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CONTENT FoOLIOS

OVERVIEW

Content Folios provides a quick and effective way to assemble, track, and access logical
groupings of multiple content items from within the secure environment of Content
Server. For example, all items relevant to an upcoming brochure, such as images, logos,
legal disclosures, and ad copy, can be assembled and downloaded to be sent for print. Or
perhaps a new project requires a virtual place to assemble all relevant content items in a
particular hierarchy, whenever they are checked in, with restricted access to particular
areas of the hierarchy. Or a video may need to be associated and tracked with release
waivers and narration text. All this can be done with Content Folios.

This section contains the following topics:
+* About This Guide (page 1-2)

«» Audience (page 1-2)

+» Conventions (page 1-2)

« About Content Folios (page 1-3)
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ABOUT THIS GUIDE

This guide describes the purpose of Oracle Content Folios and how to use them. It lists
pages and functions added to Content Server interface, and details each added function
and each item on the new pages. Additionally, it gives examples of ways in which Folios
can be used.

AUDIENCE

This guide is meant for all users of Content Server on which Content Folios is installed.
Consumers of content may search for and view folios, but not edit them. Content
contributors may edit folio structure and content within the nodes and slots to which they
have security access.

CONVENTIONS

The following conventions are used throughout this guide:

¢+ The notation <[Install Dir>/1s used to refer to the location on your system where
the content server instance is installed.

¢ Forward slashes (/) are used to separate the directory levels in a path name.
A forward slash will always appear after the end of a directory name.

¢ Notes, technical tips, important notices, and cautions use these conventions:

Symbols Description

This is a note. It is used to bring special attention to information.

This is a technical tip. It is used to identify information that can be used
to make your tasks easier.

This is an important notice. It is used to identify a required step or
required information.

This is a caution. It is used to identify information that might cause loss

QD @ W

of data or serious system problems.
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SUPPORT

The Oracle family of products is backed by a full range of support options to meet every
business need. The support website can be found at http://metalink.oracle.com. Before
contacting support, refer to the Content Server Troubleshooting Guide for detailed
information.

The service philosophy is to keep your Oracle environment fully operational by providing
the best information and solutions available. The Oracle product support team consists of
highly trained product engineers who excel at resolving complex technical issues.

@ Important: The support options that are available for specific systems may vary,
depending on the applicable service and maintenance agreements. Please refer to your
contract for the support details for your Oracle system.

ABOUT CONTENT FOLIOS

This section defines what a folio is and how it is used.
What is a Folio (page 1-3)
When to Use a Folio (page 1-6)

What is a Folio

Technically, a content folio is an XML file checked into Content Server that uses elements

to define a hierarchical structure of nodes, slots, and specified content items in Content
Server. In practice, a content folio is a logical grouping, or a framework in which content
stored in Content Server can be structured. Simple folios are a flat container, while
advanced folios can nest content in a hierarchy within folders. In an advanced folio, the
hierarchy may be established prior to assembling content items, or it may be created
during or subsequent to assembling the items. Existing folios can have content added to
them, or can be locked so that no changes can be made. Content items can be added to a
simple folio by searching Content Server, and to an advanced folio by checking new items
into the content server repository or by searching for content that has previously been
checked in, all through the folio interface. An advanced folio can even contain hyperlinks
to outside resources such as web sites or shared network drives.
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The Folio Structure

Within Content Server, a folio is displayed starting at the root, or top level. Each simple

folio contains content items displayed in a table similar to a standard search results page.
Content is added to a simple folio by searching through Content Server.

Each advanced folio can contain folders, called nodes, placeholders for content, called
slots, and content items, displayed by default in a hierarchical structure, similar to a
standard file system. Slots in an advanced folio are populated with content items by either
checking in a new item, or searching for an existing item in Content Server and inserting it

into the slot.

Figure 1-1

Simple Folio Structure
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Figure 1-2  Advanced Folio Structure
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When to Use a Folio

A folio should be used any time you want to create a logical grouping of content, or when
you want to provide a structure for other people to create a logical grouping of content.
This could be if content needs to be collected for a vendor, if content is associated with
one or more projects, or any other time multiple content items need to be grouped in a
hierarchy.

Structured Organization of Content

Folios can be used for organization. For example, a company has a consistent way of
giving sales presentations to prospective clients, with existing content items used in each
new presentation, along with new content specific to the prospective client. Each
presentation includes printed material with current background information on the
company, printed material of recent press coverage, a slide presentation pertinent to the
prospective client, and comments by members of several different departments. A folio
template is created that includes content items of the most recent background and press
coverage automatically, and has empty slots for the new slide presentation and new
comments from each department. When a presentation is being developed for a new client,
the selected template is used to create a folio that is routed in workflow. The background
information and press coverage reflects the most recent information automatically, and the
necessary people insert the required slide presentation and comments as it passes to them
in the workflow.

Managing Records and Reports

Folios are useful when a group of documents needs to be created and reviewed as part of
one or more workflow processes. For example, an agency generates intelligence reports on
various topics. Each report typically has many documents arranged in a particular
hierarchy, and every report has the same hierarchy. A system administrator creates a
template with nodes in the correct hierarchy. In the appropriate nodes of the hierarchy, he
clones required forms, inserts current versions of standard content items included in each
report, and creates slots where new content items need to be inserted, with labels for the
slots indicating what each is for.

When an agent begins a new report, the agent creates a new folio based on the template
created by the system administrator. Once certain crucial information is collected and
entered, additional information is contributed by other agents. Once all the required parts
of the report are contributed, meaning that all slots in the folio are filled, the folio is sent
through one or more workflow processes. The processes may involve further editing and
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analysis of the data. There may also be processes where one or more the documents
contained in the report need to be translated. The translated documents may be added as
part of the report if required, or a link could be inserted in the folio to the translations,
stored separately.

Security is maintained throughout the creation, review, and translation process based on
existing Content Server permissions, meaning that not all contents of the folio are visible
to all participants of the workflow. For example, certain employees with Secret clearance
will not see documents or nodes that require Top Secret clearance. In such cases, the
agents with Secret clearance also remain unaware of the existence of Top Secret items in
the folio. Employees who have Top Secret clearance will see all Top Secret and Secret
documents in the folio. At any stage in the creation or workflow process, an authorized
agent is able to easily collect all the items in the folio and download them as a compressed
file, or compile them as a single PDF file for easy printing.

Managing Digital Assets and Production

Often catalogs, technical manuals, and other collateral material require many separate files
that need to be managed, reviewed, and sent to a vendor for production. A folio is an ideal
way of organizing such content.

For example, a large retail chain produces advertising biweekly flyers distributed with
newspapers, quarterly catalogs distributed by mail, and an online web site. The three
products, flyer, catalog, and web site, share images and text. Each flyer has 8 pages of
products, the catalog has 120 pages, and the web site lists the entire inventory.

An advertising/marketing manager at the company begins a new flyer by selecting the
Flyer template from the folio template options, and begins a new catalog by selecting the
Catalog template.

The new flyer folio contains a slot for the design file, and 8 nodes representing each page.
Each node contains a sub-node for images and slots for ad copy. Depending on how the
template is set up, the slots could be blank or filled will cloned versions of the previous
flyer copy and images as a starting point.

The new catalog folio contains a slot for the catalog design file, a slot for discussion of the
catalog design, a node for global images, and 7 nodes representing each section of the
catalog. Each section node has a slot for the section design file, a sub-node for images, and
another sub-node for ad copy.

The folios are sent into workflow to others who create content for the empty slots or
modify the existing content. As items are checked into Content Server, a single item can
be added to each of the folios. When all items are checked in to a folio, the folio is
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continues on in the workflow to the layout designers, who create the flyer and catalog
designs. Once each folio is done, it is locked and future flyers and catalogs may be started
by copying these or beginning fresh using the appropriate template.

Custom Uses

The above examples are only a few ways in which Oracle Content Folios can be used.
Additional uses depend on your business needs. If you would like help implementing
Content Folios within your organization, contact Oracle Consulting Services.
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OVERVIEW

Like any other item in Content Server, folios are created and checked in. Associated
metadata can be searched for and reviewed. Revisions can be tracked by making snapshots
of a folio, and folios can be locked or unlocked to control whether changes can be made.

This section covers the following topics:

« Creating a Simple Folio (page 2-2)

+¢ Creating an Advanced Folio (page 2-3)

+ Modifying Folio Structure and Content (page 2-3)
¢ Taking Snapshots (page 2-12)

+ Locking and Unlocking Folios (page 2-12)
+ Downloading Folio Renditions (page 2-13)
« Finding Existing Folios (page 2-13)

¢ Viewing Folios (page 2-14)

«» Viewing Folio Information (page 2-14)

¢ Subscribing to Folios (page 2-14)

+ Using Content Baskets (page 2-15)

+¢ Understanding Folio Workflows (page 2-17)

Content Folios User Guide 2-1
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CREATING A SIMPLE FoLIO

2-2

A simple folio creates a flat folio with no additional hierarchy. The content of a simple
folio is displayed in a table, similar to a search results page. A simple folio can be
converted to an advanced folio later if additional structure is required, however an
advanced folio cannot be converted to a simple folio.

Note: Although a simple folio displays content in a manner similar to a standard Content
Server search results page, there is an important difference. A standard search results page
displays content information from a content item’s metadata. The Edit Simple Folio Page
(page 3-4) displays element information from the XML file stored in Content Server that
defines the folio. This element information is unique to the folio, and can be changed in
the folio without affecting the content item’s metadata. For more information, see the
section on the Element Info Tray (page 3-10) of an advanced folio, and the section
Updating Simple Folio Element Information (page 2-5).

To create a simple folio once you have logged in to Content Server, do these steps:
1. Open the Content Management tray in the tray area.
Click New Folio. The Pick Folio Type Page is displayed.

Accept the default Simple Folio.

Eal

Click Load folio. The Edit Simple Folio Page is displayed.

5. Select Save folio from the Actions menu. The Set Folio Profile Page is displayed.

Important: You must save the folio before navigating away from it. Saving the folio
checks the folio into Content Server. If you do not save the folio, it and any changes to it
will be lost.

6. Choose the profile to be used with the folio, if any, and click Next. The Folio Check In
Page is displayed.

7. Enter the required information and click Check in. The Folio Check In Confirmation
Page is displayed.

8. Select how to proceed and click Finish. Options are:
* Continue editing the folio to add content. The Edit Folio Page is displayed.

¢ View content information for the folio. The Content Server content information
page for the folio is displayed.

*  View the folio. The View Folio Page is displayed.

Content Folios User Guide
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CREATING AN ADVANCED FOLIO

An advanced folio is a folio that allows for a hierarchical structure. The structure may be
predefined in a template by the system administrator, or if no template is associated, it
may be modified dynamically as the folio is created and edited. The structure of a
template-based folio may or may not be modified later, depending on the template.

To create an advanced folio once you have logged in to Content Server, do these steps:
1. Open the Content Management tray in the tray area.
Click New Folio. The Pick Folio Type Page is displayed.

Select Advanced Folio and select a template if needed.

S

Click Load folio. If a content item associated with a selected folio template is set to be
cloned, then you are prompted to first check in the folio, and the Set Folio Profile Page
is displayed, and you skip to step 6. If not, The Edit Folio Page is displayed.

5. Select Save folio from the Actions menu. The Set Folio Profile Page is displayed.

@ Important: You must save the folio on the Edit Folio page before navigating away from
it. Saving the folio checks the folio into Content Server. If you do not save the folio, it and
any changes to it will be lost.

6. Choose the profile to be used with the folio, if any, and click Next. The Folio Check In
Page is displayed.

7. Enter the required information and click Check in. The Folio Check In Confirmation
Page is displayed.
8. Select how to proceed and click Finish. Options are:

*  Continue editing the folio to add structure or content. The Edit Folio Page is
displayed.

*  View content information for the folio. The Content Server content information
page for the folio is displayed.

e View the folio. The View Folio Page is displayed.

MODIFYING FOLIO STRUCTURE AND CONTENT

Simple folios have a flat structure displayed as a table. The order of the content is
displayed in the table and can be changed using the Edit Simple Folio Page. Content can
be added or deleted, but simple folios do not have a hierarchical structure. Structure can be
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added to a simple folio by converting it to an advanced folio, but once done, it cannot be
converted back to a simple folio.

Advanced folios have a hierarchical structure. If a predefined template was selected when
the folio was created, the folio may or may not be modified, depending on the properties
set when the template was created by the system administrator. If no template was selected
when the folio was created, the folio has a single, root node. Structure can be defined and
modified later. Nodes, slots, and content items can be added, deleted, modified and moved
within an advanced folio’s structure, and the associated properties set using the Edit Folio
Page.

This section covers the following topics:

« Editing a Simple Folio (page 2-4)
+« Editing an Advanced Folio (page 2-6)

Editing a Simple Folio

Simple folios have a flat structure. Items can be added, deleted, or reordered within a
simple folio. Unlike advanced folios, items added to a simple folio must already be
checked in to Content Server.

Adding Items to a Simple Folio

Items can be added to a simple folio using the Edit Simple Folio Page (page 3-4). To add
content to a simple folio, do these steps:

1. On the Edit Simple Folio Page, click the Add icon [g, in the table heading above the
thumbnail column. A search profile page is displayed.

2. Select a search profile, if necessary, and click Next. The appropriate Content Server
search form is displayed.

3. Enter your search criteria and click Search. A search results page is displayed.

4. Select the item or items you want to add to the simple folio and click Next. The
selected items are added to the content listed in the simple folio.

5. Select Save changes from the Actions menu to save the content to the folio.

Important: You must save the folio before navigating away from it. If you do not save the
folio, any changes to it will be lost.
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Deleting Items from a Simple Folio

Items can be deleted from a simple folio using the Edit Simple Folio Page (page 3-4). To
delete content from a simple folio, do these steps:

1. Select the item to be removed from the folio on the Edit Simple Folio Page by clicking
once on the row of the item to be deleted. The row is highlighted.

@ Tech Tip: Multiple sequential items can be selected by holding the shift key down while
clicking the first and last items to be selected. Multiple non-sequential items can be
selected by holding the control key down while clicking each item to be selected.

2. Click the Delete icon [g in the table heading above the thumbnail column. The item
or items are removed from the displayed list of items in the folio.
3. Select Save changes from the Actions menu to save the content to the folio.

® Important: You must save the folio before navigating away from it. If you do not save the
folio, any changes to it will be lost.

Reordering Items in a Simple Folio
To reorder items in a simple folio, do these steps:

1. click and hold on the row you want to move and drag it to the new position, then
release.

2. Select Save changes from the Actions menu to save the content to the folio.

Updating Simple Folio Element Information

Although a simple folio creates a flat folio with no additional hierarchy, the content of a
simple folio is associated with the folio using elements in an XML file stored in Content
Server. It is the element information articulated in the XML file defining the folio that is
displayed in the table of the Edit Simple Folio Page (page 3-4). This element information
is unique to the folio and can be changed in the folio without affecting the content item’s
metadata, or the information in any other folio with which a content item may be
associated.

To update the element information in a simple folio, do these steps:

1. On the Edit Simple Folio Page, double-click the information you want to update. An
editable text field is displayed above the information. By default, only the name and
description can be updated.
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2. Modify the information and press the Enter key, or click anywhere outside of the text
field. The changes are applied.

3. Select Save changes from the page Actions menu. The element information is
updated.

Editing an Advanced Folio

An advanced folio is a folio that allows for a hierarchical structure. Like a simple folio,
items can be added, deleted, or reordered within an advanced folio. Unlike simple folios,
items can be nested in folders (nodes), empty slots can be created as placeholders for
content items, and items can be added to an advanced folio by searching Content Server
for existing content, or by checking in new content through the folio interface.

The structure and content associated with an advanced folio is defined using elements in
an XML file stored in Content Server. It is the element information articulated in the XML
file defining the folio that is displayed in the Element Info Tray (page 3-10) area of the
Edit Folio Page (page 3-7). This element information is unique to the folio and can be
changed in the folio without affecting the content item’s metadata, or the information in
any other folio with which a content item may be associated.

Note: The structure of an advanced folio may be predefined in a template by the system
administrator. The structure of a template-based folio may or may not be modified later,
depending on the template.

Adding and Organizing Nodes and Slots

Nodes and slots can be added to, moved within, and removed from folios using the Edit
Folio Page (page 3-7). Working with the folio hierarchy and organizing items within it is
similar to working with folders and files in other environments, such as a computer file
system. For example, you can drag-and-drop content items into a folder or slot from the
Source Items Tray (page 3-13), and drag-and-drop nodes, slots, and items within the folio
hierarchy area to reorganize them. Additionally, right-clicking on a node, slot, or item in
the folio hierarchy section displays a contextual menu with options for the selection
identical to those in the contextual menu (¥Z]) of the Element Info area.

To add nodes or slots to a folio, perform these steps:
1. Navigate to the Edit Folio Page of the folio to modify.

2. Select the node in which to add a new node or slot. This can be the root node (5), or
a node within another node.
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Right-click on the selected node or click the contextual menu icon (kZ]) in the
Element Info area to open an element contextual menu.

Select Create Node or Create Slot from the contextual menu. A new node or slot is
displayed.

Select Save changes from the Actions menu to save the changes to the folder
hierarchy.

@ Important: If you do not save changes before navigating away from the folio, any
changes will be lost.

Adding Content Iltems to An Advanced Folio

Content items are added to an advanced folio by using the Source Items tray on the Edit

Folio Page, the Element Info contextual menu, a search results page, or a content basket.

For example, content items are added to a folio by one of the following ways:

®
0.0

By using the Source Items area on the Edit Folio Page to search Content Server for
existing content, and then dragging the items into the folio hierarchy.
See Adding Items from the Source Items Area (page 2-8).

By displaying a content basket in the Source Items area on the Edit Folio Page, and
then dragging the items into the folio hierarchy.
See Adding Items from the Source Items Area (page 2-8).

By selecting Insert Item by Search from the Element Info contextual menu to search
for existing Content Server content and add it to the folio.
See Inserting an Existing Item Using a Contextual Menu (page 2-8).

By selecting Insert Item by Checkin from the Element Info contextual menu to check a
new content item into Content Server and add it to the folio.
See Inserting an New Item Using a Contextual Menu (page 2-9).

By using a search results page to add existing content to the Source Items area of a
new or existing advanced folio.
See Adding Items from a Search Results Page (page 2-10).

By publishing content gathered in a content basket to a new folio created during the
publishing process.
See Adding Items from a Content Basket (page 2-11).
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Adding Items from the Source Items Area

The Source Items area of an Edit Folio Page displays content already checked into Content
Server. The content may be collected in a content basket that is displayed in the Source
Items area, or collected using the Source Items area search feature. The source items
contextual menu lists each set of items that can be displayed in the Source Items area.

To add items to a folio using the Source Items area, perform these steps:
1. Navigate to the Edit Folio Page of the folio to which content is being added.

2. Select the content set containing the items to add from the Source Items area
contextual menu.

3. Select the appropriate item in the Source Items area, and drag it to the node or slot in
the folio to which to add the item.

4. Select Save changes from the Edit Folio Page Actions menu.
Important: If you do not save changes before navigating away from the folio, any

changes will be lost.

If no items have been collected into a content basket or into the Source Items area, you can
search for items using the Source Items area search function. To collect items into the
Source Items area using the search function, perform these steps:

1. Navigate to the Edit Folio Page of the folio to which content is being added.
Click Search in the Source Items area. The Search for Items page is displayed.

Select a profile to use for searching, if any, and click Next. A search form is displayed.

S

Choose the criteria appropriate to the item for which you are searching, and click
Search. The Content Listing page is displayed.

5. Select the items to collect by enabling the check box next to the item or items in the
search results, then click Next. The items are listed in the Source Items area.

6. Select Save changes from the Edit Folio Page Actions menu.

@ Note: Items cannot be selected across multiple pages of search results.

Inserting an Existing Iltem Using a Contextual Menu

Items that have already been checked into Content Server can be searched for and inserted
directly into a folio node or slot by using Insert Item by Search in the Element Info
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contextual menu. This contextual menu is also available by right-clicking the appropriate

node or slot.

To search for and insert a content item directly into a folio node or slot, perform these

steps:

1. Navigate to the Edit Folio Page of the folio to which content is being added.

2. Select the node or slot into which the content will go.

3. Open the Element Info contextual menu by either right-clicking on the node or slot, or
by clicking the contextual menu (KZ]) in the Element Info area. The Element Info
contextual menu is displayed.

4. Select Insert Item by Search. The Search for Item page is displayed.

5. Choose the criteria appropriate to the item for which you are searching, and click
Search. The Content Listing page is displayed.

6. Click Select next to the item to insert. The item is inserted into the folio.

7. Select Save changes from the Edit Folio Page Actions menu.

Inserting an New Item Using a Contextual Menu

New items that have not yet been checked into Content Server can be inserted directly into

a folio node or slot by using Insert Item by Check In in the Element Info contextual menu.

This contextual menu is also available by right-clicking the appropriate node or slot.

To check in a content item and insert it directly into a folio node or slot, perform these

steps:

1. Navigate to the Edit Folio Page of the folio to which content is being added.

2. Select the node or slot into which the content will go.

3. Open the Element Info contextual menu by either right-clicking on the node or slot, or
by clicking the contextual menu (kZ]) in the Element Info area. The Element Info
contextual menu is displayed.

4. Select Insert Item by Check In. The Item Check In page is displayed.

5. Fill in the appropriate criteria for the item you are checking in, and click Check In. A
check in confirmation page is displayed.

6. Click Add Item to Folio. The item is inserted into the folio.

7. Select Save changes from the Edit Folio Page Actions menu.
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Adding Items from a Search Results Page

You can add items from a search results page either directly to a new folio, or to the
Source Items area of an existing folio or new template-based folio. Once listed in the
Source Items area, content can be added to the folio by dragging it to the appropriate node
or slot. See Adding Items from the Source Items Area (page 2-8) for more information.

To add items to a new folio, perform these steps:

1. From a search results page, select content by enabling the check box next to the item
or items to be added to the folio.

2. Select Add items to folio from the table actions menu above the check boxes. The
Add Items To Folio page is displayed.

3. Ensure New folio is enabled and click Next. The Pick Folio Type page is displayed.
4. Select Simple Folio, or select Advanced Folio and choose an appropriate template, if
any.

»  Selecting Simple Folio inserts the selected content items in the root node of a flat,
single node folio. See Edit Simple Folio Page (page 3-4) for more information.

* Selecting Advanced Folio enables the Folio Template choice list, providing access
to folio templates with structure predefined by a system administrator. See Edit
Folio Page (page 3-7) for more information.

5. Click Load folio. If Simple Folio was selected in step 4, then the Edit Simple Folio
Page (page 3-4) is displayed with the selected elements listed. If Advanced Folio was
selected in step 4, then the Edit Folio Page is displayed with the selected content items
inserted into the root node of the advanced folio.

6. Select Save changes from the Edit Folio Page Actions menu.

Important: If you do not save changes before navigating away from the folio, any
changes will be lost.

To add items to an existing folio, perform these steps:

1. From a search results page, select content by enabling the check box next to the item
or items to be added to the folio.

2. Select Add items to folio from the table actions menu above the check boxes. The
Add Items To Folio page is displayed.

3. Enable Existing folio and click Next. The Select Folio Profile page is displayed.

4. Select the appropriate profile, if any, and click Next. The Search for Existing Folio
page is displayed.
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5. Choose the criteria appropriate to the folio for which you are searching, and click
Search. The Folio Listing page is displayed.

6. Click Select by the folio to which the content items are to be added. The Edit Folio
Page of the selected folio is displayed, with the content items listed in the Source
Items area. Once listed in the Source Items area, content can be added to the folio by
dragging it to the appropriate node or slot. See Adding Items from the Source Items
Area (page 2-8) for more information.

7. Select Save changes from the Edit Folio Page Actions menu.

Adding Items from a Content Basket

Content baskets are used to manage collected items. Items in content baskets are displayed
in the Source Items area of a folio when a content basket is selected from the Source Items
contextual menu (kZ]). Once displayed in the Source Items area, content in a content
basket can be added to the folio by dragging it to the appropriate node or slot. See Adding
Items from the Source Items Area (page 2-8) for more information.

Additionally, items in a content basket can be published to a new folio from the Content
Basket page. To publish content in a content basket, perform these steps:

1. Open My Baskets under the My Content Server tray and select the content basket
that contains the items to be published to a new folio. The content basket page for that
basket is displayed.

2. Select Publish to folio from the page Actions menu. The Edit Folio Page is displayed
with the published items inserted at the root level of a new folio.

3. Select Save folio from the Edit Folio Page Actions menu.
4. Continue with step 6 of the section Creating an Advanced Folio (page 2-3).

@ Important: If you do not save changes before navigating away from the folio, any
changes will be lost.

Updating Advanced Folio Element Information

The content of an advanced folio is associated with the folio using elements in an XML
file stored in Content Server. It is the element information articulated in the XML file
defining the folio that is displayed in the Element Info Tray (page 3-10). This element
information is unique to the folio and can be changed in the folio without affecting the
content item’s metadata, or the information in any other folio with which a content item
may be associated.
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To update the element information in an advanced folio, do these steps:

1. Select the node, slot, or item you want to update in the Folio Structure Tray of the Edit
Folio Page. The element information is displayed in the Element Info Tray.

2. Modify the information and press the Enter key, or click anywhere outside of the text
field. The changes are applied.

3. Select Save changes from the page Actions menu. The element information is
updated.

TAKING SNAPSHOTS

&P

A folio’s hierarchy is defined in an XML file checked into Content Server as a content
item. Like any content item in Content Server, a folio can have multiple revisions. Unlike
other content items, however, new revisions of a folio are created by taking a snapshot of
the folio using the Edit Folio Page Actions menu, rather than explicitly checking out the
content and checking in a new revision.

When a snapshot is taken, the current hierarchy is saved and duplicated as a new revision.
The new revision can continue to be edited. The previous revision maintains the folio
hierarchy at the point the snapshot was taken. Like any content item in Content Server,
revision history of the folio is accessed from the folio content information page.

To take a snapshot of a folio, do these steps:
1. Navigate to the Edit Folio Page of the folio.
2. Select Actions—Create snapshot. The Edit Folio page refreshes.

Tech Tip: You can verify that a new revision has been created by selecting Actions—
Content Item info from the Edit Folio Page and reviewing the revision history on the
Content Information page.

LOCKING AND UNLOCKING FOLIOS

2-12

Locking a folio takes a snapshot of a folio and locks it, preventing it from being edited.
Once a folio is locked, people who have rights to edit the folio are directed to the View
Folio page instead of the Edit Folio Page.To lock a folio, do these steps:

1. Navigate to the Edit Folio Page of the folio.

2. Select Actions—Lock folio. The View Folio page is displayed.
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If required, a locked folio can be unlocked for additional edits.Unlocking a folio
duplicates the locked folios hierarchy as a new revision available for editing.

To unlock a folio, do these steps:
1. Navigate to the View Folio Page of the folio.

2. Select Actions—Create editable revision. The Edit Folio page is displayed.

DOWNLOADING FOLIO RENDITIONS

Once content in Content Server is associated in a folio, renditions of the associated content
can be made. Renditions are defined and made available by your system administrator,
and can be in a variety of forms. For example, a zip rendition could be a single compressed
file containing all folio content to which you have access. Or a PDF rendition could
assemble all folio content to which you have access into a single PDF file suitable for
printing. Additional renditions can be defined to meet your organizations needs.

To download renditions of a folio, do these steps:
1. Navigate to the Edit Folio Page of the folio.

2. Select the rendition you require from the Renderers menu. A dialog box asking for
the download location is displayed.

® Important: A PDF rendition is only possible if the content associated with the folio has a
PDF web-viewable file. This means that either the associated content item is a PDF file, or
that you system administrator has set up PDF Converter to generate a PDF version. If the
folio is associated with items that do not have a PDF version as well as items that do, only

the items with PDF versions become part of the PDF rendition.

FINDING EXISTING FOLIOS

Because a folio is managed by Content Server as a single XML file, folios can be found by
searching Content Server in the same way you would find any content item. You can use
the search tray, the Advanced Search page, or the Quick Search field to search for folio
titles or other associated metadata. Only folios for which you have permissions are
displayed in the search results. A folio icon = is displayed in the Actions column of the
search results field. Clicking the icon displays the folio. If you can edit the folio, the Edit
Folio Page is displayed, otherwise, the View Folio Page is displayed.
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VIEWING FoOLIOS

Folios can be viewed in the following ways:

¢ Using the Edit Folio Page, which displays the folio hierarchy and allows the folio to
be edited, provided you have the rights to do so

¢ Using the View Folio Page, which by default shows the folio hierarchy but cannot be
edited. Additional views can be defined by your system administrator, and may not
resemble the default folder hierarchy view.

% Viewing the native XML file (file extension .xcsr ) from a content information page
link.

VIEWING FOLIO INFORMATION

Folio information, including revision history, is displayed on the content information page
of the XML file checked into Content Server. It is accessed by clicking the information
icon ((i)) next to a folio in the Actions column on a search results page, or by selecting
Content Item info from the Actions menu on the Edit Simple Folio Page (page 3-4), Edit
Folio Page (page 3-7), or View Folio Page (page 3-18).

SUBSCRIBING TO FOLIOS

You can subscribe to simple and advanced folios like any other item in Content Server.
Because changes can be made to folios and folio items without causing a new revision to
the folio, however, you can choose the types of changes that cause you to be notified using
the Subscribe to <folio_name> page (page 3-23).

To subscribe to changes made to a folio or folio items, do these steps:

1. Select Subscribe from the Content Actions menu on the content information page of
the folio to which you want to subscribe. The Subscribe to <folio_name> page
(page 3-23) is displayed.

2. Select one or more of the actions for which to be notified by enabling the check box:
e Child update—This will notify on any change to content linked to by this folio
e Add—This will notify when anything is added to this folio
*  Modify—This will notify when attributes are modified in this folio
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e Delete—This will notify when anything is deleted from this folio

3. Click Subscribe. The standard Content Server content information page for the folio
is displayed.

USING CONTENT BASKETS

Content baskets are a useful way to collect items checked into Content Server. Content is
added to a content basket from the search results page. Once collected in a content basket,
items can be published to new folios or easily accessed from within existing folios in the
Source Items Tray (page 3-13) of the Edit Folio Page (page 3-7). Multiple baskets can be
created using the Manage Content Baskets Page (page 3-19) to help organize content by
project, author, date, type, or any other way that you find useful.

@ Note: Content added to content baskets still resides in the Content Server repository. It
does not change physical locations. Instead, the metadata for items in a content basket is
updated to reflect the basket or baskets to which a content item is added. Clicking on a
content basket link executes a search for the metadata reflecting that content basket, and
returns a search result page listing the content items. This allows content to be collected in
more than one basket.

Managing Content Baskets

Content baskets are created and deleted using the Manage Content Baskets Page. Multiple
baskets can be created, but only one basket can be active at a time. Only the active basket
can have content added to it.

To create a content basket, do these steps:

1. Click My Baskets under the My Content Server tray. The Manage content baskets
page is displayed.

2. Click Append basket. A new field is displayed on the page.
3. Enter a name for the basket in the new field.

4. Enable Active next to the new basket to make it the active basket if desired, otherwise
leave disabled. Only the active basket can have content added to it.

5. Click Update. The new basket is displayed under My Baskets in the My Content
Server tray.

To delete a content basket, do these steps:
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1. Click My Baskets under the My Content Server tray. The Manage content baskets
page is displayed.

2. Enable Delete next to the basket to delete and click Update. The basket is removed
from the Manage content baskets page and from under My Baskets in the My Content
Server tray.

Working With Content Baskets

Multiple content baskets can be created to help organize collected content. Only the active
basket can have content added to it. Content is added to the active basket from a search
results page. Content can be moved between baskets, copied into another basket, or
reordered within a basket.

Setting the Active Basket

To make a basket active, do these steps:
1. Click My Baskets under the My Content Server tray. The Manage content baskets
page is displayed.

2. Enable Active next to the desired basket and click Update. The basket icon changes
(%) and Active is displayed next to the newly active basket under My Baskets in the
My Content Server tray.

To add content to the active basket, do these steps:

1. From a search results page, select content by enabling the check box next to the item
or items to be added to the active basket.

2. Select Add to active basket from the table actions menu above the check boxes. The
Home page is displayed.

3. You can verify that the content is added to the active basket by opening My Baskets in
the My Content Server tray and clicking the active basket icon (). The active
basket page is displayed.

Moving and Copying Content Items

If you inadvertently add content to the wrong basket and want to move it, or if you want to
reorganize your content into different baskets, you can do so. Also, you can copy content
in one basket into another basket, so that it is displayed in both. To move or copy content
from one basket to another, do these steps:
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1. Open My Baskets in the My Content Server tray and click the basket link of the
basket from which you want to move or copy content.

2. Select content to move or copy by enabling the check box next to the item or items.

3. Using the table Actions menu, select Actions—Move selected items to move content,
or Actions—Copy selected items to copy content. The Move Basket Items page or
Copy Basket Items page is displayed.

4. Click the basket to which the items are to be moved or copied. The Home page is
displayed.

Removing Content Iltems

Items can be removed from any content basket. To remove content from a basket, do these
steps:

1. Open My Baskets in the My Content Server tray and click the basket link of the
basket from which you want to remove content.

2. Select content to remove by enabling the check box next to the item or items.

3. Using the table Actions menu, select Actions—Remove selected items. The Home
page is displayed.

UNDERSTANDING FOLIO WORKFLOWS

When working with folios in a workflow, it is important to remember that technically a
folio is an XML file checked into Content Server that lists associated content in a
meaningful way. When a folio is routed in a workflow, it is the XML file that is being
routed, so it is the structure of the folio that is being reviewed and edited, not the content
items associated with the folio. They are not routed.

Think of the folio as a list of items. When a folio is routed in a workflow, you are being
asked to review the list of items, and possibly update, add to, or rearrange them. Looking
at the example used in the section Structured Organization of Content (page 1-6), a
company used a template to create a folio to include information for a sales presentation.
The new folio already has the latest press releases and company background associated
with it automatically, based on the template, and empty slots for slide presentations from
several departments pertinent to the prospective client.

In this case, when the folio gets routed through a workflow, the appropriate people are
being asked to create slide presentations and insert them into the appropriate slots on the
folio. The slide presentations they work on can go through any number of separate
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workflows and be checked in and out of Content Server any number of times, but the folio
won’t move on in the workflow until content is associated with the specified empty slots.
Once that is done and the folio moves out of workflow, the folio is associated with the
latest revisions of the content items listed in the folio, until a snapshot of the folio is taken
or the folio is locked.
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OVERVIEW

This section covers the following pages and contextual menus added to Content Server
when Folios is installed.

+ My Content Server Tray: My Baskets (page 3-2)
+ Content Management Tray: New Folio (page 3-3)
«» Pick Folio Type Page (page 3-3)

«» Edit Simple Folio Page (page 3-4)

+« Edit Folio Page (page 3-7)

¢+ Set Folio Profile Page (page 3-16)

+ Folio Check In Page (page 3-16)

¢ Folio Check In Confirmation Page (page 3-17)
«» View Folio Page (page 3-18)

*¢ Manage Content Baskets Page (page 3-19)

< Move/Copy Basket Items Page (page 3-21)
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MY CONTENT SERVER TRAY: MY BASKETS

=My Content Server

EH_ g My URLs

g My Saved Queries

-] My Profile

|§| Felye arkFlaw Bssignments
|§| My Subscripkions

-[& my Checked-0ut Content
|§| My Search Result Templakes
= My Baskets

- Fluid Basket (Active)
-5 My Folios

-~ Collect Ttems

~{fp Staging Basket

{59 Fluid Basket

-[E] Manage baskets

Content Baskets are created by you and used as an unstructured place to collect content
you want to access quickly. They are similar to Saved Queries, in that they display a
search results page listing content associated with the basket. They differ from Saved
Queries in that the only defining criteria for the search is whether or not you have
specifically added a content item to a basket.

Content baskets are displayed under the My Baskets folder on the My Content Server tray,
and also under the Source Items Tray (page 3-13) of the Edit Folio Page (page 3-7).
Clicking My Baskets or Manage baskets displays the Manage Content Baskets Page
(page 3-19), where baskets can be added, modified, deleted, or made active.
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CONTENT MANAGEMENT TRAY: NEW FOLIO

[ Content Management:

& checked-out Content

-[& work In Progress

-[& active workflows

-[E Expired Content

|§| Registered Publisher Projects

- ey FDIiE

New folios are created using the New Folio link on the Content Management tray.
Clicking New Folio displays the Manage Content Baskets Page (page 3-19).

Pick FoLIio TYPE PAGE

Pick Folio Type

& gimple Faliois a flak, unstroctured conkainer For
collecting conkent ikems, The Advanced Folio option
provides additional Functionality and allows the collection
space to be organized into a folder-like hierarchy, The
struckure of an Advanced Folio can be user-defined, or
based upon a pre-defined template.

Load Folio
{#) Simple Folio

"y Advanced Folio

The Pick Folio Type page is accessed by clicking New Folio in the Content Management
tray. It is used to choose the type of folio to create.

Form Element Description

Load Folio Displays the Edit Simple Folio Page (page 3-4) or Edit Folio
Page (page 3-7) for the type of folio selected.
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Form Element Description

Simple Folio A simple folio is a folio with no structure established. Items in a
simple folio are displayed as a table on the Edit Simple Folio
Page (page 3-4), and can be reordered in the table, but not
nested in a hierarchy unless the simple folio is converted to an
advanced folio. If a simple folio is converted to an advanced
folio, it cannot be converted back to a simple folio.

Advanced Folio An advanced folio has structure. The structure can be
predefined by the system administrator in a template selected
by the user. The structure of a template-based folio may or may
not be modified later, depending on the template. If no template
is selected, then the folio is created with no structure
established. When this option is selected, a folio is begun with a
root level node only, and the structure can be modified later. An
advanced folio cannot be converted to a simple folio.

Folio Template Lists the templates available on which the new folio is based.

EDIT SIMPLE FOLIO PAGE

Edit Simple Folio

[W Unsaved Changes ~ fckions | ~ Renderers H
== simple Simon RFP Info Save changes {P_n;
Create snapshot
Folio Elements Convert ko Advanced Folio
[E [k Lock Folio
Marne Ciescripkion Creaked Modif “hange to display view
Content Ikemn Info

&d photo 1 | Boat in stormy seas. | 9/19/2007 10492007 | (5)C5003_000003

Fluid schemat
Schernatic % 942072007 10/9/2007 (§)CS003_000002

diagram

The Edit Simple Folio page displays the element info of content associated with a simple
folio in a table. Although a simple folio displays content in a manner similar to a standard
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Content Server search results page, there is an important difference. A standard search
results page displays content information from a content item’s metadata. The Edit Simple
Folio page displays element information from the XML file stored in Content Server that
defines the folio. This element information is unique to the folio, and can be changed in
the folio without affecting the content item’s metadata.

Item

Description

Changes Notification

Displays the status of any changes made to the folio.

Figure 3-1 Unsaved Changes and Changes Saved graphic

[W Unsaved Changes l [@ Changes Saved ]

Actions menu

See Actions Menu (page 3-14)

Renderers menu

Renderers Menu (page 3-15)

Add icon

Displays a search from for finding items within Content Server
to add to the folio.

Delete icon

Deletes the selected item from the folio. Items are selected by
clicking the item row.

Thumbnail column

Displays a small image of the item if your system administrator
has set up Content Server to create thumbnails. If thumbnails
are not set up, an icon associated with the item type is
displayed. Clicking the thumbnail displays the Content Server
content information page.

Name

Displays the text entered into the name element of the folio
XML file. When a content item is first added to a simple folio,
the name element is populated with the content item title
metadata from Content Server. After it is associated with a
folio, the name element information can be edited
independently for each folio with which a content item is
associated. For more information, see Updating Simple Folio
Element Information (page 2-5).
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Item

Description

Description

Displays the text entered into the description element of the
folio XML file. When a content item is first added to a simple
folio, the description element is blank. After it is associated
with a folio, the description element information can be edited
independently for each folio with which a content item is
associated. For more information, see Updating Simple Folio
Element Information (page 2-5).

Created

Displays the text entered into the creation date element of the
folio XML file. When a content item is first added to a simple
folio, the creation date element is populated with the creation
date from the content item metadata from Content Server.

Modified

Displays the text entered into the modification date element of
the folio XML file. When a content item is first added to a
simple folio, the modification date element is populated with
the current date. The modification date is updated each time the
element information is updated. For example, if you edit the
description text of an item in the simple folio, the modification
date for that item changes. The modification date does not
change if changes are made to the content item metadata in
Content Server.

Content Item

Displays the Content ID of the associated item and the
information icon. Clicking the Content ID displays the web-
viewable of a content item. Clicking the information icon
displays the standard Content Server content information page
for the item.
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Edit Folio

[w Unsaved Changes

# Fluid Dynamics
= E Folio Root

D Agenda

= Fluid Information
D Fluid Schematic
D Meeting Minutes
= Compliance Documentation

E Test Plans

D Process Merkinn
Inzert Selected tem

Insert tem by Search
Insert tem by Checkin
Remowve CDI‘ITEI‘IT{EIJ’H
Insert Hyperte:xt

Create Mode
Create ot

Cut
Copry
Paste
Delete

5 h
EIElenment Info S

Create snapsh
D Process Meeting | —eal folio

Change to display view

Conkent I0: <500 Content Ikem Info

~ Ackions | w Renderers _]

Author: sysadmin

Wigw Content Info
Mative File

web Viewable Rendition

-
Marne:

Frocess Meeting

Description:
undefined ot

Conkent id:

Ca003_00001z2
Create date:

Thu Sep 27 11:25:20 CDT 2007
Last modified:

Thu Sep 27 11:25:20 CDT 2007
Aktribukes:

Allow empty: TRIJE
Lock content: FALSE
Moveable: TRIIE
Removable: TRIJE
Allow external; TRIE
Reestrict formats:
Allow Folio: TRIJE
onkent profile:

w
= It =
puree Tems Collect tems
Fluid Baske| Fluid Basket
(i) Fluid Development Proje My Falios

Clicking the content ID or the folio icon in the Actions column of a search result displays
the Edit Folio page. From the Edit Folio page, you can add nodes, slots, and items to the
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folio, find information regarding the folio and its contents, lock or take a snapshot of a
folio, and view or render the folio. The left side of the Edit Folio page displays the folio
structure. The right side of the Folio is a series of trays, similar to the left area of Content
Server. Clicking the heading of a tray expands or collapses the tray. The main areas on the
Edit Folio page are:

+» Folio Structure Tray (page 3-8)
« Element Info Tray (page 3-10)
¢ Source Items Tray (page 3-13)
« Actions Menu (page 3-14)

+ Renderers Menu (page 3-15)

Folio Structure Tray

# Test Folio 1
[l E Falio Rioak

=l Mode 1
Inzert tem by Search
Inzert tem by Checkin
D Tkem 1 of Mode 1 Q[h_")
Inzert Hyperte:xt
= Mode 1a
Create Mode
Create Slot
Cut
=l Mode 2
Copy
= Mode 2a
Delete

The left side of the Edit Folio page is the folio structure section. It displays the nodes,
slots, and items that make up the folio hierarchy. Right-clicking within the folio structure
area displays a contextual menu for performing a variety of tasks, such as adding and
deleting nodes and slots, or inserting content items.

Folio Structure Contextual Menu

The following options are available in the folio structure section contextual menu.
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Item

Description

Insert Selected Source
Item

Inserts the item in the folio slot with the selected item from the
Source Items Tray (page 3-13). If the slot currently contains a
content item, the item is replaced with the source item.

Insert Item by Search

Displays a child window with a search form that searches
Content Server for a previously checked-in item, and adds it to
the folio in the selected node or slot. If the slot currently
contains a content item, the item is replaced with the found
content. Available in all contexts: Nodes, Slots, and Items.

Insert [tem by
Checkin

Displays a child window with a content check in form that
checks a new content item into Content Server and adds it to
the folio in the selected node or slot. If the slot currently
contains a content item, the content item is replaced with the
checked in content. Available in all contexts: Nodes, Slots, and
Items

Remove Content Item

Removes a content item from a slot. Note that this does not
delete the slot, but empties it, leaving the folio structure intact.
To delete a slot, you must select Delete from the contextual
menu. Available in Item context only.

Insert Hypertext Creates a new item in the folio structure that can establish a
hypertext link to the specified URL. Available in all contexts:
Nodes, Slots, and Items

Create Node Creates a new node or sub-node in the folio structure.

Create Slot

Creates an empty slot in the folio structure.

Cut Cuts an item, node, or slot from the folio structure for
placement elsewhere in the same folio. Available in all
contexts: Nodes, Slots, and Items

Copy Copies an item, node, or slot from the folio structure for

placement elsewhere in the same folio. Available in all
contexts: Nodes, Slots, and Items

Content Folios User Guide
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Item Description

Paste Pastes an item, node, or slot that was previously cut or copied
from the folio structure into another area of the same folio.
Available in all contexts: Nodes, Slots, and Items

Delete Deletes an item, node, or slot from the folio structure. Available

in all contexts: Nodes, Slots, and Items

Element Info Tray

—lElement Info

D Process Meeting

Conktent ID: CS003_000012
Aukhor: sysadmin
Wiy Conkent Info

Makive File

Weh Wiewable Rendition

Marne:
Process Mesting

Description:
undefined slat

Content id:
Z5003_0a0o1z2
Create date:

w

Thu Sep 27 11:25:20 CDT 2007

Last rmiodified:

Thu Sep 27 11:25:20 CDT 2007

Aktribukes:

Allow emply: TRLUE
Lock content; FALSE
Moveable: TRUE
Remowable: TRUE
Allow external: TRUE
Restrict formats:
Allow Folio: TRJE
Conkent profile:
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The first tray on the right side of the page is the element info tray. The element
information is what is articulated in the XML file checked into Content Server that defines
the folio. When a node, slot, or item is selected in the folio structure section of the page,
information about what is selected is displayed in the element info section, where it can be
modified. Modified information is written back to the XML file checked into Content
Server.

@ Important: The element information is unique to the folio, and not to the content item
associated with the folio. A single content item may be associated with several different
folios, and the element information about that item may be different in each folio. It is
important to remember that if you change the element information in one folio, it does not
change in another folio.

The type of information displayed by default on all elements includes name, description,
and attributes. Slots and Content items also display the content ids of the items, as well as
their creation date and last modification date. Hyperlinks display the URL of the link.

Information Description

Title The title of the item in Content Server.

Content ID The content ID of the item in Content Server.

Author The name of the person who last checked the item into Content
Server.

View Content Info Clicking this link opens the content information page for the

item in a separate window.

Native File Clicking this link downloads the native file from Content
Server.

Web Viewable Clicking this link opens the web-viewable file for the item in a

Rendition separate window.

Name The name given the element, as displayed in the folio
hierarchy.

Displayed for all elements.
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Information

Description

Description

A description of the element to help identify its intended use.
For example, a slot named Field Report could have a
description of Information gathered at the scene by first
responders.

Displayed for all elements.

Attributes

Allowable uses and limitations of an element. Attributes are
identical for slots and items, but differ for nodes.

Default attributes for slots and items:

s Allow empty—The slot can be empty.

¢ Lock content—Items cannot be deleted from the slot.
+ Removable—The slot can be deleted.

s Allow external—An external link can be specified for the
slot.

¢ Restrict formats—Specifies what content item formats are
allowed to populate the slot.

s Allow folio—Specifies whether or not a folio can populate
the slot.

+» Content profile—Specifies the content profile used when
adding an item by search or check in.

Default attributes for nodes:
** Removable—The node can be deleted.
+* Children moveable—Subnodes can be moved.

<+ Allow item creation—An item can be created within the
node.

% Allow node creation—Subnodes can be created within the
node.

«* Maximum Items—The total number of items that can be
created within the node.

%  Maximum Nodes—The total number of nodes that can be
created within the node.

s Content Profile—Specifies the content profile used when
adding an item by search or check in.
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Information Description

Content ID The unique identifier of a content item used by Content Server.

Displayed for items and slots. Slots display this attribute as
blank.

Create Date The date a content item was created.

Displayed for items and slots.

. The date changes were last made to the content item.
last modified ) ]
Displayed for items and slots.

The URL of the hyperlink.
Displayed for hyperlinks only.

link

Source Iltems Tray

i

—|Source Items Callect hems

Fluid Baske| Fluid Basket

(i) Fluid Development Proje My Falios

The Source Items tray provides the ability to collect items checked into Content Server for
use in the folio. The default allows you to search Content Server and display a listing of
search results in the tray, from which you can select items to insert into the folio. This is
useful if you have multiple items from a search result that you want included in your folio.

Additionally, the selection menu (¥Z]) in the Source Items tray heading allows you to
choose a content basket to display in the tray. This is useful if you have previously
collected items in a content basket, and now want to add them to a folio.
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Actions Menu

| ~ Ackions | ~ Renderers

Save changes @

Create snapshiok

Lock Falio

Change to display view
Conkent Ikem Info

Bl

The Actions menu on the Edit Folio Page (page 3-7) allows you to access and control the

folio versions checked into Content Server.

Item

Description

Save Changes

Saves the folio and any changes to the folio. When saving a
folio for the first time, the Set Folio Profile Page (page 3-16) is
displayed to initiate checking the folio in to Content Server.
When saving subsequent changes, the graphic under the page
title changes from Unsaved Changes to Changes Saved.

Figure 3-2 Unsaved Changes and Changes Saved graphic

[W Unsaved Changes l [@ Changes Saved

Note that saving a folio does not update the revision of the folio
in Content Server. The revision of a folio is not updated until a
snapshot of a folio is made, or until a locked folio is unlocked
for additional editing.

Create snapshot

Creates a new revision of the folio in Content Server. When a
snapshot is created, the folio hierarchy displayed in the Folio

Structure Tray (page 3-8) is collapsed, but editing of the folio
can continue.

Lock folio

Locks a folio at the latest released revision, preventing further
updates unless unlocked. When a folio is locked, the display
changes to the View Folio Page (page 3-18).

3-14
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Item

Description

Create editable

Creates a new, unlocked revision of a locked folio. This option

revision is displayed only on the View Folio Page (page 3-18) of a
locked folio.

Change to display Displays the View Folio Page (page 3-18).

view

Content Item Info

Displays the standard Content Server content information page
for the folio.

Renderers Menu

~ Renderers |

Cowenload zip renditio
Dovnload PDF renditi

Dawwnload ¥ML rendition

The Renderers menu on the Edit Folio Page (page 3-7) allows you to download folio
content items in a variety of formats.

Item Description

Download zip Downloads a compressed (.zip) file of all folio content for

rendition distribution. For example, a folio of catalog art, text, and
instructions can be compressed and downloaded into a single
.zip file to give to the print vendor.

Download PDF Downloads all folio content that has a PDF version available,

rendition consolidated into one printable portable document format
(PDF).

Download XML Downloads an XML file articulating the folio hierarchy.

rendition

See Downloading Folio Renditions (page 2-13) for more information.

Content Folios User Guide

3-156



Content Folio Pages

SET FoLIO PROFILE PAGE

Set Folio Profile

Select a content profile ko be applied ko the new
folio, or leave sek ko ‘none’ to check in without a
prafile,

Profile: | Hone b

The Set Folio Profile page is accessed when you first select Save folio from the Actions
menu of either the Edit Simple Folio Page (page 3-4) or Edit Folio Page (page 3-7). It
allows you to select a Content Server profile for the folio if your system administrator has
created any. For more information on profiles, see the section on content profiles in the
Content Server User Guide.

FoLIO CHECK IN PAGE

Folio Check In

=& the Form below to check the Folio inko the Conkent Server,

[:: Back] [Check in :=-]

Type ADACCT - Acme Adccounting Department hd
Title

Author syzadmin sypzadmmin |
Security Group | EMG ko
Content ID

Revision 1
Camments

Release Date (104807 544 AM

Expiration Date

E
E
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The Folio Check In page is accessed by clicking Next on the Set Folio Profile Page
(page 3-16). It displays a modified Content Server check in form that allows you to
specify metadata for the folio. For more information on the metadata field options on the
check in form, see the Content Server User Guide.

FoLIO CHECK IN CONFIRMATION PAGE

Folio Check In Confirmation

below and click. Finish,

Title: Benefits
Title: sysadmin

O view the folio

The Follawing Folio has been successfully checked
inko Content Server, Select a navigation opkian

Content ID: CS003_000019

® Continue editing the Falio

) view content information For the Folio

The Folio Check In Confirmation page is accessed by clicking Check in on the Folio
Check In Page (page 3-16). It confirms the folio has been successfully checked into
Content Server, and provides you with the following options of how to proceed when

clicking Finish:

Option

Description

Continue editing the
folio

Displays the Edit Simple Folio Page (page 3-4) or Edit Folio
Page (page 3-7) of the folio checked in.

View content
information for the
folio

Displays the standard Content Server content information page
for the folio.

View the folio

Displays the View Folio Page (page 3-18) for the folio.
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VIEW FoLIO PAGE

Yiew Folio

[ ~ Ackions | w Renderers
| Change ko edit view [
# Fluid Dynamics =IElemer Content Them Info
= E Falio Roak
D Agenda

Fluid Infarmation Conkent id:
= Compliance Documentation

Specification ApprovallEmply )

Content profile;

Clone ikem:
FaLsE

Create date:

Test Plans Thu Sep 27 11:08:42 CDT 2007

Last madified:

By default, the View Folio page is identical to the Edit Folio Page (page 3-7), displaying

the folio as a folder hierarchy with nodes, slots, and items. However, because the folio is

stored in Content Server as an XML file, your system administrator can create additional

folio views to display folio structure in a way more relevant to your business, and may set
a new default view. When displayed as a view, the folio cannot be edited.
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MANAGE CONTENT BASKETS PAGE

Manage content baskets

% Fluid Basket [oelete @ active
i My Folios Clpelete O active
% |Collect ltems Coelete O active
T |Staging Basket Coelete O active
“ Fluid Basket Coslete O active

Append bazket

| Update || Resst |

The Manage Content Baskets page is accessed by clicking My Baskets on the My Content
Server tray, or by clicking Manage Baskets under the My Baskets folder on the My
Content Server tray. The Manage Content Baskets page allows you to append, rename, or
delete a content basket, and to set which is the active basket.

CONTENT BASKET PAGE

%3 Fluid Basket

[ » Ackions "

| iy Save basket ordering
Move selected items Content 1D Title Native Fi| CPTY ':'EfSkE’t
Copy selected items Mak{e active '
Remave selected rems 5003 _000003 Ad phata 1 Juneady,j_Fublish ta falia p
Toggle row reorder

@ ] - 5003 _00000z Fluid Schematic Directions . bxt ':D

The Content Basket page is accessed by clicking a basket under the My Baskets folder on
the My Content Server tray. The Content Basket page is a search results listing showing all
items you have explicitly placed in this content basket.
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Item

Description

Thumbnail Column

Displays an icon of the item type, or a thumbnail of the content
item if your system administrator has set up Content Server to
create them.

Content ID Displays the content ID of the content item.

Title Displays the title of the content item.

Native File Displays the name of the native file of the content item.

Info Clicking the info icon displays the content information page of

a content item.

Table Actions Menu

The table actions menu lists actions that can be applied to any
selected item or items in the content basket.

“* Move selected items—Displays the Move/Copy Basket
Items Page (page 3-21), allowing you to select a different
basket in which to move the item.

< Copy selected items—Displays the Move/Copy Basket
Items Page (page 3-21), allowing you to select an
additional basket in which to copy the item.

X3

hS

Remove selected items—Removes selected items from the
content basket.

X3

%

Toggle row reorder—Displays up and down arrows £
that allow you to move rows within the basket to reorder
them. After reordering the rows, you must select Save
basket ordering from the page actions menu to preserve the
new order.
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Item Description

Page Actions Menu The page actions menu lists actions that can be applied to the
entire content basket.

®,

« Save basket ordering—Saves any changes made to row
order using the Toggle row reorder action from the Table
Actions menu.

X3

%

Empty basket—Removes all items from the content
basket.

X3

%

Make active—Makes the displayed basket the active
basket. Content items in Content Server can be added only
to the active basket.

< Publish to folio—When selected, all items in the content
basket with be added to a new advanced folio with a flat
hierarchy.

MOVE/CoPY BASKET ITEMS PAGE

Move Basket Items

Choose the basket wou want to move
the selected items inko

:}‘ My Folios
Collect Ttems
Staging Basket
7 Fluid Basket

DD e

The Move/Copy Basket Items page is accessed by selecting a content item or items in a
content basket from the Content Basket Page (page 3-19), and selecting either Move
selected items or Copy selected items from the table Actions menu. Click the basket on
the page to which you want to move the item or items.
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INSERT HYPERTEXT PAGE

Insert Hypertext

Label:

Enter alabel and HTML link to show up as anitem in the Faolio,

HTML Link:

The Insert Hypertext page is accessed by selecting Insert Hypertext from the Folio
Structure Contextual Menu (page 3-8) on the Edit Folio Page (page 3-7). It allows you to
add a label and hypertext link as a new item in the folio structure.

Item

Description

Label

A description or other identifier for the item.

HTML Link

The URL of the hypertext link. For example,
http://templates.company.com.

3-22
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SUBSCRIBE TO <FOLIO_NAME> PAGE

Subscribe to "y Simple Folio"

Subscribe to This Item

If wou want to receive an email notification each time a new revision of "My Simple
Folio™ becomes available, click the Subscribe link below,

[ Subscribe ]

Ackion Description
Child update This will nokify on amy change to conkent linked ko by this Falio, ]
add This will notify when anything is added to this folio, ]
Fodifsy This will notify when atkributes are modified in this Folio, [l
Delete This will nokify when arything is deleted From this Faolio, ]

The Subscribe to <folio_name> page is accessed by selecting Subscribe from the page
Actions menu of a Content Server content information page for a folio. Selecting the
desired actions from the list and clicking Subscribe notifies you when the actions have
occurred. For more information on subscriptions, see the Content Server User Guide.
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THIRD PARTY LICENSES

OVERVIEW

This appendix includes a description of the Third Party Licenses for all the third party
products included with this product.

*» Apache Software License (page 4-1)

¢ W3C® Software Notice and License (page 4-2)
% Zlib License (page 4-4)

¢ General BSD License (page 4-5)

+ General MIT License (page 4-5)

++ Unicode License (page 4-6)

*» Miscellaneous Attributions (page 4-7)

APACHE SOFTWARE LICENSE

* Copyright 1999-2004 The Apache Software Foundation.

* Licensed under the Apache License, Version 2.0 (the "License");
* you may not use this file except in compliance with the License.
* You may obtain a copy of the License at

* http://www.apache.org/licenses/LICENSE-2.0
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* Unless required by applicable law or agreed to in writing, software

* distributed under the License is distributed on an "AS IS" BASIS,

* WITHOUT WARRANTIES OR CONDITIONS OF ANY KIND, either express or implied.
* See the License for the specific language governing permissions and

* limitations under the License.

W3C® SOFTWARE NOTICE AND LICENSE

4-2

Copyright © 1994-2000 World Wide Web Consortium,
(Massachusetts Institute of Technology, Institut National de
Recherche en Informatique et en Automatique, Keio University).

All Rights Reserved. http://www.w3.o0rg/Consortium/Legal/

This W3C work (including software, documents, or other related items) is
being provided by the copyright holders under the following license. By
obtaining, using and/or copying this work, you (the licensee) agree that
you have read, understood, and will comply with the following terms and

conditions:

Permission to use, copy, modify, and distribute this software and its
documentation, with or without modification, for any purpose and without
fee or royalty is hereby granted, provided that you include the following
on ALL copies of the software and documentation or portions thereof,

including modifications, that you make:

1. The full text of this NOTICE in a location viewable to users of the

redistributed or derivative work.

2. Any pre-existing intellectual property disclaimers, notices, or terms
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* and conditions. If none exist, a short notice of the following form

* (hypertext is preferred, text is permitted) should be used within the
* body of any redistributed or derivative code: "Copyright ©

* [Sdate-of-software] World Wide Web Consortium, (Massachusetts

* Institute of Technology, Institut National de Recherche en

* Informatique et en Automatique, Keio University). All Rights

* Reserved. http://www.w3.org/Consortium/Legal/"

* 3. Notice of any changes or modifications to the W3C files, including the
* date changes were made. (We recommend you provide URIs to the location

* from which the code is derived.)

* THIS SOFTWARE AND DOCUMENTATION IS PROVIDED "AS IS," AND COPYRIGHT HOLDERS
* MAKE NO REPRESENTATIONS OR WARRANTIES, EXPRESS OR IMPLIED, INCLUDING BUT

* NOT LIMITED TO, WARRANTIES OF MERCHANTABILITY OR FITNESS FOR ANY PARTICULAR
* PURPOSE OR THAT THE USE OF THE SOFTWARE OR DOCUMENTATION WILL NOT INFRINGE

* ANY THIRD PARTY PATENTS, COPYRIGHTS, TRADEMARKS OR OTHER RIGHTS.

* COPYRIGHT HOLDERS WILL NOT BE LIABLE FOR ANY DIRECT, INDIRECT, SPECIAL OR
* CONSEQUENTIAL DAMAGES ARISING OUT OF ANY USE OF THE SOFTWARE OR

* DOCUMENTATION.

* The name and trademarks of copyright holders may NOT be used in advertising
* or publicity pertaining to the software without specific, written prior
* permission. Title to copyright in this software and any associated

* documentation will at all times remain with copyright holders.

Content Folios User Guide 4-3



Third Party Licenses

ZLIB LICENSE

* z1ib.h -- interface of the 'zlib' general purpose compression library

version 1.2.3, July 18th, 2005

Copyright (C) 1995-2005 Jean-loup Gailly and Mark Adler
This software is provided 'as-is', without any express or implied
warranty. In no event will the authors be held liable for any damages

arising from the use of this software.

Permission is granted to anyone to use this software for any purpose,
including commercial applications, and to alter it and redistribute it

freely, subject to the following restrictions:

1. The origin of this software must not be misrepresented; you must not
claim that you wrote the original software. If you use this software
in a product, an acknowledgment in the product documentation would be
appreciated but is not required.

2. Altered source versions must be plainly marked as such, and must not be
misrepresented as being the original software.

3. This notice may not be removed or altered from any source distribution.

Jean-loup Gailly jloup@gzip.org

Mark Adler madler@alumni.caltech.edu
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GENERAL BSD LICENSE

Copyright (c) 1998, Regents of the University of California

All rights reserved.

Redistribution and use in source and binary forms, with or without modification,

are permitted provided that the following conditions are met:

"Redistributions of source code must retain the above copyright notice, this

list of conditions and the following disclaimer.

"Redistributions in binary form must reproduce the above copyright notice, this
list of conditions and the following disclaimer in the documentation and/or other

materials provided with the distribution.

"Neither the name of the <ORGANIZATION> nor the names of its contributors may be
used to endorse or promote products derived from this software without specific

prior written permission.

THIS SOFIWARE IS PROVIDED BY THE COPYRIGHT HOLDERS AND CONTRIBUTORS "AS IS" AND ANY
EXPRESS OR IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE ARE DISCLAIMED.
IN NO EVENT SHALL THE COPYRIGHT OWNER OR CONTRIBUTORS BE LIABLE FOR ANY DIRECT,
INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY, OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT
NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE GOODS OR SERVICES; LOSS OF USE, DATA, OR
PROFITS; OR BUSINESS INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY,
WHETHER IN CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTHERWISE)
ARISING IN ANY WAY OUT OF THE USE OF THIS SOFTWARE, EVEN IF ADVISED OF THE
POSSIBILITY OF SUCH DAMAGE.

GENERAL MIT LICENSE

Copyright (c) 1998, Regents of the Massachusetts Institute of Technology

Permission is hereby granted, free of charge, to any person obtaining a copy of this
software and associated documentation files (the "Software"), to deal in the
Software without restriction, including without limitation the rights to use, copy,
modify, merge, publish, distribute, sublicense, and/or sell copies of the Software,
and to permit persons to whom the Software is furnished to do so, subject to the

following conditions:
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The above copyright notice and this permission notice shall be included in all

copies or substantial portions of the Software.

THE SOFTWARE IS PROVIDED "AS IS", WITHOUT WARRANTY OF ANY KIND, EXPRESS OR IMPLIED,
INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MERCHANTABILITY, FITNESS FOR A
PARTICULAR PURPOSE AND NONINFRINGEMENT. IN NO EVENT SHALL THE AUTHORS OR COPYRIGHT
HOLDERS BE LIABLE FOR ANY CLAIM, DAMAGES OR OTHER LIABILITY, WHETHER IN AN ACTION OF
CONTRACT, TORT OR OTHERWISE, ARISING FROM, OUT OF OR IN CONNECTION WITH THE SOFTWARE
OR THE USE OR OTHER DEALINGS IN THE SOFTWARE.

UNICODE LICENSE

4-6

UNICODE, INC. LICENSE AGREEMENT - DATA FILES AND SOFTWARE

Unicode Data Files include all data files under the directories
http://www.unicode.org/Public/, http://www.unicode.org/reports/, and
http://www.unicode.org/cldr/data/ . Unicode Software includes any source code
published in the Unicode Standard or under the directories
http://www.unicode.org/Public/, http://www.unicode.org/reports/, and
http://www.unicode.org/cldr/data/.

NOTICE TO USER: Carefully read the following legal agreement. BY DOWNLOADING,
INSTALLING, COPYING OR OTHERWISE USING UNICODE INC.'S DATA FILES ("DATA FILES"),
AND/OR SOFTWARE ("SOFTWARE"), YOU UNEQUIVOCALLY ACCEPT, AND AGREE TO BE BOUND BY,
ALL OF THE TERMS AND CONDITIONS OF THIS AGREEMENT. IF YOU DO NOT AGREE, DO NOT
DOWNLOAD, INSTALL, COPY, DISTRIBUTE OR USE THE DATA FILES OR SOFTWARE.

COPYRIGHT AND PERMISSION NOTICE

Copyright © 1991-2006 Unicode, Inc. All rights reserved. Distributed under the
Terms of Use in http://www.unicode.org/copyright.html.

Permission is hereby granted, free of charge, to any person obtaining a copy of the
Unicode data files and any associated documentation (the "Data Files") or Unicode
software and any associated documentation (the "Software") to deal in the Data
Files or Software without restriction, including without limitation the rights to
use, copy, modify, merge, publish, distribute, and/or sell copies of the Data Files
or Software, and to permit persons to whom the Data Files or Software are furnished
to do so, provided that (a) the above copyright notice(s) and this permission notice
appear with all copies of the Data Files or Software, (b) both the above copyright
notice(s) and this permission notice appear in associated documentation, and (c)
there is clear notice in each modified Data File or in the Software as well as in
the documentation associated with the Data File(s) or Software that the data or

software has been modified.
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THE DATA FILES AND SOFTWARE ARE PROVIDED "AS IS", WITHOUT WARRANTY OF ANY KIND,
EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MERCHANTABILITY,
FITNESS FOR A PARTICULAR PURPOSE AND NONINFRINGEMENT OF THIRD PARTY RIGHTS. IN NO
EVENT SHALL THE COPYRIGHT HOLDER OR HOLDERS INCLUDED IN THIS NOTICE BE LIABLE FOR
ANY CLAIM, OR ANY SPECIAL INDIRECT OR CONSEQUENTIAL DAMAGES, OR ANY DAMAGES
WHATSOEVER RESULTING FROM LOSS OF USE, DATA OR PROFITS, WHETHER IN AN ACTION OF
CONTRACT, NEGLIGENCE OR OTHER TORTIOUS ACTION, ARISING OUT OF OR IN CONNECTION WITH
THE USE OR PERFORMANCE OF THE DATA FILES OR SOFTWARE.

Except as contained in this notice, the name of a copyright holder shall not be used
in advertising or otherwise to promote the sale, use or other dealings in these Data

Files or Software without prior written authorization of the copyright holder.

Unicode and the Unicode logo are trademarks

of Unicode, Inc., and may be registered in some jurisdictions. All other trademarks
and registered trademarks mentioned herein are the property of their respective

owners

MISCELLANEOUS ATTRIBUTIONS

Adobe, Acrobat, and the Acrobat Logo are registered trademarks of Adobe Systems
Incorporated.

FAST Instream is a trademark of Fast Search and Transfer ASA.

HP-UX is a registered trademark of Hewlett-Packard Company.

IBM, Informix, and DB2 are registered trademarks of IBM Corporation.

Jaws PDF Library is a registered trademark of Global Graphics Software Ltd.

Kofax is a registered trademark, and Ascent and Ascent Capture are trademarks of
Kofax Image Products.

Linux is a registered trademark of Linus Torvalds.
Mac is a registered trademark, and Safari is a trademark of Apple Computer, Inc.

Microsoft, Windows, and Internet Explorer are registered trademarks of Microsoft
Corporation.

MrSID is property of LizardTech, Inc. It is protected by U.S. Patent No. 5,710,835.
Foreign Patents Pending.

Oracle is a registered trademark of Oracle Corporation.
Portions Copyright © 1994-1997 LEAD Technologies, Inc. All rights reserved.
Portions Copyright © 1990-1998 Handmade Software, Inc. All rights reserved.

Portions Copyright © 1988, 1997 Aladdin Enterprises. All rights reserved.
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Portions Copyright © 1997 Soft Horizons. All rights reserved.
Portions Copyright © 1995-1999 LizardTech, Inc. All rights reserved.
Red Hat is a registered trademark of Red Hat, Inc.

Sun is a registered trademark, and Sun ONE, Solaris, iPlanet and Java are trademarks

of Sun Microsystems, Inc.
Sybase is a registered trademark of Sybase, Inc.
UNIX is a registered trademark of The Open Group.

Verity is a registered trademark of Autonomy Corporation plc
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advanced folio, 1-3, 2-4, 3-4
adding items, 2-7
creating, 2-3
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Content Basket page, 3-19
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definition, 3-2
managing, 2-15

content information
revision history, 2-14

Content Management Tray
New Folio, 3-3

D

downloading folio renditions, 2-13

E

Edit Folio page
Element Info tray, 3-11
Source Items tray, 3-13
Edit Simple Folio page, 3-4
Element Info Tray, 3-11
element info tray, 3-10
element information
modifying on a simple folio, 2-5
modifying on an advanced folio, 2-11
examples
digital asset management, 1-7
organization, 1-6
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adding items to an advanced folio, 2-7
adding items to simple folio, 2-4

advanced, 1-3, 3-4

creating a simple folio, 2-2
creating an advanced folio, 2-3

definition, 1-3
simple, 1-3, 3-4
uses, 1-4

Folio Check In Confirmation page, 3-17

Folio Check In page, 3-17
folio example, 1-6, 1-6, 1-7
folio information, 2-14
folio rendition
definition, 2-13
downloading, 2-13
folio revision
definition, 2-12
forcing, 2-12
folio snapshot
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taking, 2-12
folio structure
modifying, 2-3
overview, 1-4
folio structure tray, 3-8
folio subscriptions, 2-14
folio template, 3-4
folios
finding, 2-13
subscribing, 2-14
viewing, 2-14
viewing information, 2-14
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L

locking a folio, 2-12
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Manage Content Baskets page, 3-19
menu
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Renderers, 3-15
Move/Copy Basket Items page, 3-21
My Baskets, 3-2

N

New Folio, 3-3
nodes
definition, 1-4
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page
Content Basket, 3-19
Edit Simple Folio, 3-4
Folio Check In, 3-17
Folio Check In Confirmation, 3-17
Insert Hypertext, 3-22
Manage Content Baskets, 3-19

Move/Copy Basket ltems page, 3-21

Pick Folio Type, 3-3
Set Folio Profile, 3-16
Subscribe to, 3-23
View Folio, 3-18

Pick Folio Type page, 3-3

R

Renderers menu, 3-15

rendition
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downloading, 2-13
revision history, 2-14
revisions, 2-12

S

Set Folio Profile page, 3-16
simple folio, 1-3, 2-3, 3-4

adding items, 2-4

creating, 2-2
slots

definition, 1-4
snapshot

definition, 2-12

taking, 2-12
Source ltems Tray, 3-13
structure, 1-4, 2-3
Subscribe to page, 3-23
subscribing to folios, 2-14
support, 1-3
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T

template
folio, 3-4

tray
Element Info, 3-11
element info, 3-10
folio structure, 3-8
Source ltems, 3-13

U

unlocking a folio, 2-12
definition, 2-12
uses
folio, 1-4
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View Folio page, 3-18
viewing folio information, 2-14
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