on arendered page through the InSite
interface.

Note

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

You compose an image through the following steps:

1.

Select abackground template. Your site designers create template images that contain
placeholders for the foreground image and text you will be adding.

Add the foreground image. Depending on how your site is set up, you may choose an
image from apool of images made available to you by your site designers, or upload
your own image from your local machine, if allowed by your administrator.

Add text and make other edits as necessary.

Save the asset. This automatically combines the template, foreground image, and text
into a new flat image, unless the OI E feature has been configured to preserve layers.

If you have any questions about these steps, consult your site designers or devel opers.
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To compose graphics using the Online Image Editor

Note
Before using this feature, make sure that:

* Your developers have coded the asset type to support the image editing
functionality

* Your site designers have created the appropriate background and foreground
images and made them available to you

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

1. Do one of the following:

- If you are working in the Dash interface, navigate to the appropriate field and
click the Edit (pencil) icon.

- If you are working in the InSite interface, click Edit Asset next to the image you
want to edit. An “Edit” form for the selected image opens in a pop-up window.

Note

The button that invokes OIE in the InSite interface is generated by the
insite:editasset tag and will display the label chosen by your
developers. Our exampl e uses the default label Edit Asset.

2. If you are using Online Image Editor for the first time on your machine, a dialog box
appears prompting you to install the OIE application, 0IE . cab. Click I nstall and wait
until OIE appearsin the asset form.

The Online Image Editor looks similar to the following figure:

I S =

Image File:

@ Browse Images InsertImage
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3. Select abackground template:

Note

You can clear the canvas at any point by clicking the Clear (red X) button to the
right of the OIE window.

a. Inthesdected field, click Browse | mages.
The Image Picker opensin a pop-up window.

b. Inthelmage Picker window, find and select the desired background template. For
instructions, see “Working with the Image Picker” on page 79.

Note

The Image Picker displays thumbnails for JPEG and GIF images, but not
for OIE (Online Image Editor) files. To view an OIE image, select it and
examine it in the Online Image Editor window.

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

c. If you determine that the background template you selected is not the best choice,
repeat steps a and b to select another template.

4. Add aforeground image:
- Tosdlect an image from the pool created by your site designers:
1) Intheselected field, click Insert Image.
The Image Picker opensin a pop-up window.

2) Inthe Image Picker window, find and select the desired foreground image.
For instructions, see “Working with the Image Picker” on page 79.

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

3) If you decide that another image is more appropriate, repeat steps 1 and 2 to
select another image.

- To sdlect an image stored on your machine, do the following:
1) Click the Open (yellow folder) button in the OIE toolbar.

2) Inthe“Open File’ dialog box, navigate to and select the desired imagefile.
Consult your developersto find out which image file formats are accepted.

3) Click Open.
5. Position the image over the background template as appropriate. Your site designers

might have included a placeholder in the template to aid you in positioning the image.
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Working with the Online Image Editor

6. Add text and make other edits as necessary. For instructions on using specific

functions, click the Help (white question mark) button in the OIE tool bar.

Note

Your developers have the ability to customize the functions available in the OIE
toolbar. Consult your developers to find out which OI E functions have been made
available to you.

Save the asset. Do one of the following:

- If youareworking in the Dash interface, fill in all required fields in the asset form,
then click Save & Closeto save the asset.

- If you are working in the InSite interface, click Save Changes. The pop-up
window automatically closes.

Once you save the asset, one of the following happens, depending on how the
developers configured the OIE feature:

- If the OIE feature has been configured to save flat images (such as JPEG or GIF),
the components you selected (that is, the background, foreground, and text) are
combined.

- If the OIE feature has been configured to preserve layers, your work is saved as
separate components (background, foreground, text, and any other layers you
might have added).
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Working with Flash Content

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

SOFTWARE

1.

6.

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

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

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

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

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

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

To compose Flash content

Note

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

Before using this feature, make sure that:

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

Your site designers have created the appropriate Flash templates and images

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

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

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

Select a Flash template:
a. Inthe FlashTemplatefield, click Show Assets.
Content Server displays alist of assets eligible as values for the field.
b. Inthelist of assets, navigate to the desired asset and select its check box.
c. Click Link Asset.
The name of the Flash template asset you selected is displayed in the field.
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When you click Save,
the FlashPreview field
displays a preview of
the resulting Flash
content.

8.

SOFTWARE

Working with Flash Content

Add an image:
a. Inthe Flashimagesfield, click Browse.
The Image Picker opensin a pop-up window.

b. Inthe Image Picker window, find and select the desired image. For instructions,
see “Working with the Image Picker” on page 79.

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

c. If you decide that another imageis more appropriate, repeat steps aand b to select
another image.

Enter caption text into the FlashText field.
Click Saveto preview the resulting Flash content.

Flash Asset {Flash Asset): My Flash Asset

{5} save &Close | 8§ Save | 38 Cancel

* Sections with required felds FRegquired fiald

& Content *

Name:
O Metadata
) Marketing My Flash Asset
o
O wiorkflow
O Publishing Description:
o
FlashTemplate:
ISIider vl
FlashImages:
]
&b Add New
FlashText:
|Super MP3
&b Add New
FlashPreview:
-

Super MP3

(Optional) To add another image and caption, do the following:
a. Inthe Flashimagesfield, click Add New.

A new Flashl magesfield appears in the form.
b. Repeat step 5 to populate the field with an image.
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c. IntheFlashText field, click Add New.
A new FlashText field appears in the form.
d. Inthe new FlashText field, enter a supporting caption.

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

9. Fill inall required fieldsin the form, then click Save & Closeto save the asset.

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

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

Working with the Date Picker

When working with assets whose forms require you to enter a date (such as a post date,
release 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.
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Deleting Assets

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.

Asset Deletion Rules

Thefollowing restrictions are enforced when you delete 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

SOFTWARE

1.
2.

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 Search.

- 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 92.
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.
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Deleting Assets

Content Server displays a message asking to confirm the deletion of the asset.

GamingMicroworldsarticle

Are you sure you want to delete GamingMicroworldsArticle?

Name GamingMicroworldsArticle
Description
Status FL

D 1179321947925

Modified May 21,2007 10:25 AM 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.

4. |f 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

1. Logintothesite you want to work with.
2. 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 Search.

- Inthe Tagstree, select the tag that contains the assets.

For more information on finding assets, see “ Finding Assets,” on page 92.

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.
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5.

SOFTWARE

Deleting Assets

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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Chapter 4
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 7.0.3 Dash 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 Dash Interface

The Dash 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 Dash interface, the administrator must enable
search indexing on your system (through the Advanced interface).

e TheDashinterface 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.

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

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

Search Guidelines

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

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

Table 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 | symbol to indicate asingle- text, enter te?t as your search
variations must match the | character wildcard. A search | query. To find assets that contain

character length of the term cannot begin with a either book or back, enter b??k as
term.) wildcard. your search query.

Assets that contain Usethe* symbol toindicate a| To find assets that contain test,
variations of aterm. (The | multi-character wildcard. tester, or testing, enter test* as
variations may or may not | A search term cannot begin your search query. To find assets
match the character length | with awildcard. that contain jeanne or jeanine,

of the term.) enter jea* e as your search query.
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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 asyour 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.

Content Server 7.0.3 Dash Interface User’s Guide

SOFTWARE

93



Chapter 4. Finding and Organizing Assets

Finding Assets

Searching for Assets

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

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

b. Inthe Search field, enter the desired search criteria. Refer to “ Search Guidelines,”
on page 92 to find out how to formulate your search query to narrow the scope of
your search.

3. Click Search.

Note

In the Dash interface, your search results are based on information drawn from a
database index which is updated at regular intervals. As such, your search results
may not include the changes that occurred 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.

fiit Deletz | Search Results: product Add to... =

previous [EERERMO) Next 25

Select All  Select None

.|

SOFTWARE
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Salect [ Name Description Type Modified Locale Relevance
O |FsiI Product Categories Product Categories m Oct 19, 2004 =S (]
[E |FsiI Product Images Product Images @ Oct 19, 2004 [ ]
O |rsi1FsSE Digital Audio Flayer FSE Digital Audio Player wi... ] Nov 2, 2004 =] [}
O |Fs1I FSE DVD VCR Combo Double Feature DVD/VCR Comb... ] Aug 25, 2005 =] [ |
O |FsiI FSE Plasma Screen TV FSE Plasma Screen TV ] Mov 3, 2004 =S [ ]
[E |FsiI FSE Triple Play Triple Play Plus 27" TW/DVD... ] MNov 2, 2004 == [ ]
O |Fs11 Product Documents Product Documents % Cct 22, 2004 [ ]
O |Fs1I Manufacturers Manufacturers m Oct 19, 2004 =S [ ]
E |FsiI AudioCo iAC-008 Portab... AudioCo iAC-008 Portable MP... ] MNov 2, 2004 =S [ ]
[E |FsiI AudioCo iAC-083 Portab... AudioCo IAC-083 Portable Au... ] Nov 2, 2004 =S [ |
O |FsiI Innovative Hi-Def Proj... The Innovative HD Projectio... [ MNov 2, 2004 =S [ ]
O |FsII Innovative MiniDisc Di... Innovative's Digital Music ... ] MNov 2, 2004 5] [ |
O |rsi Superior Hi-Def Plasma... An HDTWV monitor with HDMI t... ] Mov 2, 2004 =S [ ]
H |rs1 Superior Slim DVD Player Philips makes your movies c... ] MNov 2, 2004 =S ]
H |rsi1ove Flayers We have incredible prices o... m Mov 2, 2004 =S [ ]
[E |FsiI Televisions We have incredible prices o... ﬁ MNov 2, 2004 =S ]
E |FsiI video We have incredible low pric... ﬁ MNov 2, 2004 =S [ ]
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Note

In the list of search results, the asset type and locale are represented by icons.
Hover your mouse cursor over the icon to see the name of the asset type or locale.

4. (Optional) sort your search results by clicking one of the columns:
- Name
- Description
- Type
- Modified
- Locale
- Relevance

Tip

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

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

- Add assetsto atag — proceed to step 5 in “Adding Assetsto a Tag” on page 97.

- Remove assets from atag — proceed to step 5 in “Removing Assets from a Tag”
on page 98.

- Delete assets — proceed to step 4 in “Deleting Multiple Assets’ on page 89.

Navigating Through Your Search Results

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

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

|1-25 of 36 "] )

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

26-36 of 36 =

3. Jump to a specific page of results by selecting the corresponding asset range in the
drop-down list located between the Previous xx and Next xx hyperlinks. For example,
if your search returned 36 assets and you want to jump to the results page displaying
assets 2636, select 2636 of 36 from the drop-down list.
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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 97.

Organizing Assets

Content Server allows you to organize assets into groups by adding them to tags. Tags are
keywordswhich you use to 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 94.
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.

Note

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

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

To remove assets from a tag

1. 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.

Add to... |

Add ta,.,

- Top Priority
- Carnpaign 2007
- My List

- Back Burner
Remove from..,

- My Products

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

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

1. Logintothesite you want to work with.

2. (Op_tion_al) If the Tags tree is 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

Tap Priority
Campaign 2007
My List

Back Burner
My Products

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

Edit Labels
Top Priority
Campaign 2007

My List
Back Burner
My Products

Make your changes, then click Save.

Rename

Rename

Save

Rename

Rename

Delete
Delete
Delete

Delete
Delete

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

Top Priority Rename
Carmpaign 2007 |Fenarne
My List Rename
Back Burner Renarme

My Products Fename

Delete
Delete
Delete
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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Organizing Assets
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This chapter shows you how to work with localized assets and multilingual asset sets.
This chapter contains the following sections:

Overview

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

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

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 be translated to exist in
multiple languages, or locales.

If two or more locales are set up on your site, you can trand ate assets into the languages
that are enabled by the locales. When you create the first translation of an asset, the asset
and its translation become a multilingual set, and the source asset is automatically
designated as the master asset of the set. Once an asset is designated as the master of a
set, it remains so until you designate another member of the set as the master.

You can create subsequent translations either from the master asset, or from an existing
translation. The master asset and its translations are linked to one another to indicate they
are members of the multilingual set. Each member contains the same piece of content but
in 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
your can deleteit.

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 trand ation of the source asset. See Table 4, on page 103
for information on how asset rel ationships are handled when you create trand ations 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.

Content Server 7.0.3 Dash Interface User’s Guide

SOFTWARE



Chapter 5. Working with Multilingual Assets

SOFTWARE

Overview

Table 4: Asset relationship behavior for multilingual assets

Named and Unnamed
Associations

When you create atranslation of an asset that contains named
or unnamed associations, 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.

Static Lists
Recommendations

When you create a Static Lists recommendation in a new
|locale, the new “Recommendation” asset retains the member
assets of the source asset. You then have the choice to
translate the member assets and place the translated versions
in the new “Recommendation” asset, replacing the member
assets carried over from the old collection.

Asset-Type Attributes

When an asset containing associations through asset-type
attributes is translated, all assets associated with the source
asset are automatically associated with the 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 132.

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

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 105.

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 Search.

- 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 92.
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 105.
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Creating a Translation of an Asset

Note

Before you can create atranslation 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 104, then skip
to step 3 of this procedure.

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.
2.

SOFTWARE

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

- 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 92.

b. Inthesearchresultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

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

Product (FSII Product): FSII FSE D¥D ¥YCR Combo Locale: |en_US - Master Asset =]
en_US - Master Asset

| E\ Preview |// Eclit | F| Copy |‘fj Deleta |

‘add new de DE

Add new es_E=S
Add new fr_FR

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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Content Server displays the “Create New Asset” form:

Create New Product

Name: |

Product Definition: FSII Product

Locale: |de_DE &)

Workflow process: FSII: Approval for Products

Assignees:

ProductEditor
O Mary
O Rrose
[ firstsite

Inthe “Create New Asset” 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 (:), question mark (?), percent sign (%), less-than sign
(<), and greater-than sign (>).

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

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

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

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

SOFTWARE
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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.

Date fields. 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 87 for more information.

WY SIWYG text fields. You may see one or more text fields that are
WY SIWY G-enabled (What You See Is What You Get) viaaWY SIWYG
editor, such as FCK Editor. These text fields allow you to enter and format
your content using controls similar to those of Microsoft Word. For more
information, see “Working with FCK Editor,” on page 77.

Image Picker fields. You may see one or more fields that prompt you to
select an image asset (to be associated with the asset you are creating) through
the Image Picker attribute editor. In such cases, you will see a Browse button
next to the field. Clicking the button displays a pop-up window showing
thumbnails of the image assets you can select. For more information on Image
Picker, see “Working with the Image Picker,” on page 79.

Onlinel mage Editor fields. You may see afield (or fields) that allows you to
compose and edit graphics and images directly in the asset form, using the
Online Image Editor tool. For detailed instructions, see “Working with the
Online Image Editor,” on page 81.

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

page 85.

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.

Content Server displays alist of assets eligible as values for the field.
3) inthelist of assets, navigate to the desired asset and select its check box.
4) 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.

5) (Optional) If you see (M) next to the field, repeat steps 3 and 4 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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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 these conditionsis true, Content Server displays an error message
indicating the offending fields. Correct the errors, then click Save & Close.

(Optional) If the asset is not preassigned to a workflow and you want to use the
workflow feature, you can assign the asset to a workflow process as described in the
section “Assigning an Asset to a Workflow,” on page 170.

(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.

See Table 4, on page 103 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 stepsin “ Associating Assets,” on
page 133 to associate the translated versions with the transl ation asset you created
in the previous steps.

Content Server 7.0.3 Dash Interface User’s Guide

108



Chapter 5. Working with Multilingual Assets

Examining the Available Translations of an Asset

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 Search.

- 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 92.
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.

Product {(FSII Product): FSII FSE DVYD ¥YCR Combo Locale: |en_US - Master Asset [z
U= - Master & t
| {H\ Preview |// Edlit | El_Copy | ifii Delate | :E_d e e.:iEeSr =R
F\dd new fr FR

Note

If the drop-down list does not contain a Show in language... entry for the desired
language, stop here. The asset has not yet been trandated into that language. You
can translate the asset by following the steps in “ Creating a Trandlation of an
Asset,” on page 105.

(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
instructionsin step 4 on page 110.
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Comparing Translations of an Asset

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

To compare two translations of an asset

1.
2.

SOFTWARE

Log in to the site you want to work with.
Find and open the asset whose trand ations you want to compare:

Do one of the following:

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

- 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 92.
In the search results list, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

(Optional) If you want to make changes to the selected asset while comparing it to
another trandation, click Edit in the action bar. (For more information, see “ Editing
Assets,” on page 74.)

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

Toggle the locale “ Compare” mode on and choose the translation 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 Trandation of an Asset,” on page 105.

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

2) Inthe“CompareLocal€e’” drop-down list, select the translation you want to
compare to the selected asset.
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The asset form switches to the locale “Compare” mode. In this mode, each field is

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

“Inspect” mode “Edit” mode

Headline Headline

en_Us: <@——— Selected asset ————— pp» en_USs:
Ahout FirstSiteIl

|about Firstsitsll
d Translation to which
e DE: -——

e e you are comparing
Ungefahr FirstSitell de_DE:

Ungefahr FirstSitell

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

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

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

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

When you save the asset, Content Server displays the asset 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.
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Changing the Master Asset of a Multilingual Set

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

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

e Themaster asset of amultilingual set isindicated inthe“Locales’ drop-down
list in the action bar.

e |f 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 193.

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

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

- 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 92.
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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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’sinterfaces, 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:

FatWire | Content Server 7

Bl IB|  User:firstsite | Help | Close

| advanced || dash \lns!te analytics
Site: FirstSitell

Preview Templata: | FSllLsyout [=]| Get Link to This Insite Page  Wrapper page: FSIIF'rE\-'iE'.\.'WrsppErE]

ﬂﬂ Preview
Page
Name:
FSIIAbout
Description:
About

Template
Name:
fFSIILayout
Description:

Generates an overall layout of 2 page
which includes calling the Detail template
for the specified asset.

(@) Editing
@:J Page Layout
QI Search

ol 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.

» 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 116.

Editing — allows you to edit content directly on arendered page. For more
information, see “Editing Assetsin the InSite Interface,” on page 119.

Page L 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 121.

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

Sear ch — allows you to find other assets you want to work with in the InSite interface.
For instructions, see “ Searching for Assets Using the InSite Interface,” on page 127.

Assignments — allows you to finish your workflow assignments. For instructions, see
“Finishing Your Workflow Assignments Using the InSite Interface,” on page 128.

Accessing the InSite Interface

SOFTWARE

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:

Use the search feature of the Dash 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.

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

Usethe Get Link to ThisInSite Page function to obtain the InSite URL for an
asset. Once you have the URL, you can giveit 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 130.
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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 “ Search Criteria’ drop-down list.

b. Inthe Search field in the top bar, enter the desired search criteria and click
Search.

For more information on searching, see “ Finding Assets,” on page 92.
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 FirstSite I1 home pagein
“Preview” mode:
Preview the
assetwithout the
Open a new Select an alternate Copy the InSite InSite interface.
instance of the template in which to URL of the Toggle the
Advanced view the asset. displayed asset InSite pane
interface. to the clipboard. on and off.
Top FatWi : | Content Server 7 User: firstsite | Help | Close
bal’ ] | advanced il dash Ik insite | | analytics |
= — = ' InSite
Prevlew Template: @et Link to This Insite Pag% CWrapper page:):|— bar
.@ Preview
::32 EII¥E a Froducts Shopping Cart
Fs11About Select the
— = wrapper page
. ] in which to
InSite Template Welcome to FirstSite view the
| Name: t
pane /FSlILayout By John Kilpatrick asse

Description:

Generates an overall layout of a2 page
which includes calling the Detail template
for the specified asset.

(@ Editing
|:1fl Page Layout

C___i) Search

ﬁ) Assignments

Click a section of the InSite
pane to work with the
corresponding function.

FirstSite iz an electronics superstore that provides only the finest brand name merchandise at rock
bottom prices. If you find a lower price anywhere, we will best it! Our professional staff is here to help
you every step of the way. If you have any questions about your products or need assistance setting
up your home thester system, steren, or appliance, tell your service rep at the time of purchase and we
will ke more than happy to help.

AudioCo. New Portable Media Player Offers Full Video
Experience

By by Kevin Zhang

MILPITAS, Calif. August 3, 2004 AudioCo., the lesding innovstor in digital entertainment, todsy announced
the PMP-100 (Portable Medis Playver) series, a leap in the evolution of sward-winning SudioCo. music
playvers. The PMP-100 series allovws customers to enjoy their favarite recorded T showes, movies, home
videos, music and photos on & single, portable playver.

The largest capacity PMP-100 series player stores up to 150 hours of video and 1,200 hours of digital
music.* In addition to playing media files, the PMP-100 series supports USB host transfers allowing
customers to download content directly from supported digital cameras and storage devices.

AudioCo. PRP-100 zeries features*:

208 and 40GB of internal storage

3.5 inch vivid color dizplay

Upgradesable to future formats and features
Weight: 2800

Dimensions: 139 x 84 x 31.7 {mm)

Pricing and Availabilty Suggested retail price for PMP-120 iz USD $499.99 and PhiP-140 iz USD §599.99.

Copyright @ 2005 F atilfire Sofhware
Walidate: xhtm| o=s

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.
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Previewing Assets

InSite bar —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
and wrapper pages.

(Optional) If you would like to see how the asset would look when rendered by a
different template or wrapper page, select atemplate from the “Template” drop-down
list, and/or a wrapper page from the “Wrapper Page’ drop-down list in the InSite bar.
Consult your site devel opers for information on the templates and wrapper pages
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 119.

If the asset you are previewing is assigned to apage (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 121.

Find other assets to work on in the InSite interface. For instructions, see
“Searching for Assets Using the InSite Interface,” on page 127.

Finish your workflow assignments. For instructions, see “Finishing Your
Workflow Assignments Using the InSite Interface,” on page 128.

Obtain the InSite URL for the asset. For instructions, see “ Obtaining the InSite
URL for an Asset,” on page 130.
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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 116.
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.

The cyan dotted outline The green dotted outline The red dotted
. . indicates the field has not yet indicates the field is being ——— outline indicates
Click Save to commit your  peen edited. Click the Edit edited. When finished, click the field has been
changes to the database, or  (pencil) icon to edit the field. ———— the View (checkmark) icon. edited.

Cancel to discard them.

User: firstsite | Help | Clo:

FatWire | Content Server 7

advanced J| dash | | nsite ) | analytics J

Editing Template: | FSliLayout [=]] Get Link to This Insite Page Wrapper page: FElIFraviewWrapper (=)

F t R ST Articles Products Shopping Cart
SITE ' :

Site: FirstSitell

(@ Editing

ﬁlrrent Selection
Asset Name: FSIIAbout

Field Name: FSIIEyline

3E Cancel

Edited Assets
_>

Name Attribute
(] |Fs11About FSIIBady
(] |Fsi1About FSIIHeadline . o
B |Fsr1about FSIIByline v
= it's a fact: many contert management projects are expensive to implement, disruptive to the organizaﬁon::
.B;} Preview :.and prone to failure. et Fatire Contert Server has been deployed successfully at over 450 i
— customers for & wide range of solutions: corporate Yeb sites, product marketing sites, partner :
|jj Page Layout extranetz, and employes intranets to name a fewe. To help immunize customers from potertial problems,
== Fatwvire offers FirstSite, which leverages the experience and best practices of our many successful
C..lﬁj Search :c:ustomers. FirstSite iz a guick-start program that includes & collection of standard templates and site
ﬁl Assignments components that are common to most sites, combined with documentation, training, & rich developer
community, and & best practices methodology . FirstSite helps ensure that your =ite is implemented the

Click the Edit button
to edit the field in a4>@
WYSIWYG editor.

The InSite pane
shows which field and
asset are being
edited, as well as a
history of your edits in
the current session.

gL =R

- | Size &= Ti' %'
i Font i

- 2 €10 | [& Esouce | 3

MILPITAS, Calif. Septernber 22, 2004 AudioCo., the leading innavatar in
digital entertainment, today announced the AudioCo. H300 series as part of
itz award-winning line of portable media players. In addition to playing music,

When you are finished editing the H300 series has a large, color screen that is ideal for viewing and

rhoto

a WYSIWYG-enabled field,
click the View button.
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Editing Assets in the InSite Interface

(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.

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 (checkmark) icon, and the field is enclosed in adotted 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 77 for more information.)

- TheEdit Asset button next to an image indicates that the image can be edited in
the Online Image Editor (OIE). Click the button to open the image asset’s “ Edit”
form in a pop-up window and edit the image in OIE. For instructions, see page
102 in the Content Server Advanced Interface User’s Guide.

- TheEdit Asset button next to a piece of Flash content indicates that the content
can be edited by following the steps on page 105 in the Content Server Advanced
Interface User’s Guide. Clicking the button opensthe Flash content asset’s “ Edit”
form in a pop-up window.

The InSite pane shows the name of the field you are currently editing, and the asset to
which 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:

e The button that invokes the “Edit” form for image and Flash assetsin the
InSite interface is generated by the insite:editasset tag and will display
the label chosen by your developers. Our example uses the default label Edit
Asset.

» To 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 Save in the InSite pane to commit

your changes to the CS database. If you click Cancel, your changes will be discarded
and the asset redisplayed in its unmodified state.

(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 127, and repeat this procedure.
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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 Save to commit your changes to the This slot is occupied by an asset.
database, or Cancel to discard them. You can remove the asset from the
slot, or replace it with another asset.

FatWire | Content Server 7 il User: firstsite | Help | Close

| analytics J

Site: FirstSitell Page Layout T=mplate: [FSiiLayout )| Gef Link to This Insite Page  Wrapper page:| FSlIFreviewWrapper (=]

@l Page Layout

V SAe e il Cancel F I RST a Home Articles Products Shopping Cart My Site About
/Search S IT E

Type: Find Content

Containing: [FSII

| _advanced || dash || insite |

Template: |FSIiDetail About FirstSitell | * v

iy

Search About FirstSitell

Search results

Name

FatWire's FirstSite Provides the Tools and Techniques for a Fast
and Cost-Effective Implementation

FSII AudioCo. America Announces ...
FSII AudioCo.NewMediaPlayerOffer...

[
[
El|Fs11About
&
&

Ey: Barton P, Fooman

FSllAudioCoFirstUnderiWaterMP3Fla... It'z & fact: Many content management projects are expensive to implement, disruptive to the organization,

FSIIFSEIntroducesDVDRecorder and prone to failure. Yet FatWire Content Server has been deployed successfully at over 450
customers for & wide range of solutions: corporate Web sites, product marketing sites, partner
extranets, and employes intranets to name a fevy. To help immunize customers from potential problems,

.@ D Fatyvire offers FirstSite, which leverages the experience and best practices of our many successful

customers. FirstSite iz a guick-start program that includes a collection of standard templates and site
,@, Editing components that are common to most sites, combined with documentation, training, & rich developer
= community, and & best practices methodology . FirstSite helps ensure that your site iz implemented the
Q) Search ighit weary, right sweay.

i Assignments . .
gﬂ 2 This slot is empty

Use the InSite pane to
find and select assets

to drop into slots. This slot is empty. You

can drop an asset into it.
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Managing Page Content Using the InSite Interface

This section contains 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. 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 116.
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 121.

- 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.

4. Find the asset you want to add to or use as a replacement on the page. Do the
following in the InSite pane:

a. Inthe“Type" drop-down list, select the type of asset you want to find.
b. Inthe Containing field, enter search criteria describing the asset.

c. Inthe“Template” drop-down list, select atemplate. Only assets to which the
selected template is assigned will be returned.

d. Click Search.
Theresults of your search appear in the “ Search Results” area of the pane:

[§) Page Layout
°

Search

Template:
Search

Search results

Name

Bl|Fsi1 AudioCo. America Announces ...

El|Fsit AudioCo.NewMeadiaBlayerOffer...

B |Fs11about
El|Fs11audioCoFirstUnderwaterMP3Fla...
El|Fs11FsElntroducesDVDRecorder
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e. Inthelist of search results, navigate to the desired asset. The list showsfive assets
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.
5. Inthelist of search results, select the asset you want to add to the page.

FatWire | Content Server 7 ! J; User: firstsite | Help | Close

| _advanced || dash || insite | | analytics |
Site: FirstSiteIl Page Lavout Template: | FSllLayout B Get Link to This Insite Page Wrapper page:| F5lIFre .\.‘W{Eppew@

| @ Page Layout

o FIRST R T
Search S I T E
Type: | Find Content =

Containing: [F5II |

_ |FSIIFSEIntroducesDWDRecorder %

Template: |FSiiDetsil = Ll
— AtFS Electronics Introduces First DVD Recorder
e

Search results

flamve FaJINDIANAPOLIS, M (September 3, 2004) - FS Electronics' newy recordable DVD home theater ast
El|Fs1r AudiaCo. America Announces ... A=y stem lets consumers enjoy the katest audio and video technologies with one convenient,
El|Fs1z AudioCo.NevMedizPlayerOffer... igh-performance package. The system completes the home thester experience, whether it's
Bl|rsrabout Ery: istening to music on Chs and DVD-Audio dizcs, watching the lstest blockbuster movies on

: C%D, or recording favorite TV programs. The unit's DWD recorder offers mutti-formst
ElestravdiaCaFisstUndertiatadMR3Pla..., ., Fsback (DD viden, DVD-Audia, DVD-RAM, DVD-R1, CD, CD-RIRW2 and MP3). "
El|Fs11FsElntroducesDVDRecarder a:d e
s The SC-HT1500 is currently available. | has & manufacturer's suooested retail price of
999,95, lems,

!

Preview Faty fLl
. : FuslThe power of recardable DWD enables users to record T programs o home videos orto ite

Editing COMDYD-RAM and DWD-R dizcs, az well az onto the unit's S0GE* hard dizk drive - up to 142 Er

; EOMbaur s inthe EP3 mode. Users can also transfer recordings from & camcorder or digital stil | the

iicamera orto DYD-R or DYD-RAM discs, preserving precious family videos and photos.

Search

e ®

Assignments
Thitther features include:

# High-speed recording from the hard disk to DY D-RaM and DVD-R discs

# Direct Mavigator dizplays thumbnail scenes of recorded conternt

Time Slip feature: allows viewwers to replay a scene recorded 30 seconds earlier
withiout disrupting the recording process, simply by touching & button on the remote.
one-touch recarding

Playlist Playback

Progressive scand DVD video playback

Dizlogue Enhancer

Copyright & 2005 Fatifire Softuware
Walidate: xhtml css

The asset isdisplayed in its rendered form as a floating object that you can drag and
drop into a dot on the page.
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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

FSIIHomePageText *

Welcome to FirstSite

ill e more than happy to help.

FirstSite iz an electronics superstore that provides only the finest brand name merchandise at rock
ottom prices. If you find & lower price anywhere, we will best il Cur professional staff iz here to help
ou every step of the way. If you have any gquestions about your products or need assistance setting
B your home theater system, stereo, or appliance, tell your service rep st the time of purchase and we

is slot is empty

2. Drag the
asset’s title bar
over the slot.

124

can drag the asset.)

_M@ntroducesDVDRecorder * I

FS Electronics Introduces First DVD Recorfler

3. When the slot
border turnsinto
a “perforated”
line, drop the
asset into the
slot.

MOIAMAPCLIZ, IM (September 9, 20047 - FS Electronics' nevy recaordable DVD home thester

Eystem lets consumers enjoy the latest audio and video technologies with one convenient,
igh-performance package. The system completes the home theater experience, whether it's
iztening to music on COs and DYVD-Audio dizcs, watching the latest blockbuster movies on

O, of recording favorite T programs. The unit's 0DYD recorder offers muli-formst
lavhack (DWD video, DYD-Audio, DVD-RAM, DVD-R1, CD, CO-RRW2 and MP3).

- If replacing content on the page, drag the asset by itstitle bar into the slot
containing the content you want to replace.

;SSCEI![C’:SI('[?[PGI[EEEII’ FSIIHomePageText %
to drag it.
g \Mome to FirstSite 2. Drag the

asset’s title bar
over the slot.

3. When the slot
border turnsinto a

(Your cursor
changes to a multi-
directional arrow
which indicates you

FSIFSEIntrodutRERecarder | %

FS Electronics Introduces First DVD Record®r

can drag the asset.) o ) Speriorated NG,
botto|s, el H
oL g fing ’[dhrgpsi[gte asset into
WYE .

up ¥ MOIAMAPOLIS, IM (September 9, 2004 - FS Electronics’ new recordable 04D home theater
il Eystem lets consumers enjoy the latest audio and video technologies with one convenient,
igh-performance package. The system completes the home theater experience, whether it's

iztening to music on COs and DYVD-Audio dizcs, watching the latest blockbuster movies on
EDVD, of recording favorite T programs. The unit's O%D recorder offers muli-formst

Javhack (DWD video, DYD-Audio, DYD-RAM, DVD-R1, €0, CO-RRW2 and MP3).

[The SC-HT1500 is currently available. | has a manufacturer's suggested retail price of
999 .95,

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 Save to commit your changes to the CS database.

(If you click Cancel, your changes will be discarded and the page redisplayed in its
unmodified state.)

Content Server refreshes the page, showing your changes.
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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 116.
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 121.

- 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 Save to commit your changes to the CS database.

If you click Cancel, your changes will be discarded and the page redisplayed in its
unmodified state.

(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 122.

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 116.
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 121.
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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 *

\Walgome to FirstSite 2. Drag the

asset’s title bar

changes to a multi- FSIFSEIntroduoMMGERecorder % 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

SOFTWARE

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 Save to commit your changes to the CS database.

If you click Cancel, your changes will be discarded and the page redisplayed in its
unmodified state.

Content Server refreshes the page, showing your changes.
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Searching for Assets Using the InSite Interface

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 Save 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 Search.

Theresults of your search appear underneath the fields.

@) search

Type: |Find Content E]|

Containing:|FSiI |

Search

Name

E| F5I1 AudicCo. America Announces H...
B |rs11 AudicCo.NewMediaPlayerOffers...
E|Fsrabout

£ FSIlAudioCoFirstUnderWaterMP3Flay...
E| FSIIFS5EIntroducesDVDRecorder

ﬂ

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 Save 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
El Home
El Page Principale
El Home (es)

& |Heme (de)

@

@

B

-0

@

3. (Optional) If you have not yet compl eted the necessary work on the assigned asset, do
the following (otherwise, proceed to the next step):

a. Hover your cursor over the Info (i) icon next to the asset’s name to see a pop-up
description of the work you have been assigned to compl ete on the asset. (This
description has been entered by the previous assignee.)

b. Select the asset to open it in the InSite interface.

c. Complete the necessary work on the asset by following the stepsin “Editing
Assets in the InSite Interface,” on page 119 and “Managing Page Content Using
the InSite Interface,” on page 121, whichever is applicable.

d. 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.

ol Assignments
FSII: Approval for Structure

Step:
@ send for Approval

Action Taken:

Action to Taks:

| =l Finish Assignment. | 38 Cancel |
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Finishing Your Workflow Assignments Using the InSite Interface

In the form, do the following:

a. (Optional) If the form lists more than one step leading to the next workflow state,
select the next workflow step to take.

b. (Optional) 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:
Please selact at least one user from each role:

*Approver: | fipssite

Napcleon

In such case, do one of the following, select at least one user for each displayed role,
then click Save.

What happens after you compl ete 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 isassigned to all users holding roles participating in
the current workflow process.

Assign From a List of Participants — When you (or another user with the
appropriate privileges) assign an asset to a workflow, you have the option to decide
which participants in each role get the assignment when the asset enters aworkflow
state requiring those roles. Thisis the default mechanism for moving an asset through
aworkflow.

Choose Assignees When Step 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 116.
2. InthelnSite bar, click Get Link to ThisInSite Page.

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
Advanced Content Management Features

Content Server offers advanced asset management features such as link embedding,
placing and unplacing pages, sharing assets across sites, associating assets with one
another, and deciding which assets to show to which visitors by rating the assets for
segments. This chapter shows you how to use those features in the Dash interface.

This chapter contains the following sections:

» Working with Asset Associations

» Placing and Unplacing Pages on a Site

e Embedding Links Within Assets

e Sharing Assets with Other Sites

* Rating Assets for Segments

» Working with List Mode Static Lists Recommendations
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Working with Asset Associations

Working 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

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:

Image:

X

| B}, Show Assets | |/5f> Link Asset |

The administrator can limit the scope of a named association to a specific subtype of a
particular asset type. A subtype isaway of differentiating between assets that share the
same asset type but differ in purpose. For example, a“Product Manual” asset type might
bedivided into “User Manual” and “ Service Manual” subtypes to differentiate between
the two kinds of manuals.

When an asset association is limited to a particular asset subtype, 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.
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Unnamed Associations

In certain situations, an asset can be associated with another asset without involving a
named association. For example, when a“Product” asset is assigned to a “ Page” asset, the
“Product” 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 assets isimplicit, or unnamed. The example below showsan
unnamed association manifested as afield in the “ Page” asset’s “ Edit” form:

Selected Assets:

B3, Show Assets | | “# Link Asset |

Unnamed associations are therefore away of establishing parent-child relationships
between assets for the sole purpose of creating adependency between them. Unlike named
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.

Associating Assets

This procedure shows you how to associate one or more assets with a parent asset through a
named or unnamed association (whichever is supported by the parent asset). This procedure
uses the FirstSite || sample site as an example.

To associate an asset with another asset
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 74). 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.

Image:

| B3, Show Assets | |{@ Link Assat |

Content Server displays alist of assets eligible as values for the selected field.
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Working with Asset Associations

Inthe list of assets, select the check box next to the asset (or assets) you want to link
with the parent asset.

Note

When making your selection, keep in mind that named associations accept asingle
asset, whereas unnamed associations accept one or more assets as their values.

In the parent asset’s “Edit” form, click Link Asset next to the selected field.

Content Server associates the assets you selected in step 4 with the parent asset.
The names of the associated assets appear in the selected field. For example:

For named associations:

Image:

X

| B Show Assets | |{{t> Link Asset

For unnamed associations:

Selected Assets:

| B2, Show Assets | | &P Link Asset |

(Optional) If you are working with an unnamed association and have associated two
or more assets with the parent asset, arrange the child assetsin the list as follows:

Note

The order in which the child assets appear in the list is the order in which they will
be displayed on the online site.

- Tomove an asset up in thelist, click the up arrow button next to the asset.

- Tomove an asset down in thelist, click the down arrow button next to the asset.
- Toremove an asset from the list, click the Delete (red X) button next to the asset.
(Optional) Repeat steps 3—6 for each additional association you want to complete.
When you are finished, click Save & Close in the action bar.

Content Server displays the asset in the “Inspect” form, showing the associated assets.
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Disassociating Assets
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To disassociate an asset from another asset

1. Logintothesite you want to work with.

2. Find and open the parent asset from which you want to disassociate one or more
children:

a.

Do one of the following:

In the Search field in the top bar, enter search criteriaidentifying the asset and
click Search.

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 92.
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 Delete (red X) button next to the asset you want to disassociate. For example:

For named associations:

Image:

F=II AudioCo_iAC-005.jpg @

| B Show Assets | |<@ Link Asset |

For unnamed associations:

Selected Assets:

FZII Innovative Hi-Def Projection T & | X
FEIISuperiorSystemsandhECIoinForces 4
FEIIFZEIntroducesDYDRecorder & | 4 [ X
FZII Superior Slimm DWD Playver & | [ X
FEIlaudioCoFirstdndert aterMP3Player ® [ X
| B2, Show Assets | | &P Link Asset |

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.
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Placing and Unplacing Pages on a Site

If you hold the appropriate role, you can place and unplace pages on the online site; in
other words, you decide which “ Page” assets appear on the online site, and where on the
site they appear. You also have the ability to move an already placed page to a new
position within the site's hierarchy (for example, move it under a different parent page).
For more information on “ Page” assets, see the Content Server Advanced Interface User’s
Guide or consult your devel opers.

Note

Before you perform the procedures in this section, consult your devel opersto
familiarize yourself with the structure of your online site so that you know where
each page belongs in the site's hierarchy.

This section covers the following procedures.

» Placing aPage

» Repositioning a Page Within the Site Hierarchy
» Unplacing a Page

Placing a Page

This section shows you how to place a*“Page”’ asset on an online site. After you place a
page, the online site will be updated with your changes during the next publishing session.

To place a page on the online site

1. Logintothesite you want to work with.
2. Inthe navigation pane, click the Site Plan tab. The pane displays the Site Plan tree.

3. Expand the Unplaced Pages node and navigate the hierarchy under it to find the
“Page’ asset you want to place on the site.

4. Inthe Site Plan tree, expand the Placed Pages node and navigate the hierarchy under
it to find the parent page under which you want to place a new page. (If necessary,
expand the parent.) If the parent has multiple children, determine the target position
for the selected page among the parent’s children.

B Site Plan

& zave and Close X Cancel

= SitePlan
B Firstsitell Site

9 [& Placed Pages Then, find the target location for
. ) 2 [@ FsiHome the page within the Placed
First, find the page you want to [ reirarticles Pages hierarchy (step 4 above).
place on the site (step 3 above). 5 rettproducts _
In our example, we are using & rsilshoppingCart ’I[ﬂeogrs(lelxsaergﬂﬁhvégua}trg p;a((:elng
the FSlISearchResults page. & FsitLogin pag
0 reiabout | under the FSIIHome page (the
- . o parent), between the FSlILogin
= :Z:: Edr:) and FSlIAbout pages.
[E Home {es)
@ Unplaced Pages

> & rsisearchresults
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5. Click Edit (at the top of the Site Plan tab), then click the desired page and drag it to
the target location within the Placed Pages hierarchy. When you drag the page, a
black marker (either an “underscore” or an arrow) indicates one of the following:

A black “underscore’ marker under a page'sicon indicates that the page you
are placing will become the child of the same parent as the page whose icon
displays the black marker. For example:

B Site Plan

& save and Close X Cancel

The black “underscore” = SitePlan

marker indicates that the
page you are placing will
become the child of the

same parent as the page
whose icon is displaying
the marker.

B Firstsitell Site
= B rlaced Fages
2 & FsiHome
[E rsirarticles
& Fsiiproducts

In this example, the
FSliSearchResults page will
become the child of the
FSIIHome page.

> EL FSTTl agin
It 0]
(=" Fst= hegfISearchResult
[E rsishappingCart
[E Home (fri
[E Home (de)
[E Home {es)
@ Unplaced Pages

Note

If the marker appears under the icon of atop-level page, the page you are
placing will become a top-level page.

- A black arrow underneath a page’'s name indicates that the page you are
placing will become a child of the page under whose name the black arrow

appears. For example:

The black arrow indicates
that the page you are
placing will become the
child of the page under
whose name the arrow

B Site Plan

& zave and Close X Cancel

@ SiteFlan

B Firstsitell Site
= @ Flaced Pages
2 & FsiHome
[E rsirarticles
& Fsiiproducts
[E rsishappingCart

I:l_FﬁIILogin

appears.

In this example, the
FSlISearchResults page will
become the child of the
FSllLogin page.

P Fs b=
[E Home (fri
[E Home (de)
[E Home {es)

= @ Unplaced Pages

FsIISearchR
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When you have positioned the page over the target location, release the page. The
page appears within the Placed Pages hierarchy.

B Site Plan

& zave and Close X Cancel

= SitePlan
B Firstsitell Site
= @ Flaced Pages
2 & FsiHome
[E rsirarticles
& Fsiiproducts
[E rsishappingCart
2 & FsiiLagin
[@E Fsisearchresults
& Fsiabout
[E Home (fri
[E Home (de)
[E Home {es)
@ Unplaced Pages

Click Save and Closeto save your changesto the CS database. The online site will be
updated with your changes during the next publishing session.

Repositioning a Page Within the Site Hierarchy

This section shows you how to reposition an already placed page within the site hierarchy;
that is, assign the desired page to a new parent page and place it in the desired order if
necessary. After you reposition a page, the online site will be will be updated with your
changes during the next publishing session.

SOFTWARE

To reposition a page within the site hierarchy

1.
2.
3.

Log in to the site you want to work with.
In the navigation pane, click the Site Plan tab. The pane displays the Site Plan tree.
Navigate the Placed Pages hierarchy to find the page you want to reposition.

B Site Plan

& zave and Close X Cancel

@ SiteFlan
@ Firstsitell site
= @ Flaced Pages
g @ FsiHome
[E rsiarticles
& rsurroducts
[E rsishappingCart
= [ _Fslllogin
£|:| FsIISearchResults )
=] F=ITABout
& Home (fr)
& Home (de)
[E Home {es)
@ Unplaced Pages
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4. Inthe Site Plan tree, expand the Placed Pages node and navigate the hierarchy under
it to find the target parent page (that is, the page under which you will move the
selected child page in the next step). If the parent has multiple children, determine the
target position for the selected page among the parent’s children.

5. Click Edit (at the top of the Site Plan tab), then click the desired page and drag it to
the target location within the Placed Pages hierarchy. When you drag the page, a
black marker (either an “underscore” or an arrow) indicates one of the following:

- A black “underscore” marker under a page's icon indicates that the page you
are placing will become the child of the same parent as the page whose icon
displays the black marker. For example:

B Site Plan

Edit & Save and Close X Cancel
The black “underscore”

marker indicates that the 9 siteflan
page you are placing will [ Firstsitell site
become the child of the 3 & Placed Pages
same parent as the page = [@ Fsurome
whose icon is displaying ——— 5] Fslarticles
the marker. =P FlE rpdystse archresult
In this example, the % o ehaprnacer

’ = FSIILagin
FSlISearchResults page will . = Fsmbgout
be become the child of the &= Home ()
FSlIHome page. = Home (de)

[E Home {es)

@ Unplaced Pages

Note

If the marker appears under the icon of atop-level page, the page you are
placing will become a top-level page.

- A black arrow underneath a page's name indicates that the page you are
placing will become a child of the page under whose name the black arrow
appears. For example:

B Site Plan

& zave and Close X Cancel

= SitePlan
B Firstsitell Site

The black arrow indicates
= @ Flaced Pages

that the page you are

placing will become the = [ FstiHome

child of the page under —————— El—F‘S”M'C'ESL%

whose name the arrow g :ﬁ;rd”?" A F Pl
oppingCa

appears. 2 [@ FsilLogin

In this example, the [E rFsiabout

FSlISearchResults page will & Home (fr)

become the child of the & Horne (de)

FSllArticles page. & Home (es)

@ Unplaced Pages
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6. When you have positioned the page over the target location, release the page. The
page appears within the Placed Pages hierarchy.

B Site Plan

& zave and Close X Cancel

= SitePlan
B Firstsitell Site
= @ Flaced Pages
2 & FsiHome
o (@ rsilarticles
[@E Fsisearchresults
& Fsiiproducts
[E rsishappingCart
& rsiiLagin
& Fsiabout
[E Home (fri
[E Home (de)
[E Home {es)
@ Unplaced Pages

7. Click Save and Closeto save your changesto the CS database. The online site will be
will be updated with your changes during the next publishing session.

Unplacing a Page

This section shows you how to unplace a“Page’ asset — that is, remove it from the online
site. After you unplace a page, the online site will be updated with your changes during the
next publishing session.

To unplace a page on the online site

1. Logintothesite you want to work with.
2. Inthe navigation pane, click the Site Plan tab. The pane displaysthe Site Plan tree.

3. Inthe Site Plan tree, expand the Placed Pages node and navigate the hierarchy under
it to find the page you want to unplace.

4. Click Edit (at the top of the Site Plan tab), then click the desired page and drag it
from the Placed Pages hierarchy and under the Unplaced Pages node. A black arrow
appears under the Unplaced Pages node to indicate that the page will be placed there
when you release it. For example:

B Site Plan

& zave and Close X Cancel

= SitePlan
B Firstsitell Site
= @ Flaced Pages
2 & FsiHome
o (@ rsilarticles
& Fsiiproducts
[E rsishappingCart
& rsiiLagin
& Fsiabout
[E Home (fri
[E Home (de)
[E] Horme (e

@_Ltnplaced Pages
% = FsIISearchResults
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5. When you have positioned the page under the Unplaced Pages node, rel ease the page.
The page appears under the Unplaced Pages node.

B Site Plan

& zave and Close X Cancel

= SitePlan
B Firstsitell Site
= @ Flaced Pages
2 & FsiHome
[E rsirarticles
& Fsiiproducts
[E rsishappingCart
& rsiiLagin
& Fsiabout
[E Home (fri
[E Home (de)

o
s S L =R
= @ Unplaced Pages
& rsisearchresults

6. Click Saveand Closeto save your changesto the CS database. The online site will be
updated with your changes during the next publishing session.

Embedding Links Within Assets

When creating and updating assets, you may need to:

» 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.

* Includethe 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
“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 77.)
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Embedding an Internal Link

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 145.)

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.
2.

SOFTWARE

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

- 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 92.
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.
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 Search.

- 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.)

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.)

Click the field’'s Add Link button.
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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 |

In the 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.

In the action 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.
2.

SOFTWARE

Log in to the site you want to work with.

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 Search.

- 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 92.
b. Inthelist of results, navigate to the desired asset and click its name.

Content Server 7.0.3 Dash Interface User’s Guide

143



Chapter 7. Advanced Content Management Features 144

Embedding Links Within Assets

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 Search.

- 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.)

Content Server displays alist of returned assets above the asset pane.
5. Inthelist 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 Search.

- If you know the asset isassigned to atag, select thetag in the Tagstreein the
navigation pane. (If the Tagstreeis collapsed, click the Tags bar to expand it.)

For more information on finding assets, see “ Finding Assets,” on page 92.
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 (or sites) to which you want to share the asset.

Select the sites to share this content with

I Burlington Financial

Share

Click Share. A message confirmsthat the asset is now available in the selected site(s).
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Rating Assets for Segments
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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
1. Find and open the asset you want to rate:
a. Do one of the following:

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

- 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 92.
b. Inthelist of results, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
2. Intheaction bar, click Edit.
Content Server displays the asset in the “Edit” form.
3. Click Marketing in the section selector.
The M arketing section lists all segments available in the current site. For example:

Ratings:

Segment In Segment Out of Segment

AffluentroungSingles I I

Mo segrient ratings apply I

4. 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 avaluein asegment’s Out of Segment column to rate the asset for visitors
who are not members of this segment.

- Enter avalueinthe No segment ratings apply field to assign an intrinsic rating to
the asset; this rating will be used when no segments are defined or the asset is
assigned to arecommendation that does not recognize segments.

To learn more about ratings and the recommendations that support them, see the
Content Server Advanced Interface User’s Guide.
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5. When you are finished, click Save & Close. Content Server displays the asset in the
“Inspect” form, showing your changes.

Working with List Mode Static Lists
Recommendations

A “Recommendation” asset collects, assesses, and sorts assets, and then recommends the
most appropriate of these assets to the current visitor. How does it determine which assets
are the most appropriate? By consulting the list of segmentsthat the visitor belongs to and
any confidence set in the recommendation for each asset. (For information about segments
and confidence, see the Content Server Advanced Interface User’s Guide.)

In the Dash interface, a Static Lists recommendation operatesin List mode—that is, it
returns a single preselected list of assets, regardless of segments, or whether segments
apply at all.

This section shows you how to create and configure List mode Static Lists
recommendations.

Note

Recommendations types other than List mode Static Lists are available in Content
Server’s Advanced interface. For detailed information about these additional
recommendation types, see the Content Server Advanced Interface User’s Guide.

Creating List Mode Static Lists Recommendations
To create a List mode Static Lists recommendation
1. Logintothesite you want to work with.

2. Inthe“Create New...” drop-down list at the top of the navigation pane, select New
Recommendation.

Content Server displays the “Create New Recommendation” form:

Create New Recommendation

= Mext

Name:

Locale:

Locale &)

Workflow process:

FSII: Approval for Products

Assignees:

ProductEditor
O Mary

E rose

[ firstsite

3. Intheform, do the following:
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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 (:), question mark (?), percent sign (%), less-than sign
(<), and greater-than sign (>).

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

b. (Optional) If you arerequired to specify alocale for this asset, select the asset’s
target language in the “Locale” drop-down list.

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

c. (Optional) If the administrator configured the asset type such that all new
“Recommendation” assets are placed into workflow upon creation, you will seethe
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 the “Edit” form for the recommendation.

Recommendation {): My Recommendation

| (&) Save &Close | 27 Save | 38 Cancel

* Sections wiich required falds Feguired feld

& Content *

) Metadsta Name:
O workflaw IMy Recommendation
o
© publishing
(e Sharing Description:
I
Options:

[ Include children of recommended assets

[ Pramaotions can override these recommmendation

Asset Types:

[ This recammendation applies to all asset types,

Attribute Editor =
CEElement

Content

Content Attribute

Content Definition =
Content Filter

Content Parent Mave
Content Parent Definition 5}
Cimension R
DimensionSet Move All
Cocurnent <
Document Attribute v

Document Definition Remove
Docurnent Filter

Daocument Parent =, e
Docurnent Parent Definition

Histary Attribute

Histary Definition

Media

Media Attribute =l

Selected Assets:

= Show Assets | |(ﬂ? Link Asset
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(Optional) In the Description field, enter a short, informative description for the
recommendation.

Inthe Optionsfield, select the options appropriate for the recommendation’sintended
purpose.

Select the asset types of the assets that this recommendation will include:

Note

If you want this recommendation to apply to all asset types, select the appropriate
check box in the form and skip the remainder of this step. (Note that clicking
Move All in the list of asset type has the same effect as selecting the check box).

a. Intheleft-hand list in the Asset Typesfield, select the desired asset types.

To select multiple asset types, Ctrl-click each desired asset type. You can also
select arange of asset types by Shift-clicking thefirst and last asset type in the
range.

b. Click Move. The selected asset types appear in the right-hand list.

Note

To remove one or more asset types from the right-hand list, select them in the
list and click Remove. To clear the list, click Remove All.

Add assets of the selected asset types to the recommendation:

a. Inthe Selected Assetsfield, click Show Assets. Content Server displays alist of
eligible assets above the asset pane.

b. Inthelist of dligible assets, select the check box next to each asset you want to
add to the recommendation.

c. Inthe Selected Assetsfield, click Link Asset.

Arrange the assets you added in the desired order. The order in which the assets appear
in the ligt is the order in which they will be displayed on the online site.

Selected Assets:

| B3 Show Assets | |/ﬂ> Link Asset |

- Tomove an asset up in thelist, click the up arrow button next to the asset.

- Tomove an asset down in thelist, click the down arrow next to the asset.

- Todeete the asset from thelist, click the Delete (red X) button next to the asset.
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 (highlighted in yellow)

- Anentry or selection you have made in is not permitted
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If either of the above istrue, Content Server displays an error message indicating the
offending fields. Correct the errors, then click Save & Close.

Editing List Mode Static Lists Recommendations
To edit a List Mode Static Lists recommendation

1. Logintothesite you want to work with.
2. Find and open the “Recommendation” asset you want to edit:
a. Do one of the following:

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

- If you previously added the asset to atag, select the tag in the Tagstreein 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 92.
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.
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3. Intheaction bar, click Edit. Content Server displays the asset in the “Edit” form.

Working with List Mode Static Lists Recommendations

Recommendation (): My Recommendation

) Save &Close | 8§ Save | 32 Cancel

& Content *
O Metadata
O wiorkflow
-

© Publishing
o Zharing

4. |f necessary, select or deselect the appropriate optionsin the Optionsfield.

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

5. Inthe Asset Typesfield, add or remove asset types to which this recommendation

applies:

- Toadd asset types, select them in the left-hand list and click M ove. To add all
available asset types, click Move All. (This has the same effect as selecting the
This recommendation appliesto all asset types check box above the list.)

- Toremove asset types, select them in the right-hand list and click Remove. To

Name:

* Sections with required felds

My Recornmendation

Description:

Options:
[T Include children of recormmended assets

[T Promaotions can override these recornrmendation

Asset Types:

[ This recornmendation applies to all asset types.

Attribute Editor B
CSElement

Content

Content Attribute

Content Definition =
Content Filter

Content Parent Mowe
Content Parent Definition
Dirmension
DimensionSet Move &ll
Ciocurnent <
Diocurnent Attribute
Diocurnent Definition Remove
Diocurnent Filter
Docurnent Parent
Diocurnent Parent Definition Remaove All
Histary Attribute

Histary Definition

Media

Media Attribute =l

2]

<

Selected Assets:

B, Show Assets, | | @ Link Asset |

Note

clear thelist, click Remove All.
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6. Inthe Selected Assets field, make your changes to the list of assets associated with
this recommendation as follows:

Selected Assets:

| B3 Show Assets | |/ﬂ) Link Asset |

- Toadd assets to the list, do the following:

1) Click Show Assets. Content Server displays alist of assets eligible as values
for thisfield.

2) Inthelist of eligible assets, select the check box next to each desired asset.
3) Click Link Asset.

- Toremove assets from the list, click the Delete (red X) button next to each asset
you want to remove.

- To change the order in which the assets appear in thelist, click the up or down
arrow next to each asset you want to move within the list.

The order in which the assets appear in thelist is the order in which they will be
displayed on the online site.

7. 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 (highlighted in yellow)
- 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.
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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

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, your administrator can configure a
workflow processin such away that its final step automatically approves assetsin the
workflow for publishing to one or more destinations.

Dependencies

Dependencies are conditions that determine whether an asset can be published. An asset
dependency exists when there is an association of some kind between assets. For example,
a“Product” asset has an association with a“Datasheet” asset. The “ Datasheet” asset has
an association with three “Image” assets. Two of these images have associations with
“Article” assets. This tree hierarchy forms a set of parent/child dependencies among all
these assets.

The approval 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” is an
approval state an asset enters when the asset is approved for publishing, but its dependent
assets are not. In such case, the asset is then held from publishing until its dependents are
approved. See “Approval States,” on page 159 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.
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Approval Tasks

This section describes how to approve assets for publishing.

This section describes the following tasks:

Approving an Asset for Publishing
Checking an Asset’s Approval Status

Approving an Asset for Publishing

The following procedure describes how to manually approve an asset for publishing.
Before approving an asset for publishing, you should preview it first.

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 Search.

- 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 92.
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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5. Inthe 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 atime; repeat
this procedure to approve the asset for additional destinations.

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 | Destination

wHide |FSII Destination {dynamic)

Approval State: @ Approve

Last Published: Mo publish history found To Publish 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.

] ct None
Select | Mame Description Type Modified By | Modified
[ |Fsllabstract Abstract Content_A |admin Qct 19,2004 0935 AM
[0 |F=1I articles Articles Content_P | admin Mow 2,2004 13:41 PM
[ FSIIBody Body Content_aA |admin Mow 3,2004 10:19 AM
[ de_DE de_DE Dimension  |firstsite Aug 2,2006 16:54 PM
[ FElITemplateAttr | Termplateatir Content_a& | admin Ot 19,2004 09:38 AM
[ | FsiiHeadline Headling Content_A |admin Oct 19,2004 0937 AM
[ FEIIDescriptionAttr | Descriptionattr | Content_& | admin Qct 19,2004 09:36 AM
[ | F=II Article Article Content_CD | admin Oct 19,2004 09:51 AM
[T |Fsllsubheadline Zubheadline Content_A |admin Qct 19,2004 0938 AM
[ |FsllPostDate FostDate Content_4& | admin Oct 19,2004 0935 AM
[ FSIIByline Byline Content_aA |admin Oct 19,2004 0936 AM
[ |FsIINameattr MarneAttr Content_4 | admin Oct 19,2004 0937 4AM
0 |F=n FieldCopier FieldCopier Content_F | admin Ot 19,2004 09:41 AM
[0 |Fsiisbout About Contert_C | firstsite Aug 23,2005 13:52 PM
First3itell
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2) Atthetop of thelist, click Select All to select all assetsin the list.
3) Inthe action bar, 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 Search.

- 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 92.
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 | Destination
FSII Destination {dynamic)

Approval State:

Last Published: Mo publish history found To Publish this asset all dependencies must

first be approved.
Publishing Cycle: Mo existing publish event
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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 159.

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 | Name Descrpton Type Modified By | Modified
[ |Fs1iabstract Abstract Content_a | admin Qck 19,2004 09:35 AM
[ |Fs1r articles Articles Content_P | admin Mowv 2,2004 13:41 PM
[ FSIIBody Body Content_a | admin Mov 3,2004 10:19 AR
(I de_DE de_DE Dirnension | firstsite Aug 2,2006 16:54 PM
[ FEllTemplatedttr | TemplateAttr Content_A | admin Qct 19,2004 09:358 AM
[ |Fs1iHeadline Headline Content_& | admin Qct 19,2004 09:37 AM
|_ FSIIDescriptionattr | Descriptionattr | Content_4 | admin Qck 19,2004 09:36 AM
[ |F=1I Article article Content_CD | admin Qct 19,2004 09:51 AM
[ |Fs115ubheadline Subheadline Content_a | admin Ot 19,2004 09:38 AM
[ |FsllPostDate PostDate Content_A | admin Ok 19,2004 09:35 AM
[ FZIIBvyline Byline Content_A | admin Qct 19,2004 09:36 AM
O FZIIMameAttr MNarneattr Content_& | admin Ot 19,2004 0937 AM
0 |r=1 FieldCopier FigldCopier Content_F | admin Qct 19,2004 09:41 AM
O |Fsizabout About Content_C  |firstsite Aug 23,2005 13:52 PM
FirstSitell

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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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.

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.

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.
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Removing Assets from the Publishing Queue

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.”

SOFTWARE

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.”

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 Search.

- 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 92.
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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SOFTWARE

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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Overview

rview

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 “Quick Info” 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

SOFTWARE

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), as long as the asset has not already moved to the
next state.

Delegating Your Assignments

Another way of handling an assignment is to delegate it to another participant holding the
same role as you, assuming the asset you are delegating is not already assigned to that
person for the current workflow state.

Your function privileges (set by the administrator) determine whether you can delegate
your assignments. Also, the administrator can delegate assignments on your and other
assignees’ behalf, if necessary.

Delegating an assignment can trigger associated delegate actions in the form of e-mail
notifications. For example:

» Therecipient of the new assignment is notified.
» Theworkflow administrator is notified of the assignment delegation.

locks

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 the following roles
participating: author, editor, approver, and administrator. Each role has only a single
participant (your organization will most likely have more complex processes, with several
users participating in each role). A participant from any of the roles can create a new
“Content” asset, which automatically 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. The administrator can perform the functions of
author, editor, and approver at any point in the workflow, as well as return an already
approved asset back to the editor for additional changes.

Sample Workflow States and Steps

The FirstSite || sample site includes a sample workflow process called FSII: Approval for
Content. The flow of the processis shown in the following diagram:

Reject
approver)

b

Send for
Create Ready to Edit Approval
{authar) (to be edited by editor) {editar)

Approve
& Lock Approved and Locked
{approvar) " (ready to publizh by admin)

Ready for Approval
(to be approwed by
Approwers)

Return For Edit
{administrator)

The steps and states from this workflow process are described in the following table:

Table 5: States and Steps

none Create A user with the ContentAuthor role | Ready to Edit
creates a“ Content” asset, which
automatically 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

Theworkflow administrator (holding
the WorkflowAdmin role) 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 FSI1: 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 Conniethe 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 165) 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—seealist 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
“Quick Info” 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. Loginto thesite you want to work with.
2. Do one of the following:

- Inthe Tagstree, click My Assignments. (If the Tagstreeis collapsed, click the
Tags bar to expand it.)

- If the“Quick Info” paneis displayed, click Assignments.

Quick Info

My Rales Wi
:

Checlkouts ]

Last Item Edited Parentl / May 15,2007 13:31 PM

Tasks I have Assigned 5

Last Time Logged In May 15,2007 13:10 PM

Content Server displays alist of your pending workflow assignments.

System Tag : My Assignments lAdd to... =] [g Edit Tag |

Select All  Select None

Salact | Name Dascription Type |(Due |Locale |Workflow state
B |FsiHome Home = FSII: Ready to Edit
I |Fsi1 FSE Digital Audio Player FSE Digital Audio Player wi... &} ES] FSII: Ready to Edit
E |[Home (es) Home (es) = FSII: Ready to Edit
EH |Home (de) Home (de) FSII: Ready to Edit
EH [Home (fr) Fage Principale @ [N | FSII: Ready to Edit

|
3. Click an asset’s name to open it in the “Inspect” form.
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Using Workflow Functions

The following subsections describe the workflow functions you use in the Dash interface.
These functions are available in the action bar of the “Inspect” form when you select the
Workflow section of the form. Depending on your function privileges, not all of the
described functions might be available to you.

This section describes the following topics:

e Assigning an Asset to a Workflow

e Setting a Process Deadline

e Setting an Assignment Deadline

* 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 Search.
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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 92.
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.

Content Server displays the “ Select Workflow Process’ form:

Product {FSII Product): FSII DYD ¥CR Combo (DE)

|Se|ect a warkflow Command... &

* Sections with required felds FRegquired fiald

C Content *
O Metadata
O Relations Workflow process:
(o F=II: Approval for Products j
o Marketing
:. Workflow First Action to take:
Publishing
o Fast-track this one! =

=

5. Select aworkflow process from the “Workflow Process’ drop-down list.

(Optional) In the First Action to Take field, enter brief instructions for the person
receiving the assignment.

Click Next.

(Optional) If the administrator enabled the selection of assignees for this assignment,
Content Server displays the “Assign Users to Workflow” screen:

Product {FSII Product): FSII DYD ¥CR Combo (DE)

|Se|ect a Workflow Command... 7] | My, Start Workflow. (| 38 Cancel
* Sections with required felds FRegquired fiald
O Content *
anten Please select at least one user per role.
O Metadata
€ Relstions +ProductEditor {4 user{s})
[ O Mary
e Marketing D rase
& wiorkflow [ firstsite
o Publishing [ fwadmin
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.

Workflow process:
FSII: Approval for Products

Workflow state:
FSII: Ready to Edit

Status:
Action to Take «| Assigned to Assigned by Assigned date Step Chosen |Task Status

Fast-track this  |Rose{ProductEditor) | firstsite May 18,2007 15:12 PM |- active
ane!

Workflow history:
Action Taken » | Assigned to Assigned date Resolution Date Resolved by | Task Status

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

A process deadline is the overall time allotted for an asset to pass through a workflow
process. By default, no process deadline is set. This deadline 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 want 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 Search.
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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 92.
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 Set Process Deadline from the “ Select a Workflow
Command...” drop-down list.

Note

If you do not see the Set Process Deadline function in the drop-down list,
stop here. The function was not enabled by the administrator or you do
not have the right permissions to access it.

Content Server displays the “ Set Process Deadling” form:

Product {FSII Product): FSII DYD ¥CR Combo (DE)

|Set Frocess Deadline j | =4 Finish Assignment | =47 save | 38 Cancel
* Sections with required felds FRegquired fiald
C Content *
o
Metadata Workflow process:
O Relations FSII: Approval for Products
-
o Marketing Asset Type:
& wiorkflow Product
O publishing
-

Current Process Deadline:
Mot Set

Set Process Deadline:

& Use default

Opue | B [coEfoo B[00 &

5. Select the Due radio button and 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 is to
have no process deadline.

Click Save.
Content Server redisplays the asset’s workflow summary.
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Setting an Assignment Deadline

An assignment deadline is the time allotted to the assignee to complete an assignment as
an asset advances through workflow. This deadline is independent of the process deadline
described earlier in this section; that is, the total of the individual assignment deadlines
does not necessarily add up to a process deadline.

Note

Deadlines are informational only — the system does not impose any sort of penalty
or issue error messages when a deadline is exceeded.

Before you can set an assignment deadline, the workflow administrator must first have
done the following:

» Allowed an assignment deadline to be set for this workflow state.

e 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 Search.

- 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 92.
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.
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In the action bar, choose Set Assignment Deadline from the “ Select a Workflow
Command...” drop-down list.

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.

Content Server displays the “Set Assignment Deadline” form:

Product {FSII Product): FSII DYD ¥CR Combo (DE)

Set Assignment Deadline =4 Finish Assignment | =47 save | 38 Cancel

* Sections with required felds FRegquired fiald

C Content *
o

Metadata Workflow process:
© Relations FSII: Approval for Products
-
O marketing Workflow state:
@ workflow  FsI1 Ready to Edit
© Publishing
© Asset Type:

Product

Current Assignment Deadline:
Mot Set

Set Assignment Deadline:

& Use default

Opue | B [coEfoo B[00 &

5. 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 Save.
Content Server redisplays the asset’s workflow summary.
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Finishing Your Assignments

After you complete your work for an assignment, you need to notify the system that you
are finished so the asset can continue to move through the workflow.

To finish your assignment for an asset

1. Logintothesite you want to work with.

2. Openthe 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.

3. Click Workflow in the section selector.

4. Intheaction bar, click Finish Assignment.

Content Server displays the “Finish My Assignment” form:

Product {FSII Product): FSII DYD ¥CR Combo (DE)

C Content *
O Metadata
O prelations
-

o Marketing
& wiorkflow
© Publishing
-

|Se|ect a warkflow Command... =]

* Sections with required felds FRegquired fiald

Workflow Process Name:
F=II: Approval for Products

Workflow State Name:
FSII: Ready to Edit

Assigned User Role:

IProductEditor 'l

Choose the Step and State For Finish Assignment:

Zend for Approval -= FSII: Ready for Approval j

Action Taken:

=
Action to Take:

=
Set Assignment Deadline
& Use default
©oue o oo B[ oo
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5. Complete the form as follows:

Note

You can cancdl this procedure at any time by clicking Cancel in the action bar.

a. (Optional) If you hold multiple participant roles in the workflow process, select
the role for which you are finishing this assignment.

b. Select the next step for the asset.

c. (Optional) Inthe Action Taken field, enter ashort description of the work you
completed on the asset.

d. (Optional) Inthe Action to Takefield, enter a short suggestion for the next person
who will work with the asset.

e. (Optional) If setting the assignment deadline is enabled for the next step you
chose to take, the Set Assignment Deadline field 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 174.

Click Save.

7. (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:

Product {FSII Product): FSII DYD ¥CR Combo (DE)

|Se|ect a warkflow Command... =]

* Sections with required felds FRegquired fiald

C Content *
O metadata Please select at least one user per role.
O Relations + Approver (3 user(s))
e

. [ Mapoleon
O Marketing [ firstsite
& wiorkflow M fwadmi

wadmin

© Publishing
e

In such case, select at least one user for each displayed role, then click Save.
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Content Server redisplays the asset’s workflow summary, showing the changes. The
action taken isvisible in the “Workflow History” list. The action to take is visiblein
the “ Status” field.

Workflow process:
FSII: Approval for Products

Workflow state:
FSII: Ready for Approwval

Status:

Action to Take + | Assigned to Assigned by Assigned date 5Step Chosen | Task Status
Approve for Mapoleon{Approver) | Rose May 18,2007 15:37 PM |- active
publishing.

Workflow history:

Action Taken » | Assigned to Assigned date Resolution Date Resolved by | Task Status
Checked it, Rose{ProductEditor) May 18,2007 15:12 PM |May 18,2007 15:37 PM|Rose completed
looks great.

What happens after you compl ete your assignment depends on the way the administrator
set up the next workflow step. There are five possible options:

Assign From a List of Participants — when you (or another user with the
appropriate privileges) assign an asset to a workflow, you have the option to decide
which participants in each role get the assignment when the asset enters aworkflow
state requiring those roles. Thisis 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.

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.

Assign To Everyone — the asset is assigned to all users holding roles participating in
the current workflow process.

No Assignments— asthe 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.

Delegating Your Assignments

SOFTWARE

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
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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.

Note

If you do not see the Delegate Assignment function in the drop-down list,
stop here. You do not have the right permissions to access the function or
there are no other users in your role to whom you can delegate your
assignment.

Content Server displays the “Delegate Workflow Assignment” screen.

Product {FSII Product): FSII DYD ¥CR Combo (DE)

|De|egate Assignment j | =4} Finish Assignment. | %6 Save | 3 Cancel

* Sections with required felds FRegquired fiald

C Content *
o
Metadata workflow process:
O Relations FSII: Approval for Products
e
© Marketing Workflow state:
& wiorkflow FSII: Ready for Approval
© Publishing
o :
Assigned to:
Mapoleon (Approver) =
Delegate to:
Ifirstsite 'l

Action Taken:

5. (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.
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Select the user to whom you want to del egate the assignment. Optionally, enter a
comment about your action.

Click Save.

Content Server displays the asset’s workflow summary. The delegation is denoted in
the “Workflow History” list, and the new assignee is displayed in the “ Status’ field.
This action also triggers a notification e-mail to the new assignee, assuming your site
is configured to do so.

Abstaining from Voting

Sometimes, you are unable to deal with a particular assignment: your workload is too
heavy, or perhaps you have been miscast in your role. In such situations, you can abstain
from voting (that is, waive your participation), as long as 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.

To abstain from voting on an assignment

1.
2.

SOFTWARE

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.

In the action bar, select Abstain From Voting from the “ Select a Workflow
Command...” drop-down list.

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.
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Content Server displays the “ Abstain From Voting” form:

Product {FSII Product): FSII DYD ¥CR Combo (DE)

|Abstain from Waoting j | =4} Finish Assignment. | %6 Save | 3 Cancel

* Sections with required felds FRegquired fiald

O Content * Workflow process:

O Metadata FSII: Approval for Products
O prelations

e Workflow state:

© Marketing FSII: Ready to Edit

& wiorkflow

) publishing Currently Assigned to:
e Role = User

ProductEditor [firstsite,Rose

Flease pick a role to abstain from voting.

& productEditor

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 Save.

Content Server displays the asset’s workflow summary. The abstention is denoted in
the “Workflow History” list. Keep in mind that abstaining does not cancel your
assignment.

Resolving Deadlocks

A deadlock can occur when there is a choice of 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 is the one causing the deadlock, you must
vote again to break the deadlock.

To resolve a deadlock, do one of the following:
» Usethe Finish Assignment function to vote again on your assignment.

» Insome 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 180).
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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.

SOFTWARE

To remove an asset from workflow

1.
2.

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 Search.

Content Server displays alist of assets matching the criteria you specified.
For more information on searching, see “ Finding Assets,” on page 92.

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.
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:

Product {FSII Product): FSII DYD ¥CR Combo (DE)

|Rem0ve fram Workflow j | =4} Finish Assignment. | =7 Save | BE Cancel

* Sections with required felds FRegquired fiald

O Content * Workflow process:

© Metadata FSII: Approval for Products
O prelations

© Workflow state:

o Marketing FSII: Ready to Edit

& wiorkflow

o Publishing Currently Assigned to:
-

Role = User Name

ProductEditor firstsite ,Rose

If you are sure you want to remove the asset from workflow, click Save. (Otherwise,
click Cancel.)

Content Server redisplays the asset’s workflow summary, denoting the removal. All
assignments for the asset are automatically cancelled.
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Viewing an Asset's Participant (Assignee) List

SOFTWARE

To examine an asset’s participant (assignee) list

1.
2.

6.

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 Search.

Content Server displays alist of assets matching the criteria you specified.
For more information on searching, see “ Finding Assets,” on page 92.

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.

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:

Product (FSII Product): FSII D¥D YCR Combo {DE)

| =8| Finish Assignment | Danée |

* Sections with required Felds Reguired field

O Content * Workflow process:
O Metadata FSII: Approval for Products

O Relations

& Workflow state:

o Marketing  FSII: Ready for Approval

& yrorkflow

O publishing  Participants:

s Step Mame = Users Authorized Users Motified
Approve and Lock firstsite, fwadmin, Napaleon Mo Users,
Create firstsite, fwadmin, Mark Rose, firstsite, fwadmin, Mary
Reject firstsite, fwadmin, Mapoleon Rose, firstsite, fwadmin, Mary
Return for Edit firstsite, fwadmin, Mapoleon Rose, firstsite, fwadmin, Mary

Send for Approval Rose, firstsite, fwadmin, Mary |firstsite, fwadmin, Mapoleon

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 Search.

Content Server displays alist of assets matching the criteria you specified.
For more information on searching, see “ Finding Assets,” on page 92.

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.
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:

Product (FSII Product): FSII DVYD ¥CR Combo (DE)

* Sections with required fields Fequived field

O Content *
o
Metadats Workflow process: FSII: appraval for Products
C relations
e
O Marketing ~Approver {3 users{s))
& Warkflow O Mapoleon
© publishing — [ irstsite
Participants: ]
o [ fwadmin

*Productiuthor {3 users(s))
rProductEditor {4 users{s}}

Each participant you select in this form becomes an assignee in the respective role(s)
for this asset.
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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 Save.

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

To examine the workflow progress of an asset

1.
2.

SOFTWARE

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 Search.

Content Server displays alist of assets matching the criteria you specified.
For more information on searching, see “ Finding Assets,” on page 92.

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 process:
F=II: Approwal for Products

Workflow state:
FSII: Ready for Approwal

Status:

Action to Take « | Assigned to Assigned by | Assigned date Step Chosen | Task Status
Publish ASaP,  |fuwadrin{Approver) firstsite May 21,2007 09:16 AM| - active
Publish aSaP, Mapoleon{Approver) firstsite May 21,2007 09:16 AM| - active

Workflow history:

Action Taken » | Assigned to Assigned date Resolution Date Resolved by | Task Status
Checked it, Rose{ProductEditor) May 18,2007 15:12 PM |May 18,2007 15:37 PM |Rose completed
looks great.

Looked over, |firstsite(ProductEditor) |May 18,2007 16:19 PM | May 21,2007 09:16 AM |firstsite completed
looks good.

Loaks qood, Mapoleon{Approver) May 15,2007 15:37 PM |May 18,2007 16:01 PM |MNapoleon campleted
approved for
publishing.

Content Server 7.0.3 Dash Interface User’s Guide

185



Chapter 9.

Workflow

Using Workflow Functions

The workflow summary contains the following information:

The Workflow processfield indicates the workflow process which the asset is
currently passing through.

The Workflow state field indicates where the asset currently isin the workflow

process.

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. Items are ordered with
the most recent assignment at the top of the list.

The “Workflow history” list shows the assignments completed on the asset so far, and
the result of each assignment. Each row in the list represents a single assignment.
Items are ordered with the most recently completed assignment at the top of the list.

The following table defines all of the 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 176). Thefield isblank if
no instructions were entered. If the text islonger 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 blank otherwise).
Click to view the full text, if incomplete in this view.

Resolved By

The person whose action moved the asset to the next state.

SOFTWARE

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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Chapter 10
Revision Tracking

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

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” 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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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.

* Rollback meansrestoring 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.
Select | Yersions | ate User Comments

® |5 May 15,2007 14:23 PM |firstsite |Wersion created by Rollback | <€———

O 4 May 18,2007 14:27 PM |firstsite |Version created by Edit -«

O |3 May 18,2007 14:11 PM |firstsite |Fixed troublesome phrasing, | <

o |z May 15,2007 14:08 PM |firstsite |Fixed punctuation. -

O |1 May 18,2007 13:20 PM | S7TSTEM Versions created
through manual
checkout.

Versions created through automatic checkout will be automatically commented by
Content Server with “Version created by function name.” Versions created through
manual checkout will either have comments entered by the users who edited the asset
at the time or have no comments at all if the user who edited the asset at the time chose
not to enter any.
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Checking Out Assets

This section shows you how to check out an asset.

To check out an asset

1. Logintothesite you want to work with.

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

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

- If you previously 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 92.
b. Inthe search resultslist, navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.
3. Intheaction bar, click Check Out.

GameMicroworldsarticle Locale: |en_US - Master .ﬁ.sset

| . Preview |ﬁ Edit | =i Copy | fiil Delete | Check-Out

Note

» If you do not see the Check Out button in the asset’s “Inspect” form, revision
tracking for that asset type is not enabled on your site.

e If theasset is already checked out to another user, the Check Out buttonis
replaced by a message denoting such fact:

GameMicroworldsarticle Locale: [en_US - Master .ﬁ.sset

I {H Preview |ﬂ Edit | =il Copy. | fiit_Delete

& Locked by firstsite) * Sections with required flelds Required Fela

Content Server checks the asset out to you and displays a confirmation message in the

action bar:
GameMicroworldsArticle Locale: |en_US - Master .ﬁ.sset
[ M) Preview | Edic | =Fl copy | fiii Delete 144 Undo Check-Out | b Check-In I

& Locked by firstsite * Sections with required felds Required Feld
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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“Quick Info” paneisdisplayed, click Checkouts.

Quick Info

My Roles e

Assignments 5]
:

Last Itern Edited Parentl / May 15,2007 13:31 PM

Tasks I have Assigned 5

Last Time Logged In May 15,2007 13:10 PM

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 Tags tree
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 Locale: |en_US - Master Asset |

| ) Preview |/,// Edlit | 58l Copy |‘Er Delata |

e, Unde Check-Out |1| Check-In |

Locked by firstsite * Sections with requived flelds Required feld

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. Logintothesite you want to work with.
2. (Optional) If the Tags tree is collapsed, expand it by clicking the Tags bar.
3. Inthe Tagstree, select My Checkouts.
Content Server displays alist of assets presently checked out to you.
4. Click the name of the asset you want to check back in.
Content Server displays the asset in the “Inspect” form.
5. Intheaction bar, click Check In.
The action bar displays the following:

GameMicroworldsArticle Locale: |en_US - Master Assst 7]

Comment || [T keep Checked Out | e Check-ln | 3L Cancel |

6. (Optional) Inthe 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.

7. (Optional) If you want to back up the asset but need to continue working on it, select
the Keep Checked Out box.

8. 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. Logintothesite you want to work with.

2. 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 Search.

- 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 92.
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:

Select | Yersions | Date

&

OO0 00

5

| LS T PV I ¥

May 15,2007 14:25 PM
May 15,2007 14:27 PM
May 18,2007 14:11 PM
May 18,2007 14:05 PM
May 18,2007 13:20 PM

User

firstsite
firstsite
firstsite
firstsite

SYSTEM

Comments

Wersion created by Rollback
Wersion created by Edit
Fized troublesome phrasing.

Fized punctuation,

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:

In the Search field in the top bar, enter search criteriaidentifying the asset and
click Search.

If you previously 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 92.

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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Reverting to a Previous Version (Rollback)

Content Server displays the asset’s revision history:

Select | Yersions | Date

&

OO0 00

5

| LS T PV I ¥

May 15,2007 14:25 PM
May 15,2007 14:27 PM
May 18,2007 14:11 PM
May 18,2007 14:05 PM
May 18,2007 13:20 PM

User

firstsite
firstsite
firstsite
firstsite

SYSTEM

Note

Comments

Wersion created by Rollback
Wersion created by Edit
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.

In the Select column, select the version of the asset you want to roll back to.

Click Rollback.

Content Server rolls the asset back to the version you selected and redisplays the

“Inspect” form.

Note

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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Appendices

This part contains the following appendix:
e Appendix A, “The Flex Asset Model”
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Appendix A
The Flex Asset Model

As 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
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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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TologintotheDashinterface ........ .. ... i e 40
Toaccessassetsusingthesiteplantree ... .. o i i i 52
Toaccessassetsusingtheassettree . .. ... it e 53
Toswitchtoanother Site . . ... ... . 54
To accessthe Advanced interfacefromthetopbar. . .............. ... ... ..... 54
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To compose graphicsusing the Online Image Editor ... ........................ 82
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To set or change an asset’slocaledesignation . ..., 104
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To remove content from a page using the InSiteinterface . . .................... 125
To position content on a page using the InSiteinterface. .. ..................... 125
To search for assets from withinthe InSiteinterface . ......................... 127
To finish aworkflow assignment using the InSiteinterface. .................... 128
ToobtainanInSiteURL foranasset . ............cco it 130
Toassociate anasset withanotherasset . ........ ... i 133
To disassociate an asset fromanotherasset. . ............ .. .. oL 135
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Torate an asset for oneor MoOreSegMmeENtS .. ...ttt it e e 146
To create aList mode Static Listsrecommendation . .. ........................ 147
ToeditalList Mode Static Listsrecommendation. . ........................... 150
To manually approvean asset for publishing .............. ... ... ... ...... 155
Tocheck anasset’sapproval Status. . .. ..ot e e 157
To remove an asset from the publishingqueue. .. ......... .. ..., 160
Toview alist of your workflow assignments.............. ..., 169
Tomanualy assign anassettoaworkflow. . ............ ... .. . .. 170
Tosataprocessdeadling. . . ... 172
Tosetanassignmentdeadline. . ........... i e 174
Tofinishyour assignmentforanasset . ... 176
Todelegate an asSigNmENt. . . ... oottt e 179
Toabstainfromvaotingonanassignment . ..., 180
Toremoveanasset fromworkflow. . ....... .. ... .. . 182
To examine an asset’ s participant (assignee) list ........... ... ... 183
To set workflow participants. .. ...t e e 184
To examine the workflow progressof anasset. .............ciiiinn. .. 185
Tocheck OUt AN asSEt. . . . .. oot 193
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Abstain from voting form 181
Action Taken fied (workflow) 129, 177
Action to Take field (workflow) 129, 177
approval
dependencies 30, 154
status 159
approving assets
for publishing 30, 154
procedure 155
asset types
page 25, 28
assets
approving 30, 154
associating 133
checkingin 190, 195
checking out 190, 193
deleting 88
dependencies 30, 154
disassociating 135
editing 74
embedding aninternal link 142
examining revision history 195
examining workflow progress 185
finding 92
organizing 96
participants list 183
permissions to work with 28
previewing 116
rating for segments 146
relationships 132
removing from workflow 182

rolling back 196

sharing 145

undoing checkout 194

viewing participant/assignee list 183

workflow variations 162
assignments

abstaining from voting 165

canceled 165

delegating 165, 179

due by 164

finishing 176

in workflow 31

keeping 178

gueued 165

viewing 164

voting 164
assignments list 164
associations

assets 30

named 132

unnamed 133
automatic checkout or checkin 190

B

basic assets
dependencies 154
description 26

C

check in

Content Server 7.0.3 Dash Interface User’s Guide

SOFTWARE

205



Index

206

definition 190
performing 195
check out
definition 190
performing 193
checkins
automatic 190
checkouts
automatic 190
completing assignments 176
Content Server Desktop
client software 73, 76
creating Word assets 73
editing Word assets 76
onlineHelp 73, 76
Content Server DocLink
client software 73, 76
creating file assets 73
editing file assets 76
onlineHelp 73, 76
creating
assets 66
CS-Desktop, See Content Server Desktop
CS-DocLink, See Content Server DocLink

D

deadlines
workflow assignment 174
workflow process 172

deadlocks
definition 165
resolving 181

deleting
assets 88

dependencies
basic assets 154
flex assets 154
publishing 30

resolving 157
design assets 25
document asset

definition 24

editing
assets 74

e-mail notifications

deadlocks 165

delegated assignments 165, 180

workflow assignments 164
embedded links

inclusion 142, 143

internal 142

types 141

F
FCKEditor 77
Flash
composing content 85
flex assets
dependencies 154
description 26
forms
Abstain from voting 181
login 40

I
ImagePicker 79
In Segment

column 146

InSite Interface 114
accessing 115
editing assets 119
finishing workflow assignments 128
InSite URL of an asset 130
managing page content 121
searching for assets 127

K

keeping workflow assignments 178

L

locale
setting 104

M
master asset
changing 112
Microsoft Word
See also Content Server Desktop
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sharing assets 145
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revision history 192, 195
revision tracking
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check out 32, 190, 193
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revision history 192, 195
rollback 32, 192, 196
rolling back assets 196
show versions 195

undo checkout 32, 190, 194
undoing checkout 194
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workflow 163

rollback 192, 196

sample workflow 154, 166
searching for assets 94
selecting

siteon login 42

sharing

assets 145

sites

selecting on login 42

states

sample workflow 166
workflow 163

Status form 159
steps

sample workflow 166
workflow 163

structured content asset

definition 24

tags

adding assetsto 97
creating 97

deleting 99
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renaming 98

running 97
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translations

comparing 110
creating 105
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Content Server 7.0.3 Dash Interface User’s Guide

SOFTWARE

207



Index

U
undo checkout 190, 194
users

and roles 163

\%
voting
deadlocks 165
revoting to resolve deadlocks 181

w

Windows applications
creating assets 73
Word, See Microsoft Word, Content Server
Desktop
workflow
abstaining from voting 180
assigning assetsto 170

assignments 31, 164
completing assignments 176
definition 31

delegating assignments 178, 179
keeping assignments 178
overview 162

participants 163

permissions 28, 163

removing assets 182

resolving deadlocks 181
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sample 166
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setting participants 184
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