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About This Guide

SOFTWARE

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

Since this guide is written specifically for content providers, it is intended 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 individuals who support content providers, perform their
functions, or simply 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

How This Guide Is Organized

Who Should Use This Guide

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

This guide is also helpful to individuals who support content providers, perform their
functions, or simply need to understand Content Server’s basic concepts. For example, this
guide is helpful to the 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. They are as follows:

Part 1: Introduction

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

Part 2: Working in the Advanced Interface

This part describes how to use Content Server’s Advanced interface. It explores the basics
of the navigation and interaction with the Advanced 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: Using Engage

This part describes tasks and responsibilities performed by marketers who want to target
site visitors for marketing campaigns, using Engage, an optional FatWire product,
explaining segments, recommendations, and promotions.

Part 4: 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 as a general index containing most important terms and
keywords used in this guide you can use as a quick reference.
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About This Guide

Figures and Diagrams

Figures and Diagrams

This guide contains figures and diagrams that use parts of the Advanced interface running
the Burlington Financial and FirstSite II sample sites. 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.

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, and fields displayed in the interface, as
well as any information you might be asked to enter verbatim into the interface.

* “text in quotes” — indicates names of forms, screens, and drop-down lists displayed in
the interface.

* italicized type — indicates names of variables, as well as any text that varies depending
on your action or selection.

* monospaced type — indicates a URL, a file 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

The documentation website is password-protected. You can obtain a password from
FatWire Technical Support (click Request for a New Account). More information about
FatWire Technical Support is available at the following website:

http://www.fatwire.com/Support

Other publications, such as white papers, provide information about Content Server’s
feature set and its business applications. To obtain these publications, contact
salesefatwire.com.
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Part 1
Introduction

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

* Chapter 1, “Overview”
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Chapter 1
Overview

SOFTWARE

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

This chapter contains the following sections:

Introduction to FatWire Content Server

Exploring Content Management Concepts

What Can You Do with Assets in the Advanced Interface?
Permissions to Assets

Dependencies

Selecting Page Content

Approving and Publishing Assets

Users, Roles, and Workflow Assignments

Revision Tracking

Features in the Advanced Interface
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Introduction to FatWire Content Server

Introduction to FatWire Content Server

FatWire 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 steps is called workflow. 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 is to 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.

Content Server Systems

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

Delivery system: a Content Server system that accepts and stores a duplicate of the
content published from the content management system. The delivery system is the
online site that 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 is to 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” form in Figure 1)
and save the content, Content Server stores the content in its database (step 1 in
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, where it is stored in a
duplicate database (step 2 in Figure 1).

3. Finally, when the content is requested by a site visitor for viewing, it is retrieved 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.)

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
(unless it is already cached) and displays it in viewer-ready form in the visitor’s browser.
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Introduction to FatWire Content Server

Content entry forms offer the following advantages:

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

A content entry form can be thought of as a window into Content Server’s database.
Content that you enter into a form is stored in the database. Content that you retrieve is
read from the database and displayed in an editorial version of the content entry form.

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

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

No content entry form requires its users to format the content they enter or edit. A
default format (specified in the templates) is applied when a user-defined format is
unavailable. And when a field displays a WYSIWYG editor (“What You See Is What
You Get”), you can use its tools to format the field’s content — without having to know
HTML. As a content provider, you have the option to remain strictly focused on the
content, or to determine its appearance, as well.

Required information is clear.

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

Reusability and consistency are maximized.

Each piece of content that you enter into a form can be reused as many times as
necessary, in as many formats as necessary, in as many locations within the online site
as necessary. Reusability ensures consistency across the site by eliminating the need
for re-creating content each time it must be used.
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Figure 1:

Content entry form
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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.

4 Formatted
content is
displayed on

the online site.
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From Your Desk to the Online Site
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The example procedure below will give you an idea of the general steps involved in
creating and publishing content. The steps below are based on the following assumptions:

You are logging in to the FirstSite II sample site as the firstsite user. This user has all
the permissions necessary to complete the steps in this section.

Your management and delivery systems are configured to publish content.

If you are not sure which sample sites and sample users are available on your system, or
how your system is configured, contact your CS administrator.

To create and publish an asset

1.

Log in to the FirstSite II sample site using the user name firstsite and password
firstsite.

Create a new “Content” asset:
a. In the button bar, click New.
b. In the list of asset types, select New Content.

c. When prompted to select assignees, select the firstsite user and click Set
Assignees.

d. Populate all of the required fields (marked with a red asterisk) of the “New
Content” form.

e. Seclect a parent for the asset:
1) In the tree, select the Content tab.
2) In the Content tab, Click FSII Articles.

3) In the “New Content” form, click Add Selected Items in the FSIICategory
field.

f. Click Save.

Add the new asset to your Active List by clicking Add to Active List in the action bar.
Assign the new asset to a page:

a. In the button bar, click Search.

In the list of asset types, select Find Page.

In the “Search for Pages” form, click Search.

e o T

In the list of search results, navigate to the FSIIHome page and click its Edit
(pencil) icon.

In the tree, click the Active List tab.

In the Active List tab, select the asset you just created.

In the “Edit” form, scroll to the Contains field and click Add Selected Items.
Click Save Changes.

Approve the page and all assets it references for publishing:

S@ ™o

a. In the action bar, select Approve for Publish from the drop-down list.

b. Select the destination for which you want to approve the asset (FSII Destination
(dynamic) in our example) and click Approve.
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c. Inthe form listing the page’s dependents, select all page assets by clicking the
check box in the header row, then click Approve. Repeat this process until all
dependent assets have been approved.

6. Publish the page and all assets it references to the online site:
a. In the button bar, click Publishing.

b. In the “Publishing destination” drop-down list, select the destination to which you
want to publish the asset (FSII Destination (dynamic) in our example) and click
Select Destination.

c. Click Publish.
In the pop-up dialog that appears, click OK.

e. Watch the Active Tab of the Publishing Console for the completion of your
publishing session.

Your asset has been published to the online site and appears on the selected page. (Contact
your CS administrator to obtain the URL for the online site.)
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Exploring Content Management Concepts

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

Content: Asset Types and Assets

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

An asset type is an object that defines to CS users the type of content they are expected to
provide. An asset type is used to create assets of that type. For example, if you publish
magazine articles and sports car advertisements, you would create the magazine articles
from the “Article” asset type and the advertisements from the “Sports Car” asset type.

Each asset type is represented in the CS interface as a content entry form (such as the one
you see in Figure 3, on page 25) whose field names map to the column headings of a
database table (or tables), used to store your field values. Because the set of field names
defines the asset type, it also defines the type of content you are expected to provide.
When you type in field values and save them, you create a record—an “asset”—in the CS
database table. That asset is content, which you can edit or delete, pass through a
workflow, and publish. (Note that by using the content entry form, you never have to
access the database directly.)

Figure 3 illustrates the concept of “asset type” and “asset” by relating a news article to the
“Article” asset type.
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Figure 3: Relation between an asset and its asset type

Article:

*Name: |New Technology Announced

Template:  [Ful

*Headline:

[Firm Announces New Technology

Byline: [Jane Doe
Body:

NEW YORK, October 1, 2008 (A2Z Media)--. A major
technology firm announced a new product line
that will embed computer technology into area
rugs and welcome mats. The new “step-on”
technology will sense body weight and
temperature and has any number of uses,
including security, weight management, and
disease control. “We are currently working with
the Department of Defence to design area rugs
for their offices,” said a key corporate

- [— |

official.

Field names Associated Image: Field values

(created by a [corpPresidenting |3 Add Seleced ttems | (entered by

developer) Main Image the content

define the [techrug.ipg | Aod Selected 1tems | & provider)

asset type. _ define the
Copyright: [2008 A2Z Media | asset
Keywords: |Technology, Area Rug, Carpet Security \

“Article” Asset Type

When you save an
asset (a news article
in this example), it is
stored on the
4—1———item in one or more
tables. Because of
the content entry
form, you never
have to access the
database directly.
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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 example in Figure 3, we have the “Article” asset type from which a content

provider created a newspaper article on the subject of technology. Other content providers
created the Finance Article asset, the Gardening Article asset, the Sports Article asset, and
the Music Article asset (shown below), all of which are instances of the “Article” asset

type:

Article:

*Name: |

Template: Full °

*Headline: |

Byline:

=

Body:

Associated Image:
Teaser [Image

Edit |

Main Image

' Add Selected Items | {7

Edit |

' Add Selected Items | {7

Copyright: I

Keywords: |

Finance
Article

Sports
Article

Gardening
Article

Music
Article

In the next example, we have the “Sports Car” asset type, with a different set of fields,

from which content providers created the Lotus, Ferrari, Maserati, and Bugatti assets. All
are instances of the “Sports Car” asset type:

Sports Car:

*Name: I

*Maker: I

Template: |EiJcr13CarFuII

L

Layout: |

Trans mission: |

Engine: I

Dis placement: |

Hors epower:

|
Torgue: |
—100km/h: |

Price: |

Date available: |

Lotus
Esprit

Ferrari
330

Maserati
200SI

Bugatti
Type 35B
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Typically, developers create many different asset types, giving you an appropriate range
and type of content to create and publish. Each asset type has its own content entry form,
formatted as shown on this page, but with a unique set of fields. When saved, an asset is
stored in Content Server’s database. The asset can be edited, inspected, deleted,
duplicated, placed into workflow, tracked through revision tracking, searched for, and
delivered to the online site.

Note

To be technically accurate, the fields described in this section are attributes. The
distinction is important to administrators and developers, but does not affect the
content provider’s work or understanding of content management in Content Server.
For this reason, the terms “field” and “attribute” are used interchangeably
throughout this guide.
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Structured Content Assets and Document Assets

As a content provider, you are likely to manage two kinds of assets: structured content
assets and document assets. The difference is that a structured content asset requires you
to enter prescribed pieces of content directly into the Content Server interface, whereas a
document asset requires you to provide a file with the content (or layout) of your choice.
The developer who creates the asset type specifies whether the asset type supports
structured content, or documents, or both.

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

*  When creating a structured
content asset, you enter the
content directly into a form (as
explained earlier). The fields
impose content structuring by
prompting you for specific
information—for example, a
headline, a byline, and body text
(as shown in the inset).

Structured Content Asset

Article:

*Name: |

Template: |Fu|| j

*Headline:

Byline: |
Body:

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

*  When creating a document asset,

you enter content into a file of the Document Asset

format of your choice (a Word
document in this example), then
attach the file to the document
asset. Optionally, you enter
information describing the content,
such as name, file size, format, or
associated keywords, into the
additional fields that developers
might have created to help you
describe the file and its content.

CS-DocLink, an extension to

Windows Explorer, provides an
easy way to create and manage
document assets outside the CS
interface. See “Creating a New

Document: Leave of Absence.doc

*Name: |Leave of Absence.doc

Filename File type Contents

*File: : ; o
Leave of Absence,0.doc  application/doc  wiew this itemn

| Browse... |

*Title: |Leave of Absence

Subject: ILeave of Absence

Author: IHuman Resources

Keywaord: |HR

1 ¥

Add Another Keyward |

Created:
Modified:

Mar 9, 2004 10:11:50 AM by admin
Mar 9, 2004 10:11:50 AM by admin

(Cancel ] [ Save Changes ]

Asset in CS-DocLink,” on page 82 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 developers, 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 locale designation to each asset, and to group
together assets that are translations of one another. This way, you can easily track, manage,
and publish multiple translations of your content.

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

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

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

If you are using the workflow feature, you can group the member assets of a multilingual
set into a workflow group to make sure that all translations of an asset are approved before
the master asset and its translations are published.

Design Assets

Structured content assets are called design assets if they are used to format and organize
web site content. They are also used to automate your tasks. For example, instead of
manually searching for assets to place in a collection, you simply choose them from a list
of results that is automatically returned to you by a query that runs when you build the
collection. Your administrator creates the query and assigns it to the appropriate
“Collection” asset in advance.

Design assets are created by developers for your use. Your access to design assets depends
on which design assets were created and on the permissions granted to you by your CS
administrator.

The following list describes the design assets you can use (given the appropriate
permissions).

*  “Page” assets are “containers” that reference the assets constituting a page (or a
portion of a page) in the online site; they provide the structure and organization for the
displayed content. As a content provider, your responsibility includes associating the
content you want to appear on a particular page of the online site with the appropriate
“Page” asset.

Before you can select the correct content for your “Page” assets, you must be familiar
with two things: how your site is structured, and what the “Page” and “Template”
assets available to you are designed to do. Consult your site developers for
instructions on how to work with the “Page” and “Template” assets available to you.
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“Template” assets create the look and feel of the web site. As a content provider, you
assign “Template” assets to structured content assets to apply specific formatting to
your content. Each “Template” asset formats assets of a specific type. Consult your
site developers for instructions on how to work with the “Template” assets available to
you.

“Link” assets are used to embed external page URLs within structured content assets.
You create a “Link” asset and store the external page URL within the asset. You then
embed the “Link” asset into the desired structured content asset.

“Query” assets provide custom search routines to assets that require specific sets of
content. A query retrieves a set of assets based on specific criteria (for example, all
articles about politics written in the last 24 hours). You select the content you want to
include in your asset from the list of results returned by the query.

The administrator sets up the search criteria for your queries and assigns the queries in
advance to the assets that need them. The content retrieval for such assets is thus
automated — no user input is required for a query to return its results to the asset.

“Collection” assets store lists of basic assets of a single asset type, organized in a
specific order. You use “Collection” assets to choose, rank in order, and deliver sets of
content that your visitors will most likely want to see when viewing your site. For
example, you can use a “Collection” asset to build and place a list of top five articles
on politics on the home page of your site, and rank the assets in the list to appear in
order of importance.

The assets you can include in a collection come from the results returned by one or
more queries. You choose the assets you want to include in the collection by ranking
the assets in the order of your choice. Your administrator creates the appropriate
“Query” assets and assigns them to the “Collection” asset in advance.

Using design assets is described in detail in Chapter 4, “Working with Assets.”

Content Server’s Data Models

Asset data models define how content is stored in the Content Server database—in either a
flat (single-level) or hierarchical (multi-level) structure. In Content Server, the flat model
is referred to as the basic model, and the hierarchical model as the flex model. The data
model is chosen by the developers during asset type creation to suit site design
requirements.

Note

In most of your tasks as a content provider, the distinction between the asset models
is not relevant, since the majority of the functions you perform in Content Server are
the same whether you are working with basic or flex assets. This guide indicates
when a function or situation is unique to either basic or flex assets. Consult your
administrator to determine the assets model(s) used on your site.

Basic vs. Flex

The differences between the basic and flex asset models are summarized below:

SOFTWARE

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

Flex assets have the ability to inherit structure and content from multiple parents and
grandparents, which makes them excellent for building complex hierarchical data
structures (for example, creating large online catalogs of products). Unlike basic
assets, flex assets in a given flex family can have different properties (attributes) based
on the established hierarchy and inheritance rules set up by the administrator.

For more information, see Appendix A, “The Flex Asset Model.”

Content Management Sites

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

SOFTWARE

A CM site references all of the assets, asset types, and asset relationships that
constitute the actual online site (or a section of it).

You can view a hierarchical representation of the site design for the CM site you are
logged in to by clicking the Site Plan tab in the tree in the left pane of the Content
Server interface. For example, a section of the site plan for the Burlington Financial
sample site looks like this:

Artwork, I Documents , Visitors I Product

IMarketing | Site Design | Producks | Content
Workflow | Active List | Query | Diesign
Site: Plan Admin Site Admin

o [I7] BurlingtonFinancial Site

B @ Flaced Pages

B~ &) Home

E- [ Hews

[ [f=] world Mews

=] MewsTop

1= BlueChiphews
=] Mews Feature
=] Mews Recent List
=] Mews Group

“? Mews Wire Feed Query
- [{] Comparies

-- =] Funds

[=] Partfolia

[E=] Markets

[f] Stocks

: [{=] About

=] HomePage Stories
=] HomePage Columns
= Editor's Pick.

- 1= Analyst Home Stories
“? Home Wire Feed

- [ Wire Feed

Notice the hierarchical structure in which the content is organized.

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

If you have permissions to work with more than one site, a site select screen appears
when you log in to Content Server, allowing you to select the CM site you want to
work with. You can also switch between CM sites during your session using the Site
link at the right edge of the top bar.
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Once you are granted access to a site, the administrator also grants you permissions to
perform specific tasks within the site. For example, you may have the permissions to
edit assets but not delete them.

The Burlington Financial sample site has a number of users holding different sets of
permissions to functions (such as searching or editing assets) and specific types of
assets, as shown in the following figure:

User Role Management

Site: » BurlingtonFinancial

Select the user to modify:

P # i editor Checker, Author, Editor, Approver, AdvancedUser, DashUser

P # it fwadmin AdvancedUser, WorkflowAdmin, SiteAdmin, GeneralAdmin, DashUser
P # it user_analyst AdvancedUser, Analyst, DashUser

P # it user_approver AdvancedUser, Approver, DashUser

P # it user_author Author, AdvancedUser, DashUser

P # it user_checker Checker, AdvancedUser, DashUser

P # fit user_designer  AdvancedUser, Designer, DashUser

P # it user_editor Editor, AdvancedUser, DashUser

P Z it user_expert Expert, AdvancedUser, DashUser

P # it user_marketer Designer, AdvancedUser, Marketer, DashUser

Manage users for this site

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

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 visitors access.

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

32



Chapter 1. Overview

What Can You Do with Assets in the Advanced Interface?

What Can You Do with Assets in the Advanced
Interface?

Which functions and assets you have access to in the Advanced interface 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.

If you have the permissions to work in the Dash interface, you may want to take advantage
of the following features available there:

Table 1: Useful Dash interface features

Lucene search engine Find assets within the current site without having to
specify their asset types.

Search through names and values of all fields in all of
the assets in the current site.

Tags Create personalized lists of assets based on categories
your choice.

“Locale Compare” mode View two translations of an asset at once.

Edit one translation while viewing another.

A comparison of features available in the Dash and Advanced interfaces is included in the
Content Server Dash Interface User’s Guide.

Permissions to Assets

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

For example, the administrator may deny you the permission to create assets of a
particular type; in this case, the asset type will not be displayed in the “New” asset list.
You will also be unable to copy existing assets of that type.

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

Dependencies

Dependencies are an important consideration for the content provider, because they
govern how assets can be managed — for example, if, and in what order, assets can be
deleted or approved.
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Dependencies are relationships that exist among assets which have somehow been
associated with each other. You associate assets with each other for the following reasons:

* To keep and publish together assets 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.

* To avoid 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
(predefined by Content Server) or created by developers. In any case, the relationships are
actualized at the asset level by content providers. For example:

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

* Ifyour system is 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 a task, Content Server warns you of
that fact and identifies the offending assets. You can then take appropriate actions to
resolve the conflicts. For example, if you try to delete an asset that is referenced by other
assets, Content Server displays a list 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 a hierarchical relationship exists between
multiple assets, you must remove the dependencies the bottom of the hierarchy up.

Selecting Page Content

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

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

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

When selecting content, you can use the Preview function to see how a page would look if
the asset were published, provided the asset has a template assigned to it. You may
preview the page as it would appear at the present time or at a date in the future. For more
information on previewing, see “Previewing Assets,” on page 96. For more information
on previewing a page as it would appear at a date in the future, see “Previewing Future
Sites,” on page 193.
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Approving and Publishing Assets

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

Approving Assets

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

Note

In some instances, unapproved assets are automatically published. For example, if a
previously published asset is deleted from the content management system, it is
automatically approved for publication to the delivery system as a deleted asset.
When the next publishing session runs, the asset is published to (and thus 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 a “Collection” asset; the “Collection”
asset has an association with three “Article” assets; two of these articles have associations
with “ImageFile” assets. This tree hierarchy forms a set of parent/child dependencies
among all these assets. Because of that, all of these assets must be approved before they
can be published. Content Server displays an error message when assets cannot be
approved for publication, listing the offending assets.

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

For more information about approving assets, see Chapter 7, “Publishing.”

Publishing Assets

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

Content can be published in three distinct ways:

* RealTime — Content Server copies the published content from the content
management system’s database to the delivery system’s database, committing assets to
the database in approval related groups. The delivery system is the online site that the
site visitors access. When the content is requested by a site visitor, the delivery system
retrieves the content from its database, applies the selected formatting and layout, and
delivers that content to the site visitor’s browser. (If the content is already cached, the
cached copy is delivered instead.)
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* Dynamic (or Mirror to Server) — Content Server copies the published content from
the content management system’s database to the delivery system’s database. The
delivery system is the online site that the site visitors access. When the content is
requested by a site visitor, the delivery system retrieves the content from its database,
applies the selected formatting and layout, and delivers that content to the site visitor’s
browser. (If the content is already cached, the cached copy is delivered instead.)

* Static (or Export to Disk) — Content Server creates static HTML files on a local or
networked file system. Content in this form can be delivered directly to a web browser
(by a web server, for example).

* Export to XML — Content Server converts the published content to XML files. The
resulting XML files can be imported by delivery systems not running Content Server.

In the end, which publishing method is used depends largely on your Content Server
configuration and the choices made by your administrator.

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

For more information on publishing, see Chapter 7, “Publishing.”

Users, Roles, and Workflow Assignments

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

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

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

When workflow is in use on your CS system, tasks and permissions are for the most part
assigned to roles rather than user names. Although you log in with your user name, it is
your assigned role that determines what you can do.

When you log in to the CS interface, Content Server shows you all of the assets assigned
to you (under the “My Assignments” heading) and informs you how much time you have
to complete each assignment. If you know you will be unavailable, (such as going on
vacation) you can delegate your assignment to someone else who has the same role as you.
If you are unable to complete your assignment, you can relinquish your participation by
using the Abstain from Voting function.

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

Workflow groups allow you to group assets in a workflow process so they reach the end of
the workflow process together, prior to publishing. When creating the workflow group
(provided you have the permissions to do so), you decide who can assign assets to the group
and who can administer the group itself. You also assign a workflow process to the group.

Workflow Reports

Workflow reports allow you to track the progression of assets and user assignments in a
workflow. They are a convenient mechanism for determining current workflow status. For
example, you could run a report designed to show all authors who have assignments due in
the next 24 hours. For more information about workflow, see Chapter 8, “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 9, “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.

Keep in mind that an asset can be checked out to only one user at a time. This means
that when an asset is checked out to you, only you can edit it, delete it, or assign it to a
workflow. If you open an asset for editing without deliberately checking it out first,
Content Server checks it 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 (this limit is set by the administrator). When checked in, the asset becomes
available for editing to other users. If you are working on an asset that was checked
out to you automatically, Content Server checks it back in automatically when you
save the asset.

Archive Options

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

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

Rollback with Revision History

If, after checking an asset in, 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. You, and any other user, can also view the asset’s version history.
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Features in the Advanced Interface
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Table 2 provides an overview of the features available in the Advanced interface and

compares them to features in the Dash interface.

Table 2: Features comparison

Administrative Controls

Perform administrative tasks v
Asset Model

Work with basic assets v v
Work with flex assets v v
Editorial Functions

Create and copy assets 4 v
Create dependent assets from asset’s edit screen 4

Edit assets 4 4
Delete assets 4 4
Finding Assets

Perform simple searches Powered by v

Lucene search
engine

Perform advanced searches

Powered by
Lucene search
engine

Form-based search

Sort search results 4

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) 4 v

Visually browse flex family hierarchies v v

Organizing Assets

Work with tags v

Work with the Active List v

Share assets across sites v v

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

39



Chapter 1. Overview

SOFTWARE

Table 2: Features comparison (continued)

WYSIWYG Editors

Features in the Advanced Interface

Work with FCKEditor

Work with eWebEditPro

Work with the DatePicker

Work with the Image Picker

Work with the Online Image Editor

Work with Flash content

AN ERNERN

ANIRNIENIEN NN

Site Preview

Set start/end dates when assets can be previewed.

<

\

In search results lists, view an asset’s start/end date.

InSite Interface

Preview assets as they will appear at the current time

AN

\

Preview assets as they will appear at a future date
(“Site Preview”)

AN

\

Edit assets (“Editing” mode)

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

Finish workflow assignments

Search for assets

View asset’s start/end date and description in a tooltip
(in search results lists and Page Builder lists)

AN NI N B N N

SN RN NN

Asset Associations

Associate assets with other assets

Assign templates to assets

Assign assets to pages

Work with collections

Place and unplace pages

AN NN N N
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Table 2: Features comparison (continued)

Linking Assets using FCKEditor

Create a hypertext link to another asset 4 v
Link two assets by inclusion v v
Link two assets via an image asset 4 4
Link two assets via “Image Picker” 4 v
Link two assets (by hypertext link) by creating the v v
target asset during the linking process

Link two assets (by inclusion) by creating the target 4 v
asset during the linking process

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

Embedding Links

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

Embed links to other assets v v
Embed contents of other assets by reference 4 4
Embed links to external web sites v v
Work with “Link” assets v
Multilingual Assets
Assign locale designations to assets 4 v
Work with linked translations of content 4 v
Compare translations v
Workflow
Pass assets through workflow v v
Work with workflow groups 4
Work with workflow reports 4
Engage
Work with segments v
Rate assets for segments v v
Work with promotions v
Work with recommendations List mode 4
Static Lists only
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Table 2: Features comparison (continued)

Publishing

Approve assets for publishing v

Remove assets from the publishing queue

Publish assets

<
IRV IR

Monitor and manage publishing sessions

Revision Tracking

\

Track revisions to assets v

Roll assets back to previous versions 4 4

Working with Miscellaneous Assets

Create, modify, and delete design assets: v
Template assets
Link assets
Query assets
Collection assets
DimensionSet assets
Dimension assets
LinkSet assets
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Part 2
Working in the Advanced Interface

This part describes how to use Content Server’s Advanced interface. It contains the
following chapters:

Chapter 2, “Navigating Content Server’s Advanced Interface”
Chapter 3, “Accessing the Sample Sites”

Chapter 4, “Working with Assets”

Chapter 5, “Using Start and End Dates”

Chapter 6, “Previewing Future Sites”

Chapter 7, “Publishing”

Chapter 8, “Workflow”

Chapter 9, “Revision Tracking”
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This chapter describes how to log in to and use Content Server’s Advanced interface.

It includes the following sections:
* Logging In

Navigating Content Server’s Advanced Interface
*  When You Finish Your Work
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Logging In
To log in to Content Server’s Advanced interface

1. Open your browser and enter the URL to your Content Server system. You can obtain
the URL, your user name, and your password from the Content Server administrator.

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

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

FatWire perience Management

FatWire | Content Server 7

User Name:
SECURE USER LOGIN

Password:

FatWi re Username

SOFTWARE Password
Forgot password?
Installed Products:
Login: advanced .
Forgotyour password?  conient Server 7.5 Login
Don't have an account?  ©S_Engage 75
Commerce Connector 7.5 [ remember me

Notice that the Content Server Advanced login form lists which members of the
Content Server product family are installed.

2. Enter your user name and password, and click Login.

Note

For help with your user name or password, you can contact your Content Server
administrator by clicking the link that best matches the issue you are
experiencing.

3. Ifasingle site exists, the Advanced interface opens. If more than one site exists, select
the site you want to work with from the list that appears.

You have logged in as fwadmin
Select a site that you want to work on:

Site Description Assigned Role

BurlingtenFinancial Burlington Financial Approver, Generaladmin, DashUser, Marketer, Author, SiteAdmin, Editor,
Expert, Analyst, Designer, AdvancedUser, WorkflowAdmin, Checker

FirstSitell FirstSite II ContentAuthor, Approver, MarketingEditor, GeneralAdmin, DashUser,
ArtworlkAuthor, DocumentAuthor, ContentEditor, SiteAdmin, ArtworkEditor,
ProductAuthor, DocumentEditer, Designer, ProductEditor, AdvancedUser,
WorkflowAdmin, MarketingAuthor

GE Lighting GE Lighting Approver, GeneralAdmin, DashUser, Marketer, Author, SiteAdmin, Editor,
Designer, Pricer, AdvancedUser, Checker, Worlkflowadmin

HelloAszetwWorld Hello Asset World HelloDesigner, AdvancedUser, SiteAdmin, Workflowadmin, HelloEditor,
HelloAuthor, DashUser, GeneralAdmin

Spark FatWire Spark pCM  SparkAdmin, SparkDocumentUser, AdvancedUser, Sitefdmin, WorkflowAdmin,
GeneralAdmin, SparkContentUser, DashUser

[Log in again]

Continue to the next section for an introduction to Content Server’s Advanced
interface.
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- - ,
Navigating Content Server’s Advanced Interface
The appearance of Content Server’s Advanced interface is determined by a number of
factors, including:
*  Which products are installed
*  Which site you have selected to work in
* Your role(s) as a user
* Administrative configuration decisions
Open Content Server’s Advanced interface by doing the following:
1. Log in to the Content Server interface by following the instructions in “Logging In,”
on page 46.
2. If prompted, select the site you want to work with (Burlington Financial in this
example).
The Advanced interface loads. A typical view of the Advanced interface for a user
working with the Burlington Financial sample site is shown below:
I FatWire | Content Server 7 I User: fwadmin | Help | Logout
Top Bar —_— . advanced || dash insite ytics
Button Bar ———— 9= iew Q search £ mywork & workflow ISR Site Plan <& Publishing | Options '+ 15 Burlington Financial

Arbwork Documents || Yisitors My Work
Site Design Products | Content
ive List | Query | Design | Marketing ||| My Assignments
Site Plan | Admin | Site admin | workflow

Tree Tabs

Mo assets have been assigned to: fwadmin.
E| BurlingtonFinancial Site
Ea Flaced Pages

Show my completed assignments still pending
------ Ea Unplaced Pages

My Checkouts

There are no assets checked out by fwadmin

Tree

My Active List

Mo items in your Active List

Workspace

Status Bar 4"'1‘1'33-0 ‘-ﬂLocaIintranet F100% <

Figure 4: Advanced Interface Components
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The key components of the Advanced interface, as indicated in the preceding figure, are:

Top Bar

Top Bar — gives you single-click access to the Dash and InSite interfaces and to
FatWire Analytics (if it is installed); the means to toggle the tree on and off; and the
means to log out of Content Server.

Your user name is displayed near the right edge of the bar. Click your user name to
reveal a list of roles associated with it, and therefore the permissions granted to you on
the current site.

Button Bar — gives you single-click access to common content management tasks.

Tree — presents information about the site’s organization and assets, categorized by
tabs that are configurable, customizable, and dynamic.

Workspace — where you take follow-up action on your initial request, such as, to
create an asset, perform a search, review assignments, and so forth. Most often, you
work in a form or with a list in this space.

Status Bar — displays a description when you move the mouse pointer over a screen
component. It also reports processing activity. The status bar appears only if you
configure your browser to display it.

The top bar gives you quick access to the following functions:

SOFTWARE

Dash — opens a new browser window which loads the Dash interface and
automatically logs you in to the site in which you are currently working.

Toggle Tree — toggles the tree on and off. When you toggle the tree off, the workspace
extends across the full width of the window with a refreshed display of the My Work
view, regardless of what was displayed in the workspace with the tree toggled on.
Note that tree display and tree toggling are under administrative control and may not
be enabled in your site.

User — displays the user name under which you are logged in to Content Server.
Clicking your user name displays the “Edit User Profile” form, which presents the
following information:

- The list of roles that are assigned to you, and therefore the permissions granted to
you on the current site. CS includes a set of generically linked user names to roles
(user_ author as “Author,” for example) to help you get started. For more
information on these supplied user names and roles, see your administrator.

- Options to modify your email address, locale preference, and password.

Help — opens the FatWire Support site in a new browser window. The FatWire
Support site contains documentation for Content Server and its supporting software;
check this site periodically for updates to the documentation suite. Note that the site is
password-protected; you must contact FatWire Support to obtain access.

Logout — ends your session and logs you out of Content Server.
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Button Bar

The button bar gives you quick access to Content Server’s most frequently used asset
management functions:

SOFTWARE

New — creates new instances of the asset types that you are permitted to work with.
Search — finds assets in the site based on criteria you provide.

My Work — shows your current workload. Refreshes the current workload view each
time you click the button.

Workflow — manages workflow reports and workflow groups.

Site Plan — shows the hierarchical view of the site’s “Page” assets and their related
assets, as arranged by the site designers.

Publishing — shows the Publishing Console to review publishing activity.
Options — allows you to choose your preferred way of displaying buttons in the bar.

Site — shows the site select screen you see when you log in (assuming you have
permissions to work with more than one site, and that more then one site is available).

New

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with (Burlington Financial in this
example).

3. In the button bar, click New.

A list of assets you can create, sorted alphabetically, appears in the workspace; for
example:

New

Please select the asset type that you want to create:

Article New Article

Article Flex New Article Flex

Attribute Editor New Attribute Editor

Content Definition
Content Parent
Content Parent Definition
CSElement
Dimension
DimensionSet
Drill Hierarchy
History Attribute
History Definition
Image Flex
ImageFile

Link

Page

PDF

Product

Collection New Collection
Article New Columnist Article
Content Attribute New Content Attribute

New Content Definition
New Content Parent
New Content Parent Definition
New CSElement

New Dimension

New DimensionSet
New Drill Hierarchy
New History Attribute
New History Definition
New Image Flex

New ImageFile

New Link

New Page

New PDF

New Product

4. Click the New link for the desired asset type (for example, New Article) to display the

asset’s “New” form in the workspace.
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Note that the “New Asset” list has been personalized for you by your administrator based
on the role assigned to you and the sites that you are permitted to log in to. Thus, only the
assets you are permitted to create will appear in this list.

For each asset type in the list, the administrator can pre-assign a workflow process and set

the workflow participants.

For each asset type, the administrator can set fixed, pre-defined values for certain fields in
the asset’s content entry form; if that’s the case, you cannot change these values. The
administrator can also establish editable default values for each field, which you can

change.

Search

1.
2.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with (Burlington Financial in this

The list of asset types that you can search for appears in the workspace; for example.

Navigating Content Server’s Advanced Interface

example).
In the button bar, click Search.
Search
Article Find Article (advanced =earch)
Article Flex Find Article Flex (Advanced search)

Attribute Editor
Collection
Content Attribute
Content Definition
Content Parent
Content Parent Definition
CSElement
Dimension
DimensionSet
Drill Hierarchy
History Attribute
History Definition
Image Flex
ImageFile

Link

Page

PDF

Product

Product Attribute
Product Definition
Product Parent
Product Parent Definition
Promotion

Query
Recommendation
Segment
SiteEntry
StyleSheet

Template

Visitor Attribute

Find Attribute Editor
Find Collection

Find Centent Attribute
Find Content Definition
Find Content Parent
Find Content Parent Definition
Find CSElement

Find Dimension

Find DimensicnSet
Find Drill Hierarchy
Find History Attribute
Find History Definition
Find Image Flex

Find ImageFile

Find Link

Find Page

Find PDF

Find Product

Find Product Attribute
Find Product Definition
Find Product Parent
Find Product Parent Definition
Find Promotion

Find Query

Find Recommendation
Find Segment

Find SiteEntry

Find StyleSheet

Find Template

Find Visitor Attribute

(Advanced search)
{Advanced search)
(Advanced search)
(advanced zearch)
(advanced =earch)
(Advanced search)
(Advanced search)
(Adwvanced search)
(Advanced search)
(advanced search)
(Advanced search)
(Advanced search)
(Advanced search)
(Advanced search)
(advanced zearch)
(advanced search)
(Advanced search)
(Advanced search)
(Advanced search)
(Advanced search)
(advanced zearch)
(advanced search)
(Advanced search)
(Advanced search)
(Advanced search)
(advanced zearch)
(advanced =earch)
(Advanced search)
(Advanced search)

{Advanced search)

Saved Searches

Please select the Saved Search that you want to execute

MW7 8@  Finance Articles

Article private
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4. Perform a search in one of the following ways:
- Click the asset type in the list to open the simple “Search” form in the workspace.
- Click Advanced Search to open the advanced “Search” form for the asset type.
- Execute a saved search by clicking its name (or the binoculars icon next to it).

Like the types of assets that you can create, the types of assets that you can search for are
determined by the administrator based on your role and site permissions. This list might
include types of assets that do not appear in the New asset list. In other words, you can
search for and inspect assets of these other asset types, but you cannot create new
instances of them.

A list of saved searches, if any, will also appear below the list of searchable assets. A
saved search refers to the criteria on which a previous search was based, not the results of
a search. Saving search criteria is an efficient way of handling searches that you run
repeatedly. Saved searches can be shared, so the list can appear even if you haven’t
specifically saved any searches.

My Work

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with (Burlington Financial in this
example).

Your current workload is displayed in the workspace.

Your workload consists of the assets that you either have chosen or have been assigned to
work on. These include:

*  Your assignments as established through workflow.
* Assets under revision tracking that you have (specifically or automatically) checked out.

* Assets on your Active List; that is, assets that you have designated to keep from
session to session, until you decide to remove them from the list.

Initially, the “My Work” view may show only the following:

My Work

My Assignments

Mo assets have been assigned to: fwadmin.
Show my completed assignments still pending

My Checkouts

There are no assets checked out by fwadmin

My Active List

Mo items in your Active List

Click the My Work button in the button bar to refresh the view. As you manage your
workload during a session, the lists will change to reflect what you are doing.
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Benefits of Using the Active List

The Active List is your personal asset ledger that you maintain over time. The list is empty
until you explicitly add assets to it. Assets that you have added to the list remain there until
you explicitly remove them from the list (or until they are deleted).

The Active List has a number of uses, including:

* Provides a mechanism for saving search results, allowing you to examine individual
assets one by one.

* Populates the “Candidates” list for establishing unnamed associations when the tree is
toggled off.

* Becomes a source (together with the asset history list) of assets from which to choose
an asset to link to an asset you are creating or editing.

Note that the Active List shows only those assets that are available to the site you are
viewing.

Workflow

1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. In the button bar, click Workflow.
The workflow management console is displayed in the workspace, as shown below:

Workflow

Please select one of the following items
Create a Workflow Report

Create a Workflow Group

Workflow Groups

Saved Workflow Reports

There are no Saved Workflow Reports

The console is used for creating and managing workflow groups and workflow reports.

For detailed information on workflow functionality, see Chapter 8, “Workflow.”

Site Plan

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with (Burlington Financial in this
example).

3. In the button bar, click Site Plan.
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A list of child pages under the site root node is displayed in the workspace. The list
consists of all top-level “Page” assets for the site. In the example below, the child page
list for the Burlington Financial sample site’s root node is shown:

Browse BurlingtonFinancial Site Plan

Current Site: BurlingtonFinancial

Child pages:
Name Children
Home
Wire Feed
Columnists
Topic Directory
Contact Us
Account Access
Browse For Funds
Available Funds
FundCategoryDrillDown
SubPageofarticles
SubPagelink
FundFinderCachelet
FundBuyPage
ProcessClick
FundSearchResultsCachelet
AvailableFundsCachelet
FundGroupCachelet

CO0O000O0O00000REOOOO

Unplaced pages:
There are no unplaced pages.

Flace pages under this Site.

The number following each page link indicates how many child “Page” assets are
directly below that top-level page. This view also denotes any unplaced pages and
provides a link to the Place Page function.

The site plan that you can browse from the button bar is also visible as a hierarchical
structure in the “Site Plan” tab in the tree in the left-hand portion of Content Server’s
interface (see “Tree,” on page 57). However, the version invoked from the button bar
provides a more detailed view, with detailed page information viewable one node at a
time. Browsing the site plan from the button bar is also an alternative when the tree is
toggled off or otherwise unavailable to your user role.

Note

Pages are placed and unplaced according to how the site plan is built; that is,
where in the site hierarchy pages are to appear in relation to each other. This is
typically the responsibility of the site designers.

4. For the purpose of this example, drill down through the site plan of the Burlington
Financial sample site to reach the Stocks page by doing the following:

a. Click Home.
b. Click Stocks.
Content Server displays the detailed information for the Stocks page.

The sections of the form are described below using the Stocks page as an example.
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Asset Details

This section is typical of the “Inspect” form view of an asset, with the action bar of
standard command icons Preview, Inspect, Edit, Delete, and a drop-down list of
functions you can perform on this asset type. Details also include identifying information
such as name, description, asset type, and status. Here are the asset details of the Stocks
page:

Browse BurlingtonFinancial Site Plan - Stocks

H Preview D Inspect #Edit i Delete mare... w :23:: IT:I:
Name: Stocks

Description: Burlington Financial Stocks

Status: Edited

ID: 968685129226

Type: Page

Modified: Mar 16, 2001 8:27:41 AM by user_author

Path

This section provides the trail of assets you followed from the site root node to the current
asset. You can work your way back up the chain by clicking a link to return to that level
within the site plan. Note that a “Page” asset has only one path back to the site root node,
while other asset types can have multiple paths. Here’s the path that takes you from the
Burlington Financial root node to the Tech Stocks page:

Path: BurlingtonFinancial
Home
Stocks
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Child Pages

If the asset you are viewing is a “Page” asset, you see all of its child pages and the number
of child pages directly below each (“Page” assets can only be children of the site plan root
or of other “Page” assets). A link invoking the Place Page function is also present in this

section. Shown below are the child pages for the Stocks page:

Child pages:
Name Children
Index Guide 0
Tech Stocks 0

Flace pages under this Page.

Related Assets

This section shows the child assets of the current asset and their number of directly
referenced assets. The example below shows the child assets of the Burlington Financial
Home page:

Related Assets:

Collection:

MName Description Related
SidebarBottom Analyst Home Stories From our Analysts [
SidebarMiddle Editor's Pick Editor's Pick 8
SidebarTop HomePage Columns  collection of columns for the home page 4
TopStories HomePage Stories HomePage Top Story List 15
Query:

MName Description Related
WireFeed Home Wire Feed Home Wire Feed Query o

Multiple Paths

You might also see other assets that reference the current (non-page) asset. For example,
the same article may be ranked in several collections. Here is an “Article” asset displayed
via one path and simultaneously referenced by another asset:
Path: BurlingtonFinancial
Home
Markets

MarketsTop
Scania-A620-2001Marg

This asset does not refer to any other assets.

The Article 'Scania-A620-2001Mar%’ is also referenced by:
MName Description Type
CompaniesTop Top Stories Collection

When there are multiple paths to the same asset, only the path you followed to get to the
asset is displayed. Any other possible path is visible as another asset referencing the
current asset.

So, in the example above, the “Article” asset was displayed from the MarketsTop collection,
and is referenced by the CompaniesTop collection. If you go to the CompaniesTop
collection, you will see the same article ranked there. If you follow that link, the roles are
reversed: CompaniesTop is in the path, and MarketsTop is the other reference.
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Publishing

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with.

3. In the button bar, click the Publishing button on the button bar

Content Server displays the Publish Console, as shown below:.

Publish Console

Select Publish Destination

Publish destination

Destination 1 (static) (using Export to Disk) hd
Select Destination
Active (0) Scheduled (0) History (0)

Mo Running Publish Sessions

The Publish Console provides a brief summary of the status of the publishing
activities at your site. It shows:

- What is being published (Active Tab)
- What will be published (Scheduled Tab)
- What has been published (History Tab)

By clicking Select Destination, you can see how many assets are approved for
publishing, and how many are being held pending approval of related assets, for the
selected destination. These numbered totals are hyperlinks to lists of the respective
approved and held assets. The list of held assets is particularly useful in
troubleshooting publishing delays. If you have the right permissions, you can initiate a
publishing session for assets that are ready to be published. For more information on
the Publish Console, see Chapter 7, “Publishing.”

Options

Allows you to choose your preferred way of displaying the buttons in the button bar. Click
the arrow button next to the Options button bar item to display a list of possible options:

*  Words — displays the buttons as text only.

New Search MyWork Workflow Site Plan Publishing Options |~

* Icons — displays the buttons as icons without text labels.

(8 Q o da 5 & | ovtions - |

*  Words and Icons — displays the buttons as icons with text labels. (The button bar
defaults to this option every time you log in.)

= [ A
Efnew Asearch CRMywork &workflow —[PSite Plan <0>Publishing | Options -
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Site

Returns you to the site select screen you see when you log in (assuming you have access to
more than one site). This screen allows you to switch to another site using the user
credentials you supplied when you logged in. If you click the Site link and there are no
other sites, the window refreshes to the current My Work view.

Tree

The tree refers to the tabbed hierarchical structure that appears in the left pane of Content
Server’s interface. If your administrator has enabled the tree, your view of the site and its
assets is reflected in this hierarchy whenever you toggle on the tree. In the example below,
the tree shows the site plan for the Burlington Financial sample site:

Marketina | Conkent | Product
Site: Plan Active List

P [[=] BurlingtonFinancial Site

= [B Placed Pages

E| Home

E| Wire Feed

E| Columnists

> ----- [{=] Topic Directory

E| Contact s

E| Account Access
E| Browse For Funds

- [[F] Available Funds

----- [{=] FundCategoryDrilDown
----- [[=] 5ubPagecfarticles

----- [i=] 5ubPageLink

----- [i=] FundFinderCachelet

----- [{=] FundBuyPage

----- [i=] Processclick

----- [i&] FundsearchResultsCachelet
----- [[&] AvailableFundsCachelst
----- [i=] FundGroupCachelst

----- [@ unplaced Pages

Notice that it presents the same root site node (top-level page) view as shown in the button
bar version of the site plan (see “Site Plan,” on page 52). The site plan helps you visualize
the configuration of pages and their contents. It also helps you understand the
relationships and dependencies that exist for any given page. The tree is both a visual aid
and an action launch pad.

The tree is dynamic — its composition changes as you navigate the site and perform asset
management tasks. What you see is based on a combination of the site configuration,
installed products, sample sites, roles, and your activities during the current session.

If the Tree Is Disabled or Toggled Off

In some situations, your administrator may have disabled the tree, for example, if your
company’s security policy does not allow the execution of Java applets on employee
machines. You may also have the ability to toggle the tree on and off yourself, if the
administrator granted you the permissions to do so. If the tree is disabled or toggled off,
you will not see it in your interface.

The procedures in this guide describe the default and most common implementation of
Content Server’s user interface where the tree is enabled. If for some reason the tree is
disabled on your system, consult your administrator to find out why it has been disabled.
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For information on how to perform content management tasks that require the tree, when
the tree is disabled (or toggled off), see Appendix B, “When There Is No Tree.”

Tree Tabs

The tabs displayed in the tree, as well as their contents, are influenced by many factors,
including:

* Permissions and other administrative decisions

* Installed products

* Installed sample sites, and the current site you are logged in to
* User activity during a session

The following table describes how and when tabs appear in the tree by default:

Site Plan A default tab.

Active List | A default tab, which is initially blank. It becomes populated as you
specifically add items to it from asset forms and asset lists (see “Working
with the Active List,” on page 72). The list is specific to assets from the
site you are logged into, unless the assets are shared.

This list is persistent; that is, it is stored from session to session, and
grows and shrinks as you add assets to and remove them from the list. A
session is defined as the duration of a single logon to one site or more
sites.

History Appears automatically when you perform the first asset management task
in the course of your session. The contents of the History tab are volatile.
They exist only for the current browser window during the current
session. If you open a new window during the session, the History tab is
reset for that window. Keep in mind the History tab is site-specific —
switching sites clears the history.

Marketing Appears if you have Engage installed. Sample assets appear if the sample
sites and their data are installed.

Design, Appear only if you have appropriate permissions (see the Content Server
Query Administrator s Guide).

Admin, Appear only if you have the respective admin privileges (see the Content
Site Admin, | Server Administrator’s Guide).

Workflow

user-defined | Appear only if the administrator has configured custom tabs (see the
Content Server Administrator s Guide).
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Using the Tree

When working in the tree, you click on tabs to display their contents. A tab in the back
row of tabs moves to the front when clicked. You expand and collapse branches of the tree
by clicking the plus and minus signs. You can resize the tree pane by dragging its right
edge right or left to change its width.

The tree is automatically refreshed when you make a change locally; that is, if you add a
new asset, it appears immediately in the tree. To see someone else’s changes who might be
working on the same site, you have to use the Refresh command (see the table below).

You perform most functions within the tree by using context (pop-up) menus invoked by
right-clicking on a tree node or the white space. The context menus change according to
which tab you are viewing and where the mouse is pointing. Context menu commands are
summarized in the following table:

Delete Marks the selected asset for deletion (you must have the right
permissions).

Remove Removes the asset from your Active List.

Edit Opens a form in the workspace for editing the selected asset.

Inspect Opens a page in the workspace for inspecting details of the selected asset.

Refresh Refreshes all children below the selected node to ensure that you are
looking at the latest version of the tree.

New asset | Opens a form in the workspace for creating a new instance of the selected

type asset type. Restricted to the asset types you have permissions to create.
For flex assets, you can create a flex parent (like this one), or a child of the
flex parent (child).

Status Opens a page in the workspace for viewing the status of the selected asset.

Preview Displays the selected asset’s page as it would appear on the production
site. A new browser window opens to show the preview. You can preview
the page as it would appear now or at a future date. For more information
on previewing a site as it would appear at a future date, see “Previewing
Future Sites,” on page 193.

Place Page | Opens a dialog box in the workspace so that you can place and unplace
pages in the tree, and also rerank pages. A page must be placed before it
can be published. This is a design activity that requires the right
permissions. It is available only from the Site Plan tab.

Refresh All | Refreshes the tab contents with a single click.

Clear All Clears the contents of the History tab. For this command to appear, you

must right-click in the empty space inside the tab (not on an asset).

Tip: Double-click an asset in any tree tab to display the asset in its “Inspect” form.
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Workspace

The workspace is the portion of Content Server’s interface that displays forms and lists,
based on the action you have taken. Its contents change to reflect your latest request.

When you first log in, the workspace displays your current workload.

When you view an asset in its “Inspect” form, or variations such as the “Status” form, the
action bar appears at the top of the form, shown as follows:

F_hj Previewr p Inspect 4 Edit '@ Delete | rmare. .. Add to My Active List

This offers a selection of actions you can take on the current asset, as described in the
following table:

Table 3: Action Bar functions

Preview Opens the InSite interface and displays the asset’s parent page as it
would appear on your site, using the template assigned to the asset as
the default format.

You can also see how the asset will look when you replace the
current template with another appropriate template (by making a
selection from the drop-down list in the InSite bar).

By default you view the parent page as it would appear now; change
the date in the navigation bar to see the parent page at a future date.

Additionally, you can click the Preview in Full Window hyperlink
in the top bar to view the asset in a new browser window that does
not display the InSite interface.

Inspect Displays a view-only summary of the asset’s details such as name,
description, ID, and so forth.

Edit Opens the asset in an edit form, where you can make changes to that
asset. You can either save or cancel those changes from the “Edit”
form.

Delete Marks the asset for removal in the database. The next time your

database administrator purges the database, that asset is deleted.

more ... Depending on asset type and permissions:

(drop-down list)) , Approve the asset for publishing

* Make a copy of the asset (if you are allowed to create a new
instance of this asset type)

* Create a new instance of the same asset type (if you are allowed to
create a new instance of this asset type)

¢ Create a translation of the asset (if you are allowed to create a
translation of this asset type)

* Search for an asset of the same type
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Table 3: Action Bar functions (continued)

more ... * Show asset status
(drop-down list) Share the asset across sites (if you have access to other sites where
(continued) the asset type is also enabled; cannot share “Page” assets)

* Browse in Site Plan (“Page” assets only)
* Build a collection (“Collection” assets only)

Add to... Adds the asset to your Active List. If the asset has already been
added, the note at the top of the window reads: Item is in your

Active List.
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Ilcons

When you are viewing a list of assets, each asset may have its own set of action icons and
selections. The image below displays an asset from a list of search results.

Naine LOLCAIE 00 E O art Date End Date

ML A anderson Funds(i) 6/20/01 1:07 PM - - 0

((Add to My Active List |

Here, you have the same icons as on the asset forms, a link to the asset’s “Inspect” form,
and a check box to single out assets to add to your “Active List” when you click the Add
to My Active List button.

Table 4 describes the icons you will see in Content Server.

Table 4: Icons

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

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

Inspect.

Click to inspect the asset in the “Inspect” form, a view-only version of
the “Edit” form. (In the “Inspect” form, you can view the asset’s field
names and values.)

Edit.
/ Click to open the asset in the “Edit” form, where you can modify the
. asset.
This icon is disabled (grayed out) if you do not have permission to edit
an asset.
I\ Delete.
Click this icon to remove the asset. All references to the asset must be
I I I removed before the asset may be deleted.
This icon is disabled (grayed out) if you do not have permission to delete
an asset.
Information.

'E:. Click this icon to display information (in a tooltip) about the asset.
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When You Finish Your Work

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

Site Preview:

example 1

F31IHRptltemshoy

1)1/ 12:00 AM - 11{30/08 11:59 PM | Hot Ttems

example 2

FSIIAdvqrtisement

Ij4 - NiA | Advertisement

Site Preview Date Range| AssetName or
Site Preview Date Range|Description

This tooltip appears when you hold your cursor over
an asset’s name:

* The tooltip shows the asset’s start-end dates, if they
are assigned, or “N/A” if they are not assigned.

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

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

In example 2, neither a start date nor an end date was
assigned to the asset, so “N/A” is displayed for both
dates. Following “N/A” is the asset’s full name.

For information about the Site Preview feature, see
“Previewing Future Sites,” on page 193.

Information: This icon () appears in the right margin of the
“Name” column in search results lists and displays

|FstHome i | the asset’s description in a tooltip.

Warning: Hold your cursor over a warning icon to display a

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

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

tooltip with more details about the settings that are
triggering the icon to appear (as shown in the
example).

Triggers can be:

* Invalid start/end date fields (see “Using Start and
End Dates,” on page 189 and “Approval Tasks,” on
page 2006).

* Workflow settings (see “Deadlocks,” on page 233).

When You Finish Your Work

When you are finished working with Content Server, click Logout in the upper right
corner of the interface to terminate your session. The interface returns to the login form.

SOFTWARE

Continue on to the next chapter for an in-depth look at Content Server asset management

tasks.
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This guide uses examples from the Burlington Financial and FirstSite II sample sites
throughout to illustrate Content Server’s features and functions. If you wish to access
these sites, follow the login procedures in this chapter.

This chapter contains the following sections:

Logging in to the Burlington Financial Site
* Logging in to FirstSite II
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Logging in to the Burlington Financial Site

Logging in to the Burlington Financial Site

1. Login to Content Server with the following credentials:
User Name: fwadmin

Password: xceladmin

FatWire rience Management

FatWire | Content Server 7

SECURE USER LOGIN

Username  fyadmin

E Password  sessseses

Forgot password?
i Installed Products:
Login: advanced

Forgot your password?  conlant Server 7.5 Login
Don't heve an aceourt?  C5-Engage 7 5

Commerce Connector 7.5
[ Remember me

A screen appears stating that you are logged in as fwadmin.

You have logged in as fwadmin
Select a site that you want to work on:

Description

BurlingtonFinancial  Burlington Financial ArtworkEditor, General&dmin, Approver, ContentEditor, SparkAdmin, SparkDocumentUser, WorkflowAdmin,
Analyst, Pricer, Marketer, AdvancedUser, Analytics, SiteAdmin, Checker, MarketingAuthor, MarketingEditor,
Author, ContentAuthor, Editor, DashUser, Expert, HelloAuthor, ProductAuthor, ProductEditor, HelloEditor,
SparkContentUser, HelloDesigner, Documentauthor, DocumentEditor, Designer, ArtworkAuthor

GE Lighting GE Lighting Designer, AdvancedUser, WorkflowAdmin, SiteAdmin, GeneralAdmin
HelloAssetWorld Hello Asset World AdvancedUser, Workflowadmin, Generaladmin
Spark FatWire Spark pCM  SparkaAdmin, SparkDocumentUser, AdvancedUser, WorkflowAdmin, SiteAdmin, SparkContentUser, Generaladmin

[Log in again]

Note

If only the Burlington Financial site is installed, you will see the “My Work” page
(step 2 on page 67). Continue with “Assigning User Roles,” on page 67.
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2,

Logging in to the Burlington Financial Site

Select the Burlington Financial site by clicking on the Burlington Financial link in
the table.

You are taken to the “My Work” page showing your assignments, checkouts, and
active list of assets.

FatWire | Content Server 7 I User: fwadmin | Help | Logout

————
[Cadvanced | | dash || insite | snalytics

, - ? .

Ef new Q search [ Mywiork & workflow 5[5 site Plan <& Publishing | Options |+ ™ Burlington Financial
| Content | vistors | Product ||| My Work

_Active List | Query | Design | Marketing
Site Plan | admin | Site admin | workflow || My Assignments

<[ BurlingtonFinancial Sits
[Ef Placed Pages
fo [ Unplaced Pages # Show my completed assignments still pending

No assets have been assigned to: fwadmin.

My Checkouts

There are no assets checked out by fwadmin

My Active List

W £ # Article  100-A637-2001Marg 100 Blank Passports Still Missing in D.C. 2008-03-24 11:51:24

O
) 2 # Article  AMD-AS80-2001Mar3 AMD Completes Sale of Communications Business  2008-03-24 11:51:24 O
) £ # Article ASP-AS5-2001MarS  An Asp Opportunity for Java Developers 2008-03-24 11:51:24 O

Assigning User Roles

To access all the functions in this book, you need to assign yourself all the user roles.

1.
2,
3.

Select the Site Admin tab.
From the tree (at the left), double-click Users.

In the Username ficld, enter fwadmin and click Select.

Conkent Wisitors | Product U_ser Role I'!a“age"_‘e“t N
active List | Query | Desian | Marketing ||| Site: » BurlingtonFinancial

Sike Plan | Admin | Site Admin | workFlow

- [[] BurlingtonFinancial Site

Username: |fwadmin|

Leave blank to select all users in BurlingtonFinancial.

-]} CS-DocLink

The “User Role Management” screen opens displaying the fwadmin user search
results returning a single search result of fwadmin.

4. Assign all roles to fwadmin:

SOFTWARE

a. Click the Edit icon (pencil).
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The “Edit Roles for User: fwadmin” page appears.

Edit Roles for User: fwadmin

User Name: fwadmin

Site: BurlingtonFinancial

*Roles:
Analyst

Analytics

Approver
ArtworkAuthor
ArtworkEditor

Author

Checker
ContentAuthor
ContentEditor
DashUser

Designer
DocumentAuthor
DocumentEditor

Editor

Expert b

b. Assign all user roles.

Click on the first user role (AdvancedUser). Scroll to the end of the list and
Shift-Click the last user role (WorkflowAdmin). All user roles should now be

selected.
c. Click Save.

The “User Role Management” screen appears confirming the addition of the new

roles.

Granted Analyst access to fwadmin.

Granted Analytics access to fwadmin.
Granted Approver access to fwadmin.
Granted ArtworkAuthor access to fwadmin.
Granted ArtworkEditer access to fwadmin.
Granted Author access to fwadmin

Granted Checker access to fwadmin

Granted ContentAuthor access to fwadmin.
Granted ContentEditer access to fwadmin.
Granted DashUser access to fwadmin.
Granted Designer access to fwadmin.
Granted DocumentAuthor access to fwadmin.
Granted DocumentEditor access to fwadmin.
Granted Editor access to fwadmin.

Granted Expert access to fwadmin.

Granted HelloAuthor access to fwadmin.
Granted HelloDesigner access to fwadmin
Granted HelloEditor access to fwadmin_
Granted Marketer access to fwadmin.

Granted MarketingAuthor access to fwadmin.
Granted MarketingEditor access to fwadmin.
Granted Pricer access to fwadmin.

Granted ProductAuthor access to fwadmin.
Granted ProductEditer access to fwadmin.
Granted SparkAdmin access to fwadmin.
Granted SparkContentUser access to fwadmin_
Granted SparkDocumentUser access to fwadmin.

Modification was successful.

User Role Management

Pinspect FEdit i Delete

User fwadmin
Name:
Site: BurlingtonFinancial

Roles:  ArtworkEditor, GeneralAdmin, Approver, ContentEditor, Sparkadmin, SparkDocumentUser, WorkflowAdmin, Analyst,
Pricer, Marketer, AdvancedUser, Analytics, SiteAdmin, Checker, MarketingAuther, MarketingEditor, Author,
Contentuthor, Editor, DashUser, Expert, HelloAuthor, ProductAuthor, ProductEditor, HelloEditor, SparkContentUser,
HelloDesigner, DocumentAuthor, Documenteditor, Designer, ArtworkAuthor

Manage users for this site

5. Continue on to “Navigating Content Server’s Advanced Interface,” on page 47 to

begin working with Content Server.

SOFTWARE
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Logging in to FirstSite Il

1. Log in with the following credentials:

User Name: firstsite

Password: firstsite

FatWire

FatWire ‘ Content Server 7
SECURE USER LOGIN

Username  firstsite

S atWire
SOF ARE Password [T

Forgot password?

TW

, Installed Products:
Login: advanced

Forgot your pRssword?  nortecs s o7 s Login
Don't hawe an account?  Cg-Engage 7.5
Commerce Connector 7.9 O Remember me

You are taken to the “My Work” page showing your assignments, checkouts, and
active list of assets.

I User: firstsite | Help | Logout

FatWire | Content Server 7

advanced | | dash || insite | analytics

"
Ef new Q search (B Mywork &5 Workflow +[E] Site Plan &% Publishing | Options - Site:

artwark, Documents | Visitars My Work
Site: Design Products | Conkent
_mmﬁt Query | Design | marketing ||| My Assignments
Site: Plan | ady

imin | Site: Admin | workflow

= Eee Description Workflow State
[Bf Placed Pages Workflow Group: FSII Home Page Translations - Al transiations of the home page asset  FSII: Approval for Structure
Unpzced Pages Page FSIIHome Home FSII: Ready to Edit
Page Home (fr) Page Principale FSII: Ready to Edit
Page Home (de) Home (de) FSII: Ready to Edit
Page Home (es) Home (es) FSII: Ready to Edit

+ Show my completed assignments still pending
My Checkouts

There are no assets checkad out by firstsite

My Active List

Type Name Description Date Added Remove?
No items in your Active List

2. Continue on to “Navigating Content Server’s Advanced Interface,” on page 47 to
begin working with Content Server.
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Assets are objects that serve as the building blocks of Content Server. They can be created,
edited, inspected, deleted, duplicated, assigned to workflow, tracked through revision
tracking, searched for, previewed, and approved for publishing.

As mentioned in Chapter 1, “Overview” CS provides you with several content and site
design assets. For definitions of these asset types, see the section “Content: Asset Types
and Assets,” on page 24. Because your system is customized for your organization, you
most likely have many more asset types to work with than the ones defined in that section.

Although there can be many different types of assets, you work with all of them in similar
ways, using the same procedures. This chapter describes the basic procedures for working
with assets, illustrated with examples from the Burlington Financial sample site.

This chapter contains the following sections:
* About Permissions

* Working with the Active List

* Creating New Assets

* Finding Assets

* Editing Assets

*  Working with the InSite Interface
*  Working with WYSIWYG Editors
* Linking Assets

*  Embedding Links Within Assets

* Sharing Assets with Other Sites

*  Working with Grouped Assets

*  Working with Asset Associations
*  Working with “Page” Assets

* Deleting Assets

e Working with Multilingual Assets
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About Permissions

About Permissions

Your ability to perform asset management tasks such as creating, editing, or deleting an
asset (and more) depends on permissions set up by the administrator of your Content
Server system. The administrator either grants or denies permissions to users based on
their roles. Roles represent job descriptions (or titles) of individuals with specific
functions, such as content provider, editor, designer, or administrator. A role can be
granted to more than one user; a user can also hold more than one role.

If you try to perform a task you do not have permissions for (or your role is not authorized
to perform), Content Server displays a warning notifying you of that fact.

Access to assets and asset management tasks can also be restricted by workflow. If
workflow is in use on your site, at times you might not be allowed to work with certain
assets, depending on their workflow state and your assigned role(s). For example, your
system might be set up so that only users with the editor role (but not the author role) can
work on assets that are in the “Ready to Edit” state. In such cases, if you have a role other
than the editor role, you will not be able to work on assets in that workflow state. For more
information about workflow, see Chapter 8, “Workflow.”

Working with the Active List

The Active List is your personal asset ledger that you maintain over time. It is a place to
store assets that you may require access to in the middle of a task, as many of Content
Server’s asset management tasks require the selection of assets as part of the process. In
such cases, you search for and add the required assets to your Active List first, and then
perform the task requiring selecting those assets.

The Active List is empty until you explicitly add assets to it. Assets that you have added to
the list remain there until you explicitly remove them from the list (or until they are
deleted).

Viewing the Active List
To view the Active List

You can view the Active List in the following ways:

* Click My Work in the button bar. You may have to scroll down, because the Active
List is the last of three lists appearing in this view. “My Work” is also the view you see
when you first log in.

* Select the Active List tab in the tree. The tab shows all assets currently on your Active
List.

Note that the Active List view is site-specific. If you add assets from one site, then switch
sites and view your Active List again, you will not see the assets that you added in the first
site, unless those assets happen to be shared with the second site.

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

SOFTWARE



Chapter 4. Working with Assets

Working with the Active List

Adding Assets to the Active List

You can add assets to the Active List from a list of search results, or from an asset’s
“Inspect” form.

SOFTWARE

To add assets to the Active List from a list of search results

1.

Find the asset(s) you want to add to your Active List:

a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset(s) you want to find.

c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page 83.

The search results list appears in the workspace:

ML # & 100-A637-2001Mary @ 3/18/01 8:15 PM - O
MWL Zd AMD-ASE0-2001Mard @ 3/18/01 8113 PM - ]
M £ 7 d  ASP-A56-2001Mar9 @ 3/18/01 7:52 PM - O
M L # @ About Burlington Financial (§) 1/23/02 4:00 PM - F
MO 7 Abused-a63-2001Mary @ 3/18/01 7:52 PM - O
M P 2 Active-A745-2001Mars (@) 3/18/01 §:18 PM - O
MO #f Aetna-A446-2001Mard @ 3/18/01 5:04 PM - O
ML # @ Aggressive-AcTa-2001Mara() 3/18/01 8:16 PM - F
MO # & air-ade-2001Mars @ 3/18/01 7:52 PM - O
MO 7 Airline-A326-2001Mars @ 3/18/01 §:02Z PM - O
MO /@ airines-Al34-200iMars @ 3/18/01 7:55 PM - O
MO 7 Alasks-adds-z00iMars (@) 3/18/01 §:04 PM - O
MO # @  alasks-asio-zooimars @D 3/18/01 8112 PM - O
MO 7@ Albright-ass-200iMars @) 3/18/01 7:53 PM - O
HW O @ aleatel-azzi-zooiMars (@D 3/18/01 759 PM - O
MO At Altavists-a227-2001Mars (1) 3/18/01 7:59 PM - O
MO /@ american-Asos-zooimars (O 3/18/01 8112 PM - O
| L # i Analysis-AGF-2001Mard @ 3/18/01 7:53 PM - H
MO /@ analysts-nzzz-zooivars @ 3/18/01 8102 PM - O
MO # 6 Andersen-ac08-2001Mard (5) 3/18/01 8:14 PM - O

Select the assets you want to add by clicking their checkboxes. You must select at
least one asset before clicking the Add to My Active List button.

When you have selected all of your assets, click Add to My Active List.

Content Server displays your updated Active List showing the assets you just added.

To add an asset to the Active List using the asset’s “Inspect” form

1.

Find the asset you want to add to your Active List:

a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset you want to find.

c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page 83.

Scroll to the asset you want to add to your Active List and click its Inspect icon.
Content Server displays the asset’s “Inspect” form.

In the “Inspect” form’s action bar, click Add to My Active List.

Content Server displays your updated Active List showing the asset you just added.
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To remove an asset from the Active List

1. Access your Active List. In the button bar, click My Work and scroll to the Active

List section of the “My Work” view.

My Active List

Working with the Active List

M P # Article  Aggressive-A678- Aggressive Investments, Patience Balance 2008-03-20 14:55:09 O
2001Marg Portfolio
) P # Article Active-A745-2001Mar9 Active Power Shoots Up 189% in Market Debut 2008-03-20 14:55:09 O
H P # Article  Air-A46-2001Marg Air France's Concorde Planes to Remain on The 2008-03-20 14:55:09 O
Ground
H P # Article AMD-A580-2001Mar9 AMD Completes Sale of Communications 2008-03-20 14:55:09 O
Business

2. Select the assets you want to remove by clicking their checkboxes. You must select at

least one asset before clicking the Remove button.
3. Click Remove.

The list refreshes, showing the results of the removal.

Note

You can also remove an asset by right-clicking the asset in the Active List tab

and selecting Remove from the pop-up menu.

If an asset on the Active List is deleted from the system (by you or anyone else), it will

also disappear from the list.
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Creating New Assets

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

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

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

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

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

Which Assets Can You Create?

The assets you can create (and copy) are determined by how the administrator has
personalized the New button on the button bar for your role. The purpose of personalizing
the contents of the New button is to make your job easier.

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

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

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

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

By personalizing the contents of the New button, 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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To create a new asset

Creating New Assets

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with (Burlington Financial in this

example).

3. In the button bar, click New. Content Server displays a list of asset types from which

you can create assets.

Click the asset type of the asset you want to create (New Article in this example).

If the “Choose Assignees” screen
(on the right) is not displayed, it
means that your asset is either not
assigned to a workflow or is
assigned to a workflow that does
not require choosing assignees.
Proceed to step 6. Otherwise,
continue with this step.

a. Inthe Assignees field, go to the
Users list box and select the
workflow assignees — users to
whom you are assigning this
asset. Any of these users can
complete the next step in the
workflow process.

To select a block of users, Ctrl-

Choose Assignees

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

[ Cancel ] [ Set Assignees ]

Workflow Process: BF: Normal Article Process

Assignees:

* Author:

editor
firstsite
fevadrmin
uger_author

[ Cancel ] [ Set Assignees ]

Shift-click the extremes of the block. To select non-adjacent users, Ctrl-click
each user. (If you need information about workflow, see Chapter 8, “Workflow”)

b. Click Set Assignees.

6. Enter information in the fields of the content-entry form that is displayed. If a field has
an asterisk (*) next to it, it is a required field. If the form for this asset has fields that
are unfamiliar to you, consult your design team or administrator.

a. Inthe Name field, enter a name for the asset. Note the following conventions

when naming the asset:

- The name must contain 1 (minimum) to 64 (maximum) alphanumeric

characters.

- The following characters are not allowed: single quote ('), double quote ("),
semicolon (;), colon (:), question mark (?), percent sign (%), less-than sign

(<), and greater-than sign (>).

- The name can contain spaces (except for names of flex attributes), but cannot

start with a space.

b. (Optional) In the Start/End Date fields, use the date picker to enter these dates.
For more information about Start/End Dates, see “Using Start and End Dates,” on

page 189.
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c. (Optional) If you plan to create translations of the asset, set the asset’s language
(locale designation) using the “Locale” drop-down list.

Note

This option appears only if at least one locale is enabled on your site.
Contact your administrator to find out if your site supports localized assets.

For more information, see “Linking Assets” on page 124.

d. The asset type you are working with may be divided into subtypes. If this is the
case, the “Subtype” drop-down list appears in the “New” asset form. Do one of
the following:

- If the “Subtype” list appears in the form, select the subtype of the new asset.
- If the “Subtype” list does not appear, proceed to the next step.
e. 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
WYSIWYG-enabled (What You See Is What You Get) viaa WYSIWYG
editor, such as FCKEditor (see “Working with the FCKEditor,” on page 113).
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
WYSIWYG Editors,” on page 112.

- Date fields. You will sece a Date Picker (calendar) icon next to a date field,
such as start and end dates. Clicking the icon invokes the Date Picker attribute
editor; see “Working with the Date Picker,” on page 123 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 115.

- Online Image Editor fields. You may see a field (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 “Click Save & Close
to save your changes to the parent asset.,” on page 117.

- 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 121.
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- Fields that prompt you to select assets. You may see a field (or fields) that
prompt you to select a flex parent or a template, or associate an asset (such as
an image) with the asset you are creating.

1) Ifthe field displays a drop-down list, select the desired asset from the list.

If the field displays an Add Selected Items button, proceed to the next
step.

2) In the tree, select the tab containing the asset you want to select as a value
for the field. Consult your design team or administrator to find out which
assets are available in which tabs of your tree.

3) In the tab, select the desired asset.
4) Click Add Selected Items.

Content Server assigns the selected asset as a value for the field.

7. Click Save.

Content Server displays the asset in its “Inspect” form, showing a summary of the
asset. If you duplicated any information that must be unique, Content Server displays
an error message. Click the Back button in your browser to return to the form and edit
the appropriate field.

(Optional) If the asset is not preassigned to a workflow, but you wish to send it
through a workflow, you can assign the asset to a workflow process as described in the
section “Assigning an Asset to a Workflow,” on page 241.

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

If the asset has no default template assigned to it, you are asked to select a template in
which to preview 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.

To copy an asset

1.

SOFTWARE

Find the asset you want to copy:

a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset you want to copy.

c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page 83.

In the search results list, navigate to the asset you want to copy and click its Inspect
icon. Content Server displays the asset in its “Inspect” form.

In the asset’s “Inspect” form, select Copy via “New Asset Type” from the “more...”
drop-down list.

Note

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

If the “Choose Assignees”

screen (at the right) is not Choose Assignees

displayed, it means that your The workflow associated with this asset requires you to
asset is either not assigned toa select assignees. Select at least one user from each role.
workflow or is assigned to a (cancel ) (Set Assignees )

workflow that does not

require ChOOSil’lg assignees. wWorkflow Process: BF: Normal Article Process

Proceed to step 5. Otherwise,
continue with this step.

Assignees:

* Author:

a. Inthe Assignees field, go
to the Users list box and user_author
select the workflow
assignees—workflow
participants to whom you
are assigning this asset.
Any of these users can
complete the next step in
the workflow process.

(Cancel ] [ Set Assignees ]

To select a block of users,

Ctrl-Shift-click the extremes of the block. To select non-adjacent users, Ctrl-
click each user. If you need information about workflow, see Chapter 8§,
“Workflow.”

b. Click Set Assignees.
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5. A form containing the fields and values of the asset you copied appears. For each
field, replace the copied content as necessary. If any of the fields are unfamiliar to you,
consult your design team or administrator.

a.

SOFTWARE

In the Name field, replace the copied name with a unique name for the new asset.
Note the following conventions when naming the asset:

- The name must contain 1 (minimum) to 64 (maximum) alphanumeric
characters.

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

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

(Optional) In the Start/End Date fields, use the text boxes or date picker to enter
these dates. See “Using Start and End Dates,” on page 189 for more information
on these fields.

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

Note

This option appears only if at least one locale is enabled on your site.
Contact your administrator to find out if your site supports localized assets.

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

- Ifthe source asset has a locale designation, the new asset will retain the locale
designation of the source asset.

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

For more information, see “Linking Assets,” on page 124
You may see one or more of the following types of fields:

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

- WYSIWYG text fields. You may see one or more text fields that are
WYSIWYG-enabled (What You See Is What You Get) viaa WYSIWYG
editor, such as FCKEditor (see “Working with the FCKEditor,” on page 113).
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
WYSIWYG Editors,” on page 112.

- Date fields. You will see a Date 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 123 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
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thumbnails of the image assets you can select. For more information on Image
Picker, see “Working with the Image Picker,” on page 115.

- Online Image Editor fields. You may see a field (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 118.

- 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 121.

- Fields that prompt you to select assets. You may see a field (or fields) that
prompt you to select a flex parent or a template, or associate an asset (such as
an image) with the asset you are creating.

1) Ifthe field displays a drop-down list, select the desired asset from the list
and proceed to step 6.

If the field displays an Add Selected Items button, proceed to the next
step, step 2.

2) In the tree, select the tab containing the asset you want to select as a value
for the field. Consult your design team or administrator to find out which
assets are available in which tabs of your tree.

3) In the tab, select the desired asset.
4) Click Add Selected Items.
Content Server assigns the selected asset as a value for the field.
6. Click Save.

Content Server displays a summary of the asset. If you duplicated any information that
must be unique, Content Server displays an error message. Click the Back button on
your browser to return to the form and edit the appropriate field.

7. (Optional) If the asset is not preassigned to workflow and you want to use the
workflow feature, you can assign the asset to a workflow as described in the section
“Assigning an Asset to a Workflow,” on page 241.

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

Note

For the preview function to work, the asset must have a template assigned to it in
the Template field.
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Creating a New Asset in CS-Desktop

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

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

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

Creating 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 a folder-like hierarchical view of the Content Server database in
Windows Explorer.

When you install the client, you also install an online Help file that describes how to use
CS-DocLink. After the client is installed, the Help file is accessible from within Windows
Explorer. To install the client (and the Help file), extract the provided ZIP archive
(cSDoclink. 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 a translation. To perform such functions, use the
Advanced interface.
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Finding Assets

You can use Content Server’s search function to find assets and add them to your Active
List for later retrieval.

Search Basics

Here are some general search characteristics:

SOFTWARE

There are two kinds of searches: simple and advanced.

The simple search form has a link to the advanced form; the advanced form has a link
back to the simple form.

For both kinds of searches, results are based on all criteria being satisfied.

Both the simple and advanced search forms provide a total count of the number of
instances of the specified asset type in the site.

If you click the Search button without specifying any criteria, all instances of the
selected asset type (up to 1000) are retrieved and displayed 20 per page, which is the
default for the Show up to nn items per page drop-down field. If your search results
exceed 1000, refine your search criteria.

A text string search means that all instances of the asset that contain the specified
search string in the selected field will be returned in the search results list.

You can use the percent sign (%) in your search criteria as a wildcard character.

Searches can be case-sensitive, depending on the search engine used and its
configuration.

By default, Content Server uses its own SQL-based database search mechanisms.
Check with your system administrator to determine whether a search engine is in use.
Consider the following when using the SQL default search mechanism:

- Do not use phrases in the search string. Phrases are treated as a series of
independent words delimited by space characters, and all records which match
any of the words are retrieved.

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

- Commas are not interpreted as characters (basic assets only). For example, a
search on logo, banner finds occurrences of the word logo and occurrences of
the word banner.

Note

Searches described in this section return assets—the results are specific to an asset
type. You can perform searches across asset types by running workflow reports. For
more information, see the section “Working with Workflow Reports,” on page 270.
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Running a Simple Search

SOFTWARE

A simple search is a quick way to search for assets on your current site.

To run a simple search

1.
2.
3.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.

In the button bar, click Search. Content Server displays a list of searchable asset
types.
Click Find for the desired asset type to display the simple search form.

The “Simple Search” form for the desired asset type (“Article” in this example)
appears as follows:

Search for Articles

Search |MName ™| for
Search Options:

Show up to 20 | items per page
Sort results by | Name i

advanced search

Total Articles: 545

Enter the desired search criteria:
a. Inthe “Search” drop-down list, select the attribute you want to search.

b. In the for field, enter the text you want to search for (you can also leave this field
blank).

c. Select the number of matching assets to display per page (the incremental range is
10-300).

d. Select a category by which to sort the results.

If you enter no criteria, the search will retrieve all instances of the asset type (up to
1000) and display them at 20 to a page in the default sort order.

Click Search.

The search results appear below the search form in the workspace.

MO /& 100-A637-2001Mard O] 3/18/01 5:15 PM O |
MO /& AMD-ASE0-2001MarD (O] 3/18/01 5:13 PM O
M O/ f ASP-AS6-2001Mard O] 3/18/01 7:52 PM O
W 2 /@ About Burlington Financial @) 1/23/02 4:00 PM O
MO 7/ Abused-AG3-2001Mars O] 3/18/01 7:52 PM O
MO /& Active-AT45-2001Mard (O] 3/18/01 5:18 PM O
MW P /G  Aetna-Adds-2001Mard (6] 3/18/01 8:04 PM |
M L 7 Aggressive-Aﬁ?S-ZDDlMarQ@ 3/18/01 §:16 PM O

Text at the left above the search results list tells you the range of the currently
displayed assets out of the total number of assets that match your search criteria.
You can display more results by clicking the Previous and Next hyperlinks at the
right, above the results.
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Notice the line of numbers at the bottom left of each page of search results:

Click one of the numbers to rerun the search and display the selected number of assets
per page.
Each asset returned in the search results list has a row of icons to its left. The icons

are, in order of appearance, Preview, Inspect, Edit, and Delete. They work just like
the commands in the action bar of an asset’s “Inspect” form.

If you hold your cursor over the Info icon to the right of the asset name, a tooltip with
the asset’s description displays.

Information on start and end dates can be found in “Using Start and End Dates,” on
page 189.

7. To save your search results, see the section “Saving Search Results,” on page 88.

8. To save your search criteria, see the section “Saving Search Criteria,” on page 89.

Running an Advanced Search

SOFTWARE

In advanced search, you can locate assets on your current site by specifying criteria that
are not available in the simple search screen.

To run an advanced asset search

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.
In the button bar, click Search.

Content Server displays a list of searchable asset types.
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4. Click Advanced search next to the asset type of the assets you want to find. Content
Server displays the “Advanced Search” form.

If you are searching for a flex type asset, the Select Attributes button is displayed;
otherwise, this option is not available.

Advanced Search for Products

Name contains: |

Product Definition is: | - any definition —

Description contains:

Status is: - choose status — %

Format: yyyy-mm-dd hh:mm:ss
Start Date before:

Start Date after:
End Date before:

End Date after:

I 2]

Locale:
ID is:

Format: yyyy-mm-dd hh:mi:ss (24 hour clock)
Modified after: Ex

Modified before: Ex

Modified by: - choose user -

Show up to 20 | items per page

Sort results by | Name i

simple search [ Select Attributes

Total Products: 30

The “Advanced Search” form presents many search criteria by which you can narrow
down the scope of your search.

Note

Search criteria vary by asset type. Following is a list of search terms that are
common to most “Advanced Search” forms:

Name contains, Template is, Status is, Source is, Subtype is, Category
18, Start Date before/after, End Date before/after, ID is, Modified after/
before

For more information about attribute types, see “Creating New Assets,” on
page 75. For information about start/end dates, see “Using Start and End
Dates,” on page 189.
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5. (Optional) If you are searching for a flex asset and you want to search by specific
attributes and/or attribute values:

a. Click Select Attributes to open the “Select Attributes” form:

Advanced Search for Products

Filter : OrderBy: name ResultLimit : 20

Available Selected
Alpha Risk Measure of Fund # || |Year to Date Performance of Fund
Browse Category
Type of Commission under which Fund falls
Individual or institutional contract with visitor to which Fund belongs
Description of Fund
10 Year of Life Performance of Fund
1 Year Performance of Fund

3 Year Performance of Fund v
Select Attribute Values simple search

Total Products: 30

b. Select attributes in the Available list box and click the arrow button to move them
to the Selected list box. To choose multiple attributes, Ctrl-click the attributes
you want to include. To select a range of attributes, Shift-click the first and last
attributes in the range.

c. Run a search on your selected attributes or their values:
- To search by selected attributes, click Search.
- To search by the selected attributes’ values:
1) Click Select Attribute Values.

Content Server displays a form allowing you to enter attribute values.

Advanced Search for Products

Filter : OrderBy: name ResultLimit : 20

Year to Date Performance of Fund is:|5

Search simple search

Total Products: 30

Note

Content Server does not support value-based searches on text
attributes. If you try to search for a text attribute’s value, the
following error message is rendered: “Cannot search on Text
Attribute “Attribute Name” because it does not have a search
engine.”

2) In the value-based search form, enter specific attribute values to search
for. If you enter no criteria, the search will retrieve all instances of the
asset type (up to 1000) and display them at 20 per page in the default sort
order.

3) Click Search.
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The search results appear below the simple search form in the workspace.

Number of assets displayed of the
total that match the search criteria

Itemns 1 to 3 of 3 {Save This Search)
In Filter Filter : YTOPerf contains 5 {Edit This Search)

Show 10 20 30 50 100 200 300 iterns per page

Click one of the numbers to display
that number of assets per page

M 2 # & Doculab Super Fund @ PTypeFund 8/9/01 11:23 AM - - O

M L # & Financial Services Specialty@)  PTypeFund 7/13/01 5:54 AWM - - O

ML A  MidCap Stock Fund @ FTypeFund 8/9/01 10:53 AM - - O
Add to My Active List

- Each asset returned in the search results list has a row of icons to its left. The
icons are, in order of appearance, Preview, Inspect, Edit, and Delete. They
work just like and invoke the same functions as the commands in the action

bar of an asset’s “Inspect” form.

- If you mouse over the Info icon to the right of the asset name, a tooltip with

the asset’s description displays.

- Information on start and end dates can be found in “Using Start and End

Dates,” on page 189.

6. To save your search results, see the section “Saving Search Results,” on page 88.

7. To save your search criteria, see the section “Saving Search Criteria,” on page 89.

Saving Search Results

SOFTWARE

When you run a successful search, you can preserve some or all of the results for future
use by adding them to your Active List. This way, you do not have to run the search again.

To save search results

1.
2.

Run a simple or advanced search, as described earlier in this section.

On the first page of results, choose the assets you want to preserve by selecting the
check box to the right.

When you have selected all the assets you want to preserve, click Add to My Active
List.

Your Active List appears, showing the assets you added. The assets you added also
appear in the “Active List” tab of the tree.

To save additional assets, do the following:

a.

Click your browser’s Back button to return to the search results page from which

you selected the items.

Choose the assets you want to preserve, by selecting the check box to the right.

Click Add to My Active List.

Repeat steps a — ¢ until you have saved all of the desired assets.
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5. Click Next to continue to the next page of the search results.

If you click the browser’s Forward button after returning to the search results, you go
back to your Active List.

Saving Search Criteria

When you run a search, you have the option of saving the search criteria you used and
making the saved search available to other users. Saving searches means that you can run
them multiple times without having to re-enter the criteria each time.

To save search criteria

1. After running a search, click Save This Search. The “Save Search” form is displayed:

Save Search:

*Name: |

@ Private

O Users of the following roles:
Sharing Search Criteria: |AdvancedUser e

Analyst

Analytics

Approver v
Current Site: BurlingtonFinancial

Available Selected

Share to Other Sites: FirstSitell

GE Lighting

HelloAssetWorld

Spark
Created by: fwadmin
Filter String: Filter : all (Edit This Search)

2. Fill in the form as follows:

a. Enter a name for the search. The name that you specify here will appear as a
hyperlink in the Saved Searches section of the “Search” form.

b. Indicate whether you want this search to be private or shared. If you decide to
share your search, select the roles that you want to share it with. To choose
multiple roles, Ctrl-click the roles you want to include. To select a range of roles,
Shift-click the first and last roles in the range. All searches are private by default.

c. Ifyou want your search to be available on other sites you use, select the desired
sites and click the right arrow to move sites from the Available list box to the
Selected list box.

Note

To be able to share your saved search to other sites, the asset type being
searched for must be enabled for each of the sites. You must also have a role
on each site. If these conditions are not met, the Share to Other Sites field
does not appear.

d. Click Save.
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e. Ifyou want to review or edit the search criteria, click the Edit This Search
hyperlink. To save the revised search, run the search and click Save This Search
to return to the “Save Search” form.

Running Saved Searches

To run a saved search

1.
2,
3.

6.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.

In the button bar, click Search. Content Server displays a list of searchable asset
types.
Scroll down to the Saved Searches section of the form.

In the list of saved searches, locate the search you want to run.

Saved Searches

Please select the Saved Search that you want to execute

W 7 & Search All Articles  Article private

Click the search name or the corresponding Inspect icon to execute the search.

Editing Saved Searches

To edit a saved search

1.
2.
3.

SOFTWARE

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.

In the button bar, click Search. Content Server displays a list of searchable asset
types.
Scroll down to the Saved Searches section of the form.

Locate the search you want to edit in the list of saved searches:

Saved Searches

Please select the Saved Search that you want to execute

W 7 & Search All Articles  Article private

Click the Edit icon to open the saved search for editing.
Make your changes to the search parameters and click Search.

Save the new search by following the steps in “Saving Search Criteria,” on page 89.
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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 Advanced interface

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

The CS-Desktop and CS-DocLink Windows clients

In an Internet browser window, using the InSite interface

Note that you must have the right permissions to edit assets.

Editing Assets in the Advanced Interface

To edit an asset in the Advanced interface

1.
2,
3.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

Find the asset you want to edit:

a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset you want to find.

c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page 83.

In the search results list, navigate to the asset you want to edit and click its Edit icon.
Content Server displays the asset’s “Edit” form.

Make your changes to the asset. If any of the fields or form sections are unfamiliar to
you, consult your design team or administrator.

a. For each field, replace the existing 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 changes to all other
fields as necessary.

- Date fields. You may see a Date 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 123 for more information.

- WYSIWYG text fields. You may see one or more text fields that are
WYSIWYG-enabled (What You See Is What You Get) viaa WYSIWYG
editor, such as FCKEditor (see “Working with the FCKEditor,” on page 113).
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
WYSIWYG Editors,” on page 112.

- 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
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thumbnails of the image assets you can select. For more information on Image
Picker, see “Working with the Image Picker,” on page 115.

- Online Image Editor fields. You may see a field (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 “Click Save & Close
to save your changes to the parent asset.,” on page 117.

- 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 121.

- Fields that prompt you to select assets. You may see a field (or fields) that
prompt you to select a flex parent or a template, or associate an asset (such as
an image) with the asset you are editing.

1) Ifthe field displays a drop-down list, select the desired asset from the list.

If the field displays an Add Selected Items button, proceed to the next
step.

2) In the tree, select the tab containing the asset you want to select as a value
for the field. Consult your design team or administrator to find out which
assets are available in which tabs of your tree.

3) In the tab, select the desired asset.
4) Click Add Selected Items.
Content Server assigns the selected asset as a value for the field.
6. Click Save Changes to save your changes.

Content Server displays the asset’s “Inspect” form showing the changes. If you click
Cancel instead, the asset appears unchanged in the “Inspect” form.

7. (Optional) If you want to see how the asset would look if it were published, you can
preview it. To preview an asset, click Preview in the action bar at the top of the asset’s
“Inspect” form. A new window will open and display the asset in its rendered form.
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Editing Assets in CS-Desktop

To edit an asset that was created in Microsoft Word, you use the CS-Desktop toolbar,
which is added to the Word interface when you install 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

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

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

Editing Assets in CS-DocLink

When you install the CS-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 a binary file, you navigate to the asset in the CS-DocLink hierarchy as if you were
browsing your local file system and drag it to your desktop. You then open the file in its
native application and make the appropriate changes. To save the modified file to the
Content Server database, you save it in its native application and then drag it from your
desktop back to where you found it in the CS-DocLink hierarchy.

Note

If you are working with Windows XP, you may receive the following error
message when attempting to drag a file from CS-DocLink to your Desktop:

"Cannot read from source file or disk"
The reason may be that you are copying a file with invalid characters.

You must make sure that when you drag a document back to Doclink that it has the
same name as the file that it is intended to overwrite, otherwise a new asset will be
created.

For complete information on how to use CS-DocLink, see the online Help that is installed
with the client software.
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Working with the InSite Interface

Business users who do not ordinarily work in Content Server’s interface, but who
occasionally need to approve or make changes to content, can do so directly on a rendered
page, using the InSite interface. The InSite interface provides access to Content Server’s

most commonly used content management functions, and is displayed alongside the
rendered page, as follows:

FatWire | Content Server 7

1= User: firstsite | Help | Close

L advanced dash insite -
rstSit Preview tempiate: | /FsiiLayout +|| wrapper: | FSiIPreviewWrapper [s|| |2008-05-20 13:43:08 |:| Get Link

M Preview

Content

Name:

FSIIAbout

Description:

About FirstSitell

Template

Name:

JFSIILayout

Description:

Generates an overall layout of a page

which includes calling the Detail template
for the specifisd ssat.

él Editing
|il Page Layout
ql Search

ﬁl Assignments

Note

The examples in this section are based on the FirstSite II sample site. Depending

on how your site is set up, your interface may differ from the depictions in this
section.

Previous releases of Content Server contain a drag-and-drop templating feature

called InSite Templating. InSite Templating has been integrated into the InSite
interface as the “Page Layout” mode.
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The InSite interface allows you to preview, edit, add, remove, replace, and position
content directly on a rendered page. To accomplish these tasks, you work on content in
one of the following modes:

*  Preview — allows you to see how the content would look on the online site. For more
information, see “Previewing Assets,” on page 96.

* [Editing — allows you to edit content directly on a rendered page. For more
information, see “Editing Assets in the InSite Interface,” on page 99.

Page Layout — allows you to add, remove, replace, and position content on a page.

For more information, see “Managing Page Content Using the InSite Interface,” on
page 101.

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

* Search — allows you to find other assets you want to work with in the InSite interface.
For instructions, see “Searching for Assets Using the InSite Interface,” on page 107.

* Assignments — allows you to finish your workflow assignments. For instructions, see
“Finishing Your Workflow Assignments Using the InSite Interface,” on page 108.

Accessing the InSite Interface

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

* The template used to display the asset you want to work on (and the page it is
associated with, 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 Advanced interface to search for and preview the desired asset.
* Drill down the site plan in the Advanced interface to find and preview the desired asset.

* Obtain the InSite URL for the asset from another user or your CS administrator. For
example, your colleague would e-mail you the InSite URL for an asset he or she has
worked on, so that you can review it or make changes, depending on your permissions.

Note

Use the Get Link function to obtain the InSite URL for an asset. Once you have
the URL, you can give it to another user so that he or she can work on the asset
in the InSite interface, assuming the user has the necessary permissions. For
more information, see “Obtaining the InSite URL for an Asset,” on page 111.
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When you access the InSite URL, you will be asked to log in. Once you log in, the
InSite interface displays the asset in “Preview” mode.

Note

There are a number of ways to preview an asset. The procedures in this section
assume you are previewing an asset as described in the next section, “Previewing
Assets.”

Previewing Assets

SOFTWARE

Previewing an asset displays the asset in its rendered form in the InSite interface.

To preview an asset

1.
2.

Log in to the site you want to work with.
Find the desired asset. Do the following:
a. In the button bar, click Search.
b. In the “Search” form, click the asset type of the asset you want to find.
c. Enter the desired search criteria (if any) and click Search.
For more information on searching, see “Finding Assets,” on page 83.

Preview the asset. In the list of search results, navigate to the asset you want to work
with and click its Preview (binoculars) icon.

Content Server opens a new browser window and displays the desired asset in the
InSite interface.

If the asset has no default template assigned to it, you are asked to select a template in
which to preview it.
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97
Working with the InSite Interface
Here is an example view of the InSite interface showing the FirstSite I home page in
“Preview” mode:
Select a Select the Preview the Preview the asset Toggle the
template in wrapper in asset as it will in full screen InSite pane
whichtoview  which to view appear at a mode (outside the on and off.

the asset. the asset. future date. InSite Interface).

TOp FatWire | Content Server 7 R bl User: firstsite | Help | Close
bal' | advanced | | dash | Linsite = analytics
Preview templste: | /FsiiLsyout v Wrapper: | FSlIFreviewWrapper || [2008-09.35 10:45:22 | = Get Link
B [ Preview F I RST
page S IT E Home Articles Products Shopping Cart My Site About
Name: =
FSIIAbout Hen_Us
Description:
About .
T Item of the Week About FirstSitell
I St Name:
nSite JFSIILayout FatWire's FirstSite Provides the Tools and Techniques for a Fast and
pane Description:

Cost-Effective Implementation

Generates an overall
layout of a page which
includes calling the Detail
template for the specified

aonst: It's a fact: Many content 0 t projects are expensive to impk t, dizruptive to the organization, and
.@ Editin e prone to failure. et FatWire Content Server has been deployed successfully at over 450 customers for a
9 e wide range of solutions: corporate Web sites, product marketing sites, partner extranets, and employee
.@ Page Layout intranets to name a few. To help immunize customers from potential problems, FatWire offers FirstSite, which
— leverages the experience and best practices of our many successful customers. FirstSite iz a quick-start
'® Search program that includes a collection of standard templates and site components that are commen to most sites,

combined with decumentation, training, a rich developer community, and a best practices methodology.

L _@ Assignments FirztSite helps ensure that your site iz implemented the right way, right away.

A

Click a section of the
InSite pane to work
with its associated
functions.

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.
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Top bar — allows you to open a new instance of the Advanced interface; preview
the asset without displaying the InSite interface; toggle the InSite pane on and off;
access the FatWire Support site; and end your InSite session.

InSite bar — denotes the InSite mode you are working in; allows you to obtain the
InSite URL of the displayed asset, and view the asset using alternate templates
and wrappers.

4. (Optional) If you wish to see how the asset would look when rendered by a different
template or wrapper, select a template from the “Template” drop-down list, and/or a
wrapper from the “Wrapper” drop-down list in the InSite bar. Consult your site
developers for information on the templates and wrappers available to you.

5. (Optional) If you would like to see how the asset will look at a date in the future, select
a date using the date picker:

a.

Note

To preview this asset in web page as it will appear at a future date:

Start and end dates must be assigned to the asset being previewed as
explained in “About Site Preview,” on page 194.

The template in which the asset will appear must include the
asset:filterassetsbydate tag. See your site administrator for
assistance.

Using the date picker in the Preview window toolbar, choose the date.

The new date and time appears in the Date text box.

6. Once you have previewed the asset, you can perform the following tasks:

Edit the asset using the “Editing” mode. For instructions, see “Editing Assets in
the InSite Interface,” on page 99.

If the asset you are previewing is assigned to a page (or is a page): add, remove,
replace, and position content on the page using the “Page Layout” mode. For
instructions, see “Managing Page Content Using the InSite Interface,” on

page 101.

Find other assets to work on in the InSite interface. For instructions, see
“Searching for Assets Using the InSite Interface,” on page 107.

Finish your workflow assignments. For instructions, see “Finishing Your
Workflow Assignments Using the InSite Interface,” on page 108.

Obtain the InSite URL for the asset. For instructions, see “Obtaining the InSite
URL for an Asset,” on page 111.

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

SOFTWARE

98



Chapter 4. Working with Assets

Working with the InSite Interface

Editing Assets in the InSite Interface

Click Save to
commit your
changes to the
database, or
Cancel to
discard them.

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

To edit an asset in the InSite interface

1. Make sure the template assigned to the asset you want to edit supports InSite Editing.
Consult your site designers if you have any questions.

Preview the asset, as described in “Previewing Assets,” on page 96.
In the InSite pane, click Editing. The InSite interface switches to the “Editing” mode.

- Ifyou 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.

- Ifyou 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 developers.

The solid blue
outline indicates the
field is being edited.

FatWire | Content Serve 7 = User: firststts | Help | Closs

advanced dash insite. analytics

99

The cyan dotted
outline indicates
that the field has
not yet been

edited.

boos 225 112650 | R

[Feermmmmmper e

@) editing Fl
Homs artics Product shopp ng Cart st about
———P A [ s | (I conca S e | S
CurrentSelection 8 en_us
Asset Name:

Field Name:

Edited Assets Item of the Week boutFirstSitell| <¢———

Name Attribute
o et - FatWire's FirstSite Provides the Tools and Techniques fora Fastand
% Cost-Effective Implementation
@ Praview
ij Page Layout
d] Search

ﬁ] Assignments

iz im pén’

Click the Edit icon to
edit the field in the

WYSIWYG editor. been edited.

4. (Optional) If you would like to view the asset using a template other than the one
assigned to the asset, select a template from the “Template” drop-down list in the InSite
bar. Consult your site developers for information on the templates available to you.

5. Click the Edit icon next to a field of your choice and make changes to the contents of
the field.
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9.

10.

Working with the InSite Interface

The Edit icon indicates a field that can be edited in an embedded WYSIWYG editor
(such as FCKEditor). When you click the Edit icon, the WYSIWYG editor displays
the field’s contents in editable form. You can then make your edits to both the text and
its appearance. (See “Working with the FCKEditor,” on page 113 for more
information.)

A dotted border with no associated Edit icon indicates a simple text field. To make
changes to the field, click inside the dotted border, edit the text, and press Enter (or
click anywhere outside the border). (When you click inside the dotted border, the
border turns solid and a cursor appears, indicating that the field can be edited.)

If you change your mind about the edits you have made, you can restore the field’s
previous content by pressing Esc.

The Add New and Add Existing buttons next to an image indicate 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
“Working with the Online Image Editor” (start with step 2 on page 119).

The Edit Asset button next to a piece of Flash content indicates that the content can be
edited. Clicking the button opens the Flash content asset’s “Edit” form in a pop-up
window. For more information about Flash content, see “Working with Flash
Content,” on page 121.

Note

* The InSite pane shows the name of the field you are currently editing, and
the asset to which the field belongs. It also shows a history of assets you
have edited during your current InSite session.

*  When making your changes, keep the following in mind:

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

- To make your job easier, toggle off the InSite pane to maximize the
visible area on the page. Toggle the pane back on when you are ready to
commit your changes to the database. (Use the Toggle InSite Pane
button near the right end of the top bar to toggle the pane off and on).

- Ifan editable field is protected by revision tracking, a lock icon replaces
the Edit icon (or button) to indicate that the field cannot currently be
edited.

- When you are finished editing a field, 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.

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 steps in “Searching for Assets Using the InSite Interface,”
on page 107, and repeat this procedure.
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Managing Page Content Using the InSite Interface

If the asset you want to work with is a page (or is assigned to a page), you can work with
content directly on the page using the “Page Layout” mode, provided the page has been set

up to support slots.

Note

Consult your site designers to find out which pages on your site support slots.

In “Page Layout” mode, each slot on the page accepts one piece of content — an asset. You
add, remove, replace, and position content on the page by dragging and dropping assets into
slots. Below is an example view of the InSite interface showing the FirstSite Il home page
in “Page Layout” mode:

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

User:firstsite | Help | Close

FatWire | Content Server 7

advanced | dash | | insite
Site: FirstSitell Page Layout Templat=: FSIILuyoLt [ FellFreviewwrapper s |[2008-05-25 11:47:04 |@ E
Ln:m Page Layout I
Products Shopping Cart

Done &8 en_us

Search

Type: )

ltem of the Week This slotis empty
Contaiming: [ |
About FirstSitell | % v
Template
Search IAbout FirstSitell

Search results FatWire's FirstSite Provides the Tools and Techniques foraFastand

Name Cost-Effective Implementation

F5II AudieCo. America Announces H.. FSE Triple Play

g

(] |FS1I AudioCo.NewMediaPlayerOffers..
B|Fs11about
a
g

FSILAudicCoFirstUnderwaterMP3Play.

FSIIFSEIntroducesDWDRecorder
next >

=5 methodology.

@ Preview
@ Editing
@ Search

@ Assignments

e right way, right a1

FirstSite helps ensure that your site is im pl=rr=r

This slotis empty

rowWiRID AT

Use the InSite Search
pane to find and select This slot is empty. You can drop an asset into it.
assets to drop into slots.

This section contains the following procedures:

* Adding or Replacing Content on a Page

* Removing Content from a Page

* Positioning Content on a Page
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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 96.
In the InSite pane, click Page Layout.
The InSite interface switches to the “Page Layout” mode.

- If the page supports slots, you will see occupied and/or empty slots, similar to the
ones shown in the figure on page 101.

- If'you do not see slots on the page, stop here. The page does not support slots.
If you have any questions, consult your developers.

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

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

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

d. Click Search.

The results of your search appear in the “Search Results” area of the pane:

=

|l Page Layout

O |37 save || 3E, Cancel

Done

Search

Type: Find Content w
Containing:

Template: | FSIiDetail .

Search

Search results

Name

Bl|Fsi1 AudioCo. America Announces H...

El|Fsit AudicCo.NewMeadiaPlayerOffers...

B|rst Mi - NiA | About Firstsielr ) P2F 127

El |Fs1IFEETREroducesDVOR =carder

Y
r‘h],l Preview
&) Editing
&) search
#| Assignments
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e. In the list of search results, navigate to the desired asset.

The list shows five assets at a time, sorted alphabetically. When locating an asset,
note that you can view more information about the listed assets by doing the
following:

Hold your cursor over the asset’s name to view a tooltip. It shows the asset’s start
and end dates and description. For more information on start/end dates, see
“Using Start and End Dates,” on page 189.

- Click Next to view the next page of results.
- Click Prev to view the previous page of results.

5. In the list of search results, select the asset you want to add to the page.

FatWire | Content Server 7 2§ fe User:firstsite | Help | Close

| _advanced | | dash |

Site: FirstSitall Page Layout Templat=: 1 FSiiLayout [ FsiiPreviswiirapper s [2008-03-25 11:47:04 | FER) E

@ Page Layout
Products Shopping Cart
7 Save 1 Cancel I s

2are 8 e  US

Search

e -

ltem of the Week This slotis empty
containing: |
About FirstSitell | ¥
Template: FSIIDetail .

Search IAbout FirstSsitell

Search results
Name
FSII AudioCo. America Announces H..

FatWire's FirstSite Provides the Tools and TechniquesforaFastand
Cost-Effective Implementation

FSE Triple Play
FSII AudiaCoMewMediaPlayerOffers..

a

a
B[Fst1about )
= Itz 3 ..t:l’grysort=rtrr=r=,=rr=rtproj=..t==r=axp=r=|\=tolrrpl=rr=rt disruptive to the organization, and
B FSILAudicCoFirstUnderwaterMP3Play.

£l |Fs11FSEIntroducesDVDRecarder

next =

.@ Preview
@ Editing
@ Search

g_} Assignments

This slotis empty

The asset is displayed in its rendered form as a floating object that you can drag and
drop into a slot on the page.
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6. Drag and drop the asset into the slot of your choice. Do one of the following:

- If adding content to the page, drag the asset by its title bar into an empty slot.

asset’s title bar to
drag it.

(Your cursor
changes to a multi-
directional arrow
which indicates you
can drag the asset.)

FS

IIHomePageText *

Welcome to FirstSite

SIS

John Kilpatric

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

be mare than happry to help.

1 This slat is empty
1. Click on the ——— L FMREIntroducesDVDRecorder | %

FS Electronics Introduces First DVD Recorder
John Kilpatrick

MOIAMAPCLIZ, IM (September 9, 20047 - FS Electronics' nevy recaordable DVD home thester
Eystem lets consumers enjoy the latest audio and video technologies with one convenient,
igh-performance package. The system completes the home theater experience, whether it's
iztening to music on COs and DYVD-Audio dizcs, watching the latest blockbuster movies on
O, of recording favorite T programs. The unit's 0DYD recorder offers muli-formst

lavhack (DWD video, DYD-Audio, DVD-RAM, DVD-R1, CD, CO-RRW2 and MP3).

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

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

- Ifreplacing content on the page, drag the asset by its title bar into the slot
containing the content you want to replace.

FSIIHomePageText *

Welcome to FirstSite

1. Click on the
asset’s title bar to
drag it.

(Your cursor
changes to a multi-
directional arrow
which indicates you
can drag the asset.)

FSUFSELntradudgy: Q@Recorder ®

Thig

FS Electronics Introduces First DVD Recorder

=0 help

MOIAMAPCLIZ, IM (September 9, 20047 - FS Electronics' new recardable DVD home thester

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

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

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

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

3. When the slot
border turns into a
“perforated” line,
drop the assetinto
the slot.

When the slot is ready to accept the asset, the slot’s border changes from a solid line to

a “perforated” line. When that happens, drop the asset into the slot.

Note

If you are replacing content on a page, the asset currently occupying the slot is
automatically removed from the slot when you drop in the new asset.

7. 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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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 96.
In the InSite pane, click Page Layout.
The InSite interface switches to the “Page Layout” mode.

- If the page supports slots, you will see occupied and/or empty slots, similar to the
ones shown in the figure on page 101.

- 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.

FSIIHDmePageTextQ‘)

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 populate the empty slot with another asset, go to step 4
of “Adding or Replacing Content on a Page,” on page 102.

Positioning Content on a Page

This section shows you how to position content on a page by moving an asset from one
slot to another.

To position content on a page using the InSite interface

1.

Make sure the page you want to work with supports slots. Consult your site designers
if you have any questions.

Preview the desired page, as described in “Previewing Assets,” on page 96.
In the InSite pane, click Page Layout.
The InSite interface switches to the “Page Layout” mode.

- If the page supports slots, you will see occupied and/or empty slots, similar to the
ones shown in the figure on page 101.

- Ifyou do not see slots on the page, stop here. The page does not support slots.
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If you have any questions, consult your developers.

4. On the page, locate the asset you want to move to another slot, and choose the
destination slot to which you will move the asset. The destination can be an empty slot
or a slot already occupied by another asset.

5. Drag and drop the asset into the desired slot.

FSIIHomePageText *

A
Welcome to FirstSite

1. Click on the FSUFSElntraducpsRiipRecorder | ¥ 2. Drag the
asset’s title bar to asset’s title bar
drag it. FS Electronics Introduces First DVD Recorder over the slot.
(Your cursor Firsy t 3. When the slot

. botto|s, el .
changes to a multi- o d ting border turns into a
_d're_Ct'Qnal arrow, HP YO D ANAPOLIS, IN (September 9, 20041 - FS Electranics’ new recordable DVD home theater [ S perforated “n_e:
lndlcatlng you can il leystem lets consumers enjoy the latest audio and video technologies with one convenient, drop the assetinto
drag the asset_) igh-performance package. The system completes the home theater experience, whether it's the SlOt.

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

Tplavback (DD viden, DVD-Audio, DYD-FaM, DVD-R1, €0, CO-RFW2 and MP3).

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

[The power of recordable DVD enables users to record TV programs or home videos onto

CvD-Ram and DVD-R discs, a3 well as onto the unit's 80GE* hard disk drive - up to 142
ours in the EP3 mode. Users can also transfer recordings from a camcorder or digital il

camera onto OVD-R or DVD-RAM discs, preserving precious family videos and photos.

When the destination slot is ready to accept the asset, the slot’s border changes from a
solid line to a “perforated” line. When that happens, drop the asset into the slot.

Note

If you are moving an asset to a slot that is already occupied by another asset, the
asset you are moving automatically replaces the asset currently occupying the
slot.

6. In the InSite pane, click Save to commit your changes to the CS database.

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

Content Server refreshes the page, showing your changes.
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Searching for Assets Using the InSite Interface
If you wish to find an asset to edit or preview, you can do so within the InSite interface.
To search for assets from within the InSite interface
1. In the InSite pane, click Search to expand the Search section.
The InSite interface switches to the “Search” mode.
2. Secarch for an asset.
Do the following:
a. From the “Type” drop-down list, select the type of asset you want to find.

b. (Optional) In the “Containing” field, enter your search criteria. Leave this field
blank to return all assets of the selected type in your search results.

c. Click Search.

The results of your search appear underneath the fields.

&) search

Type: Find Content w

Containing:

Search

Name

Bl|Fsi1 AudioCo. America Announces H...

El|Fsi1 AudicCo.NewMeadiaPlayerOffers...

1J4 - Mj4 | About FirstSitell
D FSIIFSETTerooores TETOToeT

IAY Preview

)

&) Editing
iyl Page Layout
o

£ Assignments

3. In the list of search results, navigate to the desired asset.

The list shows five assets at a time, sorted alphabetically. When locating an asset, note
that you can view more information about the assets in the list by doing the following:

a. Hold 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 complete on the asset. (This
description has been entered by the previous assignee.)

b. Hold your cursor over the asset’s name to view a tooltip. It shows the asset’s start
and end dates for Site Preview and description. For more information on start/end
dates, see “Using Start and End Dates,” on page 189.

- Click Next to view the next page of results.

- Click Prev to view the previous page of results.
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4. Click the desired asset.

The InSite interface displays the asset in “Preview” mode. You can now perform the
tasks described earlier in this section:

- Editing Assets in the InSite Interface

- Managing Page Content Using the InSite Interface

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

Finishing Your Workflow Assignments Using the InSite Interface

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 8, “Workflow.”)

To finish a workflow assignment using the InSite interface

1. In the InSite pane, click Assignments to expand the Assignments section.

The Assignments section displays a list of your current workflow assignments.

#| Assignments

Assignment Finish

[= |Home (del

=

= [Aua- nja | Home (de)
EI Home

[i® |Page Principale

B EE

(0

2. Ifyou have completed the necessary work on assigned asset, follow the steps below.

a. In the list of workflow assignments, locate the asset for which you want to finish
the workflow assignment. When locating an asset, note that you can view more
information about the assets in the list by doing the following:

1) Hold 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 complete on the asset.
(This description has been entered by the previous assignee.)

2) Hold your cursor over the asset’s name to view a tooltip. It shows the asset’s
start/end dates and the asset’s description. For more information on start/end
dates, see “Using Start and End Dates,” on page 189.

b. Click the asset’s Finish Assignment (green arrow) icon.
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The InSite pane displays the “Finish My Assignment” form. The top of the form
indicates the workflow process to which the asset is assigned.

# Assignments
FSII: Approval for Structure

Step:
@ send for Approval

Action Taken:

| | Finish Assignment |E‘& Cancel |

Action to Take:

3. (Optional) If you have not yet completed the necessary work on the assigned asset,
follow the steps below.

a. In the list of workflow assignments, locate the asset for which you want to finish
the workflow assignment. When locating an asset, note that you can view more
information about the assets in the list by doing the following:

Hold your cursor over the asset’s name to view a tooltip. It shows the asset’s start/
end dates and the asset’s description. For more information on start/end dates, see
“Using Start and End Dates,” on page 189.

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

c. Complete the necessary work on the asset by following the steps in “Editing
Assets in the InSite Interface,” on page 99 and “Managing Page Content Using the
InSite Interface,” on page 101, whichever is applicable.

d. Click Finish Assignment.
4. In the form, do the following:

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

b. (Optional) In the Action Taken ficld, enter a short description of the work you
completed on the asset.

c. (Optional) In the Action to Take field, enter a short suggestion for the next person
who will work with the asset.

d. Click Finish Assignment.
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(Optional) If the administrator has set up the workflow process in a way that requires
you to choose assignees for the next step when you finish your assignment, Content
Server prompts you to select assignees for the next workflow step, as follows:

¥l Assignments

Choose Assignees:
Flease select at least one user from each role:

FAPProver:| firstsite
Nepolecn

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

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

SOFTWARE

Retain “From” State Assignees — you keep the assignment as the asset moves to the
next state; this allows you to continue working on the asset in that state. You probably
know why it is appropriate for you to keep the assignment, but if you don’t, ask your
administrator.

No Assignments — as the asset moves to the next state, it remains in the workflow so
that function privileges defined for the workflow process are enforced. However, the
asset is assigned to no one and participant roles alone (through their assigned function
privileges) determine who can work on the asset, and how.

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

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

Choose Assignees When Step is Taken — this option is similar to the “Assign From
a List of Participants” option described above, but instead of predetermining at the
beginning of the workflow who will get the assignment during which workflow
state(s), you choose assignees for the next workflow state in real-time each time you
take a step. In such case, when you use the Finish My Assignment function to take
the next step, Content Server prompts you to choose assignees for the asset for the
next workflow state by showing a form like the one in step 5.
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Obtaining the InSite URL for an Asset

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 a URL is called an “InSite URL” and can be obtained as follows:

To obtain an InSite URL for an asset

1.
2.

3.

Preview the asset, as described in “Previewing Assets,” on page 96.
In the InSite bar, click Get Link.

Content Server displays a pop-up message confirming the URL has been copied to the
clipboard.

Windows Internet Explorer g]

| E Hypetlink has been copied to clipboard
L

Note
If you are using FireFox, the URL will be displayed to you. Copy the URL.

Paste the URL into the application of your choice (for example, a new e-mail message
to your colleague).

Note

The recipient of the URL must hold a role that permits them to work with the
asset and the InSite interface.
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Content Server supports the use of third-party WYSIWYG (What You See Is What You
Get) editors on most asset forms. A WYSIWYG editor allows you to see the end-result of
your work, including all applicable formatting, directly in the asset form.

For example, a WYSIWYG text editor, such as FCKEditor, 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 a WYSIWYG editor to edit
fields in the InSite interface.

If your system is set up to use a WYSIWYG editor, the editor appears as part of the “New”
and “Edit” asset forms, replacing the standard entry mechanism for the field that is
WYSIWYG-enabled. The example below shows the body field of a “Content” asset, being
edited in FCKEditor:

[ B 7 U e x x ||=i= EE=E==S|| 4 a0n0H

(9 = a8 B & || d|

| Styleshest ~ | Shyle -

| Font - Size - M-~ || Famat | Nomal -
| EEEQ |3 Esouce @ || 6B S S E |

MILPITAS, Calif. September 22, 2004 AudioCo., the leading innovator in digital entertainment, today e
announced the MIET e MEENseries as part of its award-winning line of portable media players. In
addition to playing music, the H300 series has a large, color screen that is ideal for viewing and

sharing photos. v

For instructions on how to use a WYSIWYG editor, consult the editor’s documentation.
This section contains the following subsections:

*  Working with the FCKEditor

* Working with the Image Picker

* C(Click Save & Close to save your changes to the parent asset.

*  Working with Flash Content

*  Working with the Date Picker
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FCKEditor is a popular third-party WYSIWYG editor that ships bundled with Content
Server as the default editor for WYSIWY G-enabled text fields. FCKEditor allows you to
apply a wide range of MS Word-style formatting to your content.
Figure 5: FCKEditor

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

To restore FCKEditor to normal
size, click Maximize again.

| B I U ke x x* || =12 i= ||

I |9 AL BEL| =0
| Styleshest + Shile - || Fant * | Size B Rl
|| Format S EE=ER |8 Esue @ || BB 5 G|

Its afact: Many content management projects are expensive to implement, disruptive to the organization, and prone to failure. Yet Fatire
Content Server has been deployed successfully at over 450 customers for a wide range of solutions: corporate Web sites, product
marketing sites, partner extranets, and employee intranets to name a few. To help immunize customers from potential problems, FatWire
offers FirstSite, which leverages the experience and best practices of our many successful customers. FirstSite is a quick-start program
thatincludes a collection of standard templates and site components that are common to most sites, combined with documentation,
training, a rich developer community, and a best practices methodology. FirstSite helps ensure that your site is implemented the right
way, right away .

FCKEditor also provides advanced features, such as access to your content’s underlying
HTML code, and the ability to accept pre-formatted content from MS Word documents.

Most features made available to you in the toolbar are native to FCKEditor. To learn more
about FCKEditor and its capabilities, consult the editor’s documentation, available at
http://docs.fckeditor.net.

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

Figure 6: Content Server Specific Features in the FCKEditor
Stylesheet and Styles

| B I|U e x. x* || 22 = ||

H

9 ¢ R BT ||l
| Styleshest - | Shyle = || Font + Size - AU~ b7 |
|l Fomat - B =B ESue @ || B =

It's a fact: Many content management projects are expensive to implement, disruptive to the ¢rganization, and prone to failure. Yet Fat\ire
Content Server has been deployed successfully at over 450 customers for a|lwide rapge|of splutions: corporate Web sites, product
marketing sites, pariner extranets, and employee intranets to name a few. Tp he|p immynize customers from potential problems, FatWire
offers FirstSite, which leverages the experience and best practices of our many gucgessful custormers. FirstSite is a quick-start program
thatincludes a collection of standard templates and site components that afe cgmmpon to mpst sites, combined with documentation,
training, a rich developer community, and a best practices methodology. FirgtSite helps ensure that your site is implemented the right
way, right away .

¢ Create and link a new asset -
¢ Add asset link
¢ Create and include a new asset —
* Include asset
* Pick an image to include
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* Stylesheet — Lists XML files that specify how text can be formatted in the field you
are working with.

Content Server ships with a default XML file template, and the developers for your
system can create additional XML files. If your developers have not added any XML
files, then only the default XML file will be available to you in the drop-down list.

Instructions on using the Stylesheet menu are available in “Linking Two Assets
Directly” (see, in particular, step b on page 129).

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

* Add asset link — Enables you to create a hypertext link from one asset to another
asset. For more information, see “Linking Two Assets Directly,” on page 125.

* Include asset — Enables you to render an asset’s previewable content in another asset.
For more information, see “To Link Two Assets by Inclusion,” on page 130.

Note

If the included asset is an image, then you can link the image to another asset. For
more information, see “Linking Two Assets via an Image Asset,” on page 132.

* Pick an image to include — Enables you to include an image from the “Image Picker”
into the referring asset’s FCKEditor enabled field(s).

Once the image is included in the field, you have the option to link the image to
another asset. For more information, see “Linking via an Image from the Image
Picker,” on page 138

* Create and link a new asset — Enables you to create a target asset directly from the
referring asset’s FCKEditor enabled field(s), and to insert a hypertext link to that
target asset into the field. For more information, see “Insert a Hyperlink to the New
Target Asset,” on page 143.

* Create and include a new asset — Enables you to create a target asset directly from
the referring asset’s FCKEditor enabled field(s), and to include the previewable
content of that target asset into the field. For more information, see “Include the New
Target Asset’s Previewable Content,” on page 146

Loading an FCKEditor

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

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

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

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

Note

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

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

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

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

I [
1 @
*Image: ' @? (}@ ' ]
R -
| cb@ |
L ~

Content Server opens the Image Picker in a pop-up window:

For each displayed image asset, Image Picker shows a thumbnail of the image, as well
as its properties, such as file name, dimensions (in pixels), file size, MIME type, and
the start and end date (if no start or end date is specified, N/A appears instead of a

date).
/= htip:/saraswat-e520:9080/serviet/ContentServer - Windows Internet Explorer E‘@lgl
Image Picker
Thumbnail Size: Images Per Page: 10 25 50 100 [Enter Search Text Here [ “search ]

Showing 11 through 20 of 29

29 Images
Previous | Page 2 of 3 |Next
Sort by:
- e || ENSESSES | | AUDIO| co

Name

Modified Date

BrandsImageOct.j... December Header ... FSII audioco.gif...
764 B 76 B 158 o

FSII AudioCo_iAC...

Fs . INNOVATIVE . e
ELECTRONICS AT Enreote, - ER R s
FSII fs.gif FSIIin
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Hold your cursor over any image to view it full size. If the image name was elided in
the thumbnail view, you can see the full image name in the mouseover window.

FSII T
180 x

2. (Optional) If the pool of available images is large, you can narrow the selections by
searching for a specific image asset. Enter one or more keywords describing the asset
into the Search field at the top of the Image Picker window and click Search. Image
Picker displays the images matching your search criteria.

Image Picker
Thumbnail Size: | 100 pixels | Images Per Page: 10 25 50 100 [Fsir [ “search ]
*ALL v
Showing 1 through 10 of 27
27 Images
Page 1of 3 |Next
% Sortby:
H Name
File Name —— -
Modified Date
File Size in:
P- I B t FSII AudioCo_iAC... FSII FSE_Digital... FSIIL FSE_DV¥D- FSII FSE_TripleP... FSIL IES_HDTV.jp...
IXe sl y es 185 % 95 | 3.42 KB 250 x 250 | 29.57 KB Uilee 200 x 200 | 13.52 KB 120 x 180 | 10.20 KB

image/jpeg image/ipeg 300 = 130 | 20,36 KB imagefipeg imagefipeg
M| A M| A imagefipag 7 A | 7R BIFA | MY A
M2A | N/A

File Type
Start Date| | \T‘AO(_SFE
End Date H AVAILABLE ‘E W ——

FSIL IES_HiFi-VH... FSILIES_MD-Audi...  FSIIimage_Not_a... FSII FSII $5_SlimDVD....
180 % 180 | 4.03 KB 180 % 180 | 6.02 KB 175 x 175 | 14,37 KB §5_HDPlasma... 204 % 204 | 2,00 KB
imagefjpeg imageljpeg imagafjpeg 204 x 204 | 6,72 KB e e
HEA] NAR PR | MR PR | MR imagefjpeg VLN TN

R | A

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

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

5. Click on the image you wish to associate with the asset.
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The Image Picker window closes and the
image asset you selected is associated
with the parent asset. If the field was
already populated with an image asset,
the newly selected asset replaces the
previous one. A thumbnail of the
corresponding image appears in the field
you have edited.

Working with WYSIWYG Editors

*Image:

Gom) @

Click Save & Close to save your changes to the parent asset.
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Working with the Online Image Editor

The Online Image Editor (OIE) is a feature that allows you to compose graphics from
images and text directly in an asset’s “New” or “Edit” form, or on a rendered 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 a background template. Your site designers create template images that contain
placeholders for the foreground image and text you will be adding.

2. Add the foreground image. Depending on how your site is set up, you may choose an
image from a pool 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 OIE feature has been configured to preserve layers.)

If you have any questions about these steps, consult your site designers or developers.

To compose an image 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:

- Ifyou are working in the Advanced interface, navigate to the appropriate field in
the asset’s “New” or “Edit” form.

- Ifyou are working in the InSite interface, click Edit Asset next to the image you
want to edit. An “Edit” form for the selected image asset 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 example uses the default label Edit Asset.
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2. Ifyou are using Online Image Editor for the first time on your machine, a dialog box
appears prompting you to install the OIE application, OIE. cab. Click Install and wait
until OIE appears in the asset form.

3. The Online Image Editor looks similar to the following:

LW BO H-%-4-%- &7 0|E

*Image File:

Zoom: 100 % - |4 ¥

200 x 200

i
Insert Image

Alt Text:

4. Select a background template:

Note

You can clear the canvas at any point by clicking the trash can icon in the upper
left corner of the field.

a. In the selected field, click Browse Images.
The Image Picker opens in a pop-up window.

b. Inthe Image Picker window, find and select the desired background template. For
instructions, see “Working with the Image Picker” on page 115.

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

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 OIE window. You can select another background image by
repeating step a.

c. Ifyou determine that the background template you selected is not the best choice,
repeat steps a and b to select another template.
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5. Add a foreground image:

To select an image from a pool of images created by your site designers:
1) In the selected field, click Insert Image.
The Image Picker opens in a pop-up window.

2) In the Image Picker window, find and select the desired foreground image.
For instructions, see “Working with the Image Picker” on page 115.

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 select an image stored on your machine (if allowed by your administrator), do
the following:

1) Click the Open (yellow folder) button in the OIE toolbar.

2) In the “Open File” dialog box, navigate to and select the desired image file.
Consult your developers to find out which file formats are accepted.

3) Click Open.

6. 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.

7.

Add text and make other edits as necessary. For instructions on using specific
functions, click the Help (white question mark) button in the OIE toolbar.

Note

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

Save the asset. Do one of the following:

If you are working in the Advanced interface, fill in all required fields in the asset
form, then click Save (or Save Changes) to 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 directly in an asset’s “New” or “Edit”
form. You compose Flash Content through the following steps:

SOFTWARE

1.

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

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

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

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

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

To compose Flash content

Note

The procedure below is an example, based on the FirstSite I 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.
Find the desired Flash template and add it to your Active List:
a. In the button bar, click Search.

b. In the list of asset types, select the asset type of the desired Flash template. (In our
example, click Find Flash Template.)

(Optional) Specify the desired search criteria.
Click Search.

e. In the list of search results, navigate to the desired Flash template and select the
check box at the end of its row.

f. Click Add to Active List.

Create a new Flash content asset or find and open an existing asset that you want to
modify.

In the asset form, navigate to the appropriate area. (In our example, the asset form
contains a group of fields whose names begin with Flash.)
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Select the Flash template:
a. In the tree, select the Active List tab.
b. Select the desired Flash template asset.
c. Inthe FlashTemplate ficld in the asset form, click Add Selected Items.
Add an image:
a. Inthe FlashImages field, click Browse Images.
The Image Picker opens in a pop-up window.

b. In the Image Picker window, find and select the desired image. For instructions,
see “Working with the Image Picker” on page 115.

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

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

Enter the supporting text into the FlashText field.
Click Save and Preview to preview the resulting Flash content.

' Select Flash File from the tree; then click Add.

@Sliding Flash Termplate (FlashFile)

*FlashTemplate:

|

)

FlashImages:

Browse Images
i

Add Anather Flashimages |

FlashText: |Super Car II I:

Add Another FlashText |

-

RenderedFlash:

Super Car

Save and Preview

(Optional) To add another foreground image and a supporting caption, do the
following:

a. In the FlashImages field, click Add Another FlashImages.
A new FlashImages ficld appears in the form.

b. Repeat step 6 to populate the field with an image.

c. In the FlashText field, click Add Another FlashText.
A new FlashText field appears in the form.

d. In the 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 arrows next to the desired FlashText field to move it.

f. Click Save and Preview to preview the resulting Flash content.

Fill in all required fields in the form, then click Save (or Save Changes).
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Working with the Date Picker
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When working with assets whose forms include a date field (such as a post date, release

date, start/end date, and so on), you may visually select a date using the Date Picker
attribute editor, in addition to the standard text box.

The Date Picker is a calendar-like interface similar to date selectors found in many
personal information management applications (for example, Microsoft Outlook).

To enter a date using the Date Picker

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

Farmat: yyyy-rmm-dd hhimmess

B

Content Server opens the Date Picker pop-up window.

1. Select the month using the ————
left and right single arrows
(<, >) or the drop-down

123

2. Select the year using the

October, 2008 ® I ;
) Py ' eft and right double
and hokding on the. ¢ « (9 Today > (e—— arows (<<, >>)orthe
associated down arrows Sun Mon Tue Wed Thu Fri Sat drop-down lists
) 1 2 3 4 accessed by clicking and

holding on the
S & 7 8 9

0 11
iz 13 14 15 18 17 18
1o zo0 21 2z 23 24 )
26 27 28 29 30 31
3. To increase/decrease the ———»|Time:[12% : 21% : 35%
time, drag right/left. Clicking Select date
increases the units by 1;
Shift+click decreases the
units by 1.

2. In the Date Picker pop-up window, select the desired month, year, day, and time. Make
sure you select the day last; when you click the desired day, the Date Picker pop-up

window automatically closes, and the date you selected is reflected in the corresponding
field in the asset’s “Edit” form.

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

When creating and updating assets, you have the option to link the assets to each other in
several ways, as long as the assets are on the same site. This section includes instructions

for:

* Linking Two Assets Directly

* Linking Two Assets via an Image Asset

* Creating a Target Asset from the Referring Asset’s FCKEditor

The table below identifies the FCKEditor icons you will be working with for the following
linking procedures:

Table 1: FCKEditor Icons Used to Link Assets

Linking two assets
directly

. Used to create a “To Create a
Source (@) || 3.% “% "% fw | hyperlink to the target | Hypertext Link to
asset from the referring | Another Asset,” on
Add asset link asset. page 127
: Used to dynamically “To Link Two Assets
Source () || B B +-.E|;;., | include the previewable | by Inclusion,” on
content of one asset in | page 130

Include asset

another.

Linking two assets
via an 1mage asset

SOFTWARE

=] Source @) || _’5.%*;:., \
2 1

1. Include asset
2. Add asset link

1. The Include asset
icon is used to include
an image from the
“Active List” tab into
the referring asset’s
FCKEditor enabled
field.

2. Once the image is
included, use the Add
asset link icon to
hyperlink the image to
another asset.

“Linking via an
Image from the
‘Active List’,” on
page 134

=] Source (@) || }'.% i 1\
2

1. Pick an image to include
2. Add asset link

1. The Pick an image to
include icon is used to
include an image from
the “Image Picker,” into
the referring asset’s
FCKEditor enabled
field.

2. Once the image is
included, use the Add
asset link icon to
hyperlink the image to
another asset.
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Table 1: FCKEditor Icons Used to Link Assets

Linking Assets

Linking two assets,
when the target asset
has not been created
yet

[Z] Source -1@] ||_z%> S l

Create and link a new asset

Used to create a target
asset directly from the
referring asset’s
FCKEditor enabled
field, and then to insert a
hypertext link to that
target asset into the
field.

“Insert a Hyperlink
to the New Target
Asset,” on page 143

: Used to create a target | “Include the New
Sowce @ || B3 LB i f. || asset directly from the | Target Asset’s
referring asset’s Previewable
Create and include a new asset | [ CKEditor enabled Content,” on
field, and then to page 146
include the previewable
content of that target
asset into the field.
Linking assets to Used to insert an “Linking Assets to

URLs

Bl

L

Insert/Edit Link

“unmanaged” hypertext
link to a URL into the
referring asset’s
FCKEditor enabled
field.

URLSs,” on page 149

Linking Two Assets Directly

This section contains prerequisite steps and instructions for linking two assets, as follows:

* Creating a hypertext link to another asset

You may have two assets—article assets, for example—with related content that you
wish to join by a hypertext link. Working in the main article, you would use the Add
asset link icon on the FCKEditor toolbar to insert a hypertext link to the related article.
When site visitors access the main article’s content, they can click the inserted
hypertext link to render the related article’s content.

* Linking two assets by inclusion

A commonly performed CM operation is to insert previewable content from one asset
into another asset, but without manually copying the content. Instead, the content is
inserted “by reference,” so that it can be dynamically updated at the insertion point
when the target asset (the source of content) is modified.

In this scenario, you would use the Include asset icon in the FCKEditor toolbar to
insert the asset, whose previewable content is then rendered dynamically at the
insertion point.
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When using Include asset, you are actually inserting a link to the target asset, but
rendering the link in the form of the target asset’s previewable content. The link
persists after the target asset is included. As a result, the content is not editable at the
insertion point, but it is refreshed when the target asset (the source of content) is
modified. To view refreshed content, you must save, close, and then re-open the
referring asset.

The extent to which these capabilities are available to you depends on how your site
designers have implemented them as part of the custom asset design. For example, the
“Content” asset type that ships with the FirstSite II sample site is configured with an
FCKEditor in its “Body” field. Therefore the “Body” field supports the types of links
described above.

Prerequisites

Before linking assets, you must verify that they can be linked. Use this section as a
checklist. (It is assumed that you know how to edit and preview assets, and create them, if
necessary. Basic instructions are given in various steps.)

Participating Assets
Two assets are involved in this procedure, and both assets are on the same site:
* The referring asset (in which you will create the link to the target asset)

* The target asset (which will be rendered when the link is clicked)

Referring Asset

* The referring asset displays the FCKEditor in the field where you will place the link.
If you need instructions for verifying that FCKEditor is displayed, complete the
following steps:

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s “New” form. However, it is best to save the asset and then open its “Edit”
form (to ensure against possible loss of any existing content, as you move from
step to step).

1. Open the referring asset in its “Edit” form. If you need to find the referring asset,
do the following:

a) In the button bar, click Search.
b) In the “Search” form, click the asset type of the asset you want to find.
c) Enter the desired search criteria (if any) and click Search.

d) In the search results list, navigate to the desired asset and click its Edit
(pencil) icon.
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2. Go to the field in which you would like to place the link and make sure it displays
the FCKEditor.

Note

If FCKEditor is not displayed, click in the field. If the FCKEditor does not
appear, then the field is not FCKEditor enabled and the assets cannot be
linked. Contact your system administrator to have the field enabled.

* Ifyou intend to publish the referring asset, the asset must be previewable, including
the field where you will place the link. (Ensure that the referring asset can be rendered
by one of the templates that is listed in the asset’s “Select a Template” field. For
instructions on previewing assets, see “Previewing Assets,” on page 96.)

Target Asset

* The target asset is previewable (ensure that the target asset can be rendered by one of
the templates that is listed in the asset’s “Select a Template™ field).

* The target asset is readily available for linking. Place the asset into the “Active List”
for easy retrieval during the linking process. (For more information about placing
assets into the “Active List,” see “Working with the Active List,” on page 72.)

Next Step

At this point you are ready to link the assets. Continue to any one of the following
sections, depending on how you wish to link the assets:

*  “To Create a Hypertext Link to Another Asset”
e “To Link Two Assets by Inclusion,” on page 130

To Create a Hypertext Link to Another Asset
1. Ensure that all prerequisites starting on page 126 are met.
2. Open the referring asset in its “Edit” form.
3. Insert the link to the target asset:
a. In the tree, click the Active List tab and select the target asset.

b. In the desired field of the referring asset, select the text that you want to be
hyperlinked. Alternatively, you can type new text anywhere in the field and
select it.

1o work more comfortably, you can maximize the FCKEditor to fill your
workspace. Click the Maximize icon.

| B I U e x x* ||iZi= S| ==

| =) }%aacg”"’-’ -IJ|

| Stpleshest + Siyle -

| Fant ~ Size ~ -0~ || Fomat | Nomal -]
m|_$|_| 2 || B = Souwce @ || B B 8 & E

t

Maximize the editor size
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c. On the FCKEditor’s toolbar, click the Add asset link icon.

[B I Uae x, X* |[|iZi= EE||EESE=E |

| = s B || & cs da |

| Styleshest + Shyle el

| Fant + | Size - > || Fomat | Nomal -
S EE =R ||E E S @ || BB R G R

Add asset link

The following pop-up window opens:

Add Embedded Link

Name: F5IIFirmsTakeStepTowardCompatibleGadgets
Type: Content_C
Select -
1
Template | /FSiDetail |
Select
Wrapper | FSIWrapper V|
Name: FSII AudioCe. America Anncunces H300 series
Type: Content
Field: Body
Link Text:

dire forecasts

Extra Parameters:
Parameters are not available.

Link anchor:

| 3L Cancel | | {5} save &Close |

1) In the “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target asset when the hyperlink is
clicked. If necessary, choose a different template.

2) In the “Link Text” field, verify the text that you selected to be the hyperlink
(in step b on page 127). If necessary, edit the text.

3) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the asset to which you are creating
the link. Select the parameters that you need (one at a time), enter a value, and
click Add.

Note

The “Extra Parameters” section is enabled only if developers have con-
figured parameters for the template that is associated with the target
asset. Otherwise, “Extra Parameters” displays the message “Parameters
are not available.”

4) Click Save and Close to save the hyperlink.
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The pop-up window closes, and the linked text appears in the field, underlined

and surrounded by a blue border, as shown below:

| B I U e x. x* || = i= i£ ||
[ B B P || e d |

| Shleshest - Gyle -

| Fant ~ Size « M-~ || Famat | Nomal
Sl B =S || B ESouce @ || B B 5 5|

Linking Assets

Retailers, in an effort to stave off dire forecasts, are slashing prices to lure people to the cash

registers.

Asset link
(surrounded by
blue border)

4. You can now work with the link as follows:

a. Right-click the linked text to open its context menu. From the context menu you

can:

- Open Link

- Change Linked Asset
- Edit Properties

- Remove Linked Asset

Note: Remove Linked Asset removes the link function, but not the text of the
link. To restore the link function, click Ctrl-z until the blue border re-appears.

b. You can format the text of the link by using the FCKEditor. One of your options is
to use a style sheet to format the link (and other text) in the field:

1) Select a style sheet from the Stylesheet drop-down list.

Once you have selected a style sheet, its styles are made available to you, in

the Style drop-down list.

2) Apply different styles by highlighting the text and selecting the desired style

from the Style drop-down list.

5. Save the referring asset:

a. If you expanded the FCKEditor, click the Maximize icon to collapse the

FCKEditor and view the entire asset.
b. Click Save Changes.

6. If the referring asset is previewable, click Preview (in the action bar) to preview and

test the link. Click the link to display the target asset.
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To Link Two Assets by Inclusion
1. Ensure that all prerequisites starting on page 126 are met.
2. Open the referring asset in its “Edit” form.
3. Include the target asset:
a. Inthe tree, click the Active List tab and select the target asset.

b. In the desired field of the referring asset, place your cursor at the point where you
want to include the previewable content of the target asset.

To work more comfortably, you can maximize the FCKEditor to fill your
workspace. Click the Maximize icon.

[B 7 Usbe x, x* ||i=i= EE|E==E || |
|9 = % B P ||le |
| Styleshest + Shyle el
| Fant + | Size - > || Fomat | Nomal -
S E =R ||E ESeuwes @ || BB R G R

Maximize the editor size

c. Click the Include asset icon.
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Include asset

The following pop-up window opens:

Add Inclusion

Mame: F5II AudioCo.NewMediaFlayerOffers\video
Type : Content_C

Select -

T /FSlIDetail hd

Extra Parameters:

Parameters are not available.

Mame: FSIISuperiorSystemsAndNECIoinForces
Type: Content
Field: Body

| 3L Cancel | | {8} save &Close |

1) In the “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target asset at its insertion point in the
referring asset. If necessary, choose a different template.
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2) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the asset you are including. Select the
parameters that you need (one at a time), enter a value, and click Add.

Note

The “Extra Parameters” section is enabled only if developers have con-
figured parameters for the template that is associated with the target
asset. Otherwise, “Extra Parameters” displays the message ‘“Parameters
are not available.”

3) Click Save and Close.

The pop-up window closes, and the target asset’s previewable content is
rendered within the referring asset by the template that you selected.

Note

If you click on the included asset, you will find that all of its content is
selected. You cannot select its individual pieces of content. The content
is editable only in the target asset (the source of content).

When the target asset is edited, the included content in the referring
asset is automatically updated, but not in real time. To view an update,
you must save, close, and then re-open the referring asset.

4. You can now work with the included asset as follows:

a. Right-click the included asset to open its context menu. From the context menu
you can:

- Change Included Asset
- Edit Properties
- Remove Included Asset
b. Enter text before or after the included asset.
5. Save the referring asset:

a. If you expanded the FCKEditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save Changes.

6. If the referring asset is previewable, verify that the included asset is properly rendered
(click Preview, in the action bar).
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Linking Two Assets via an Image Asset
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Company logos (and other images) are often used as links to various types of content:
news about the company, products and services offered by the company, and so on.
Content Server enables you to include an image asset in a given asset, and then hyperlink
the image to another asset. Clicking the image renders the target asset’s previewable
content.

Note

When an image is used to link two assets, the image must be part of an image asset.

This section contains prerequisite steps and instructions for linking two assets via an
image asset. Before continuing with the rest of this section, determine whether you will be
including the image from the “Active List” tab (located in the Content Server tree), or
from the “Image Picker”:

* Linking via an image from the “Active List” tab using FCKEditor

In the FCKEditor enabled field of the asset you are working with, you may want to
include an image asset from the “Active List” tab. From the FCKEditor toolbar, use
the Include asset icon to include the image into the referring asset’s field. Use the
Add asset link icon to hyperlink the included image to another asset.

* Linking via an image from the Image Picker using FCKEditor

You might be working with an asset that is not enabled with an “Image Picker.” If you
prefer to choose your image assets from the “Image Picker,” FCKEditor is capable of
invoking an “Image Picker.” From the FCKEditor toolbar, use the Pick an image to
include icon to access the “Image Picker,” and select an image to include in the field.
Use the Add asset link icon to hyperlink the included image to another asset.

Note

The Pick an image to include icon is enabled by the developers of your site. If
the icon has not been enabled then it will appear in grey on the FCKEditor tool-
bar. If this is the case, contact your administrator or, see “Linking via an Image
from the ‘Active List’” for an alternate method of linking two assets via an
image asset.

Prerequisites

Before linking assets, you must verify that they can be linked. Use this section as a
checklist. (It is assumed that you know how to edit and preview assets, and create them, if
necessary. Basic instructions are given in various steps.)

Participating Assets

Three assets are involved in this procedure, and all three assets are on the same site:
* The referring asset (in which you will include and hyperlink the image asset)

* The image asset (which you will include in the referring asset)

* The target asset (to which you will link the image asset)
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Referring Asset

* The referring asset displays the FCKEditor in the field where you will place the link.
If you need instructions for verifying that FCKEditor is displayed, complete the
following steps:

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s “New” form. However, it is best to save the asset and then open its “Edit”
form (to ensure against possible loss of any existing content, as you move from
step to step).

1. Open the referring asset in its “Edit” form. If you need to find the referring asset,
do the following:

a) In the button bar, click Search.
b) In the “Search” form, click the asset type of the asset you want to find.
c) Enter the desired search criteria (if any) and click Search.

d) In the search results list, navigate to the desired asset and click its Edit
(pencil) icon.

2. Go to the field in which you would like to place the image asset and make sure it
displays the FCKEditor.

Note

If FCKEditor is not displayed, click in the field. If the FCKEditor does not
appear, then linking is not supported in the field. Contact your system
administrator to have the field enabled with FCKEditor.

* Ifyou intend to publish the referring asset, the asset must be previewable, including
the field where you will include the image. (Ensure that the referring asset can be
rendered by one of the templates that is listed in the asset’s “Select a Template” field.
For instructions on previewing assets, see “Previewing Assets,” on page 96.)

Image Asset

* The image asset is previewable. Ensure that only the image is rendered by one of the
templates that is listed in the asset’s “Select a Template” field.

Note

Rendering additional content (such as text) can interfere with and corrupt the
linking process.

* Determine whether you will be retrieving the image from an “Image Picker” or from
the “Active List” tab:

- Ifyou are including an image from the Active List. The target asset is placed in
your “Active List” for easy retrieval during the linking process. (For instructions
about placing assets into the “Active List,” see “Working with the Active List,” on
page 72.)
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- Ifyou are including an image from the Image Picker. The image you wish to
include is available from the “Image Picker.” (Developers enable the “Image
Picker” for the Pick an image to include icon. If more than one “Image Picker”
exists, developers will also determine which “Image Picker” is rendered when the
Pick an image to include icon is selected.)

Target Asset
The target asset is also previewable and readily available for linking:

* The target asset can be rendered by one of the templates listed in the asset’s “Select a
Template” field.

* The target asset is placed in the “Active List” for easy retrieval during the linking
process. (For instructions about placing assets in the “Active List,” see “Working with
the Active List,” on page 72.)

Next Step

At this point you are ready to link the assets. Continue to one of the following sections,
depending on how you wish to include the image:

999

* “Linking via an Image from the ‘Active List

e “Linking via an Image from the Image Picker,” on page 138

Linking via an Image from the ‘Active List’

1. Assuming that all prerequisites starting on page 132 are met, continue as follows:
Include the image asset in the referring asset:

2. Open the referring asset in its “Edit” form.

3. Include the image asset:

a. Inthe tree, click the Active List tab and select the image asset that you want to
include.

b. In the desired field of the referring asset, place your cursor at the point where you
want the image asset to be rendered.

To work more comfortably, you can maximize the FCKEditor to fill your
workspace. Click the Maximize icon.
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c. On the FCKEditor toolbar, click the Include asset icon.
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Include asset

The following pop-up window opens:

‘Add Inclusion

Name: FSII AudioCo_iAC-083.jpa
Type : Media_C
Select !
/|
Temolate | /FSlDetail v|

Extra Parameters:
Parameters are not available.

Name: FSIlAudioCoFirstUnderWaterMP3Player
Type: Content
Field: Body

| 3L Cancel | | ) save & Close |

1) In the “Select Template” drop-down list, verify that the correct template is
selected. This template will render the image asset at the insertion point. If
necessary, choose a different template.

2) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the image you are including. Select
the parameters that you need (one at a time), enter a value, and click Add.

Note

The “Extra Parameters” section is enabled only if developers have con-
figured parameters for the template that is associated with the target
asset. Otherwise, “Extra Parameters” displays the message “Parameters
are not available.”

3) Click Save and Close.

The pop-up window closes, and the image is rendered in the field:
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Includedimage
< asset

a MILPITAS/SAN DIEGO, Calif - June 16, 2004 - Going where no MP3 players have gone, AudioCo. and
Diver Entertainment Systems (DES) today announced the H20 Audio DV series. Building on AudioCo.'s #1 ranking iFP-300T series flash -
players, the players are fully submersible to depths of up to 200 feet enabling users to enjoy digital audio while SCUBA diving, snorkeling, ‘ Referrl ng asset
free diving and engaging in other active water sports
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If you change your mind about the image or wish to make other adjustments,
right-click the linked image to open its context menu. From the context menu you
can:

- Change Included Asset
- Edit Properties

- Remove Included Asset

Link the image asset to the target asset:

4. Now that the image is rendered in the field, create a hyperlink from the image to the
target asset:

a.
b.

C.

SOFTWARE

Select the image you have just inserted.
In the tree, click the Active List tab and select the target asset.
On the FCKEditor toolbar, click the Add asset link icon.
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Add asset link

The following pop-up window opens:

Add Embedded Link

Name: FSII AudioCo. America Announces H300 series
Type: Content_C
Select
/
Temolate /FSilLayout v|
Select
Wrapper |FSIIWrapper V|
MName: FSIlAudioCoFirstUnderWaterMP3Player
Type: Content
Field: Body

Extra Parameters:
Parameters are not available.

Link anchor:

| B Cancel | | &) save &Close |

1) In the “Select Template” drop-down list, verify that the correct template is

selected. This template will render the target asset when the hyperlinked
image is clicked. If necessary, choose a different template.
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2) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the image you are including. Select
the parameters that you need (one at a time), enter a value, and click Add.

Note

The “Extra Parameters” section is enabled only if developers have con-
figured parameters for the template that is associated with the target
asset. Otherwise, “Extra Parameters” displays the message ‘“Parameters
are not available.”

3) Click Save and Close to save the link.

The pop-up window closes, and the image you included in the field now
appears as a hyperlink, surrounded by a blue border.

5. At this point, you can work with the linked image as follows:

a. Right-click the linked image to open its context menu. From the context menu you
can:

- Open Link

- Change Linked Asset
- Edit Properties

- Remove Link

Note: Remove Link removes the link function, but not the included image.
To restore the link function, click Ctrl-z until the blue border re-appears.

b. Enter text before or after the linked image.
6. Save the referring asset:

a. Ifyou expanded the FCKEditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save Changes.
Test the linked image:

7. If the referring asset is previewable, click Preview, in the action bar, to preview and
test the linked image. Click the image to render the target asset.
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Linking via an Image from the Image Picker
1. Ensure that all prerequisites starting on page 132 are met.

2. Open the referring asset in its “Edit” form.

3. Include the image asset:

a. Inthe desired field of the referring asset, place your cursor at the point where you
wish to include the image.

To work more comfortably, you can maximize the FCKEditor to fill your
workspace. Click the Maximize icon.
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Maximize the editor area

b. Click the Pick an image to include icon.
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c. The “Image Picker” window opens. Select the image that you want to include in
the field.

Pick an image to include

Image Picker

Thumbnail Size:| 100 pixels % | Images Per Page: 10 25 50 100 Enter Search Text Here

Showing 1 through 10 of 29

29 Images
Page1of32 |Next

Sortby:

| | Name

g = —] Modified Date

FSII FSE_DVD- FSII FSE_TripleP... FSII IES_HDTV.jp...
200 KB 180x 0.20 KB

FSII AudioCo_jAC...
185 Ke

IMacE
o L ——
AVRILABLE [} o G

FSII SS_SlimDVD....
204 KB

Fi-VH... FSII [ES_MD-Audi...
KB 180 2 KB
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The “Add Inclusion” window opens:

Add Inclusion

MName: FSII AudioCo_IAC-083.jpg
Type : Media_C
Select :
Il
S {FSIIDetail A

Extra Parameters:
Parameters are not available.

Name: FSII AudioCo.NewMediaPlayerOffersvideo
Type: Content
Field: Body

|I€ Cancel | | [} save &Close |

1) In the “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target image at its insertion point in the
referring asset. If necessary, choose a different template.

2) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the asset you are including. Select the
parameters that you need (one at a time), enter a value, and click Add.

Note

The “Extra Parameters” section is enabled only if developers have con-
figured parameters for the template that is associated with the target
asset. Otherwise, “Extra Parameters” displays the message “Parameters
are not available.”

3) Click Save and Close.

The pop-up window closes, and the image is rendered within the referring
asset by the template that you selected.

If you change your mind about the image or wish to make other adjustments, right-
click the included image to open its context menu. From the context menu you can:

- Change Included Asset
- Edit Properties

- Remove Included Asset

Link the image asset to the target asset:

5.

Now that the image is rendered in the field, create a hyperlink from the image to the
target asset:

a. Select the image you have just inserted.

b. In the tree, click the Active List tab and select the target asset.
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c. On the FCKEditor toolbar, click the Add asset link icon.
I
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Add asset link

The following pop-up window opens:

Add Embedded Link

Name: FSII AudioCo. America Announces H300 series
Type: Content_C
Select
/
Temolate /FSilLayout v|
Select
Wrapper |FSIIWrapper V|

MName: FSIlAudioCoFirstUnderWaterMP3Player
Type: Content
Field: Body

Extra Parameters:
Parameters are not available.

Link anchor:

| B Cancel | | &) save &Close |

1) In the “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target asset when the hyperlinked
image is clicked. If necessary, choose a different template.

2) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the asset to which you are creating
the link. Select the parameters that you need (one at a time), enter a value, and
click Add.

Note

The “Extra Parameters” section is enabled only if developers have
configured the parameters for the template that is associated with the
target asset. Otherwise, “Extra Parameters” displays the message
“Parameters are not available.”

3) Click Save and Close to save the hyperlink.
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6. At this point, you can work with the linked image as follows:

a. Right-click the linked image to open its context menu. From the context menu you

can:

Open Link
Change Linked Asset
Edit Properties

Remove Link

Note: Remove Link removes the link function, but not the included image. To
restore the link function, click Ctrl-z until the blue border re-appears.

b. Enter text before or after the linked image.

7. Save the referring asset:

8.

SOFTWARE

a. Ifyou expanded the FCKEditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save Changes.

Test the linked image:

If the referring asset is previewable, click Preview, in the action bar, to preview and

text the linked image. Click the image to render the target asset.
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Creating a Target Asset from the Referring Asset’s FCKEditor
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If you are working with a given asset and wish to link it to an asset that has not been
created yet, you can create the asset directly from the referring asset’s FCKEditor enabled
field(s). The type of link you insert into the field(s) depends on which icon you choose
from the FCKEditor toolbar:

* Create a hypertext link to the new asset

From the referring asset’s FCKEditor toolbar, use the Create and link a new asset
icon to create the target asset, and to insert a hypertext link to the new target asset into
the referring asset’s field.

* Include the new asset in the referring asset

From the referring asset’s FCKEditor toolbar, use the Create and include a new asset
icon to create the target asset, and to include the new target asset’s previewable
content into the referring asset’s field.

Prerequisites

Before creating a new asset from the FCKEditor enabled field of a referring asset, you
must verify that the referring asset can be linked. Use this section as a checklist. (It is
assumed that you know how to edit and preview assets, and create them, if necessary.
Basic instructions are given in various steps.)

Participating Assets
Two assets are involved in this procedure. The target asset has not been created yet:
* The referring asset (in which you will create the target asset along with the link)

* The target asset. You will create the target asset as well as the link.

Referring Asset

* The referring asset displays the FCKEditor in the field where you will place the link.
If you need instructions for verifying that FCKEditor is displayed, complete the
following steps:

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s “New” form. However, it is best to save the asset and then open its “Edit”
form (to ensure against possible loss of any existing content, as you move from
step to step).

1. Open the referring asset in its “Edit” form. If you need to find the referring asset,
do the following:

a) In the button bar, click Search.
b) In the “Search” form, click the asset type of the asset you want to find.
c) Enter the desired search criteria (if any) and click Search.

d) In the search results list, navigate to the desired asset and click its Edit
(pencil) icon.
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2. Go to the field in which you would like to place the link and make sure it displays
the FCKEditor.

Note

If FCKEditor is not displayed, click in the field. If the FCKEditor does not
appear, then the field is not FCKEditor enabled and the asset cannot be
linked. Contact your administrator to have the field enabled.

* Ifyou intend to publish the referring asset, the asset must be previewable, including
the field where you will place the link. (Ensure that the referring asset can be rendered
by one of the templates that is listed in the asset’s “Select a Template” field. For
instructions on previewing assets, see “Working with the Active List,” on page 72.)

Target Asset

You will create this asset in one of the following procedures, depending on how you wish
to link to the new target asset:

* “Insert a Hyperlink to the New Target Asset”

* “Include the New Target Asset’s Previewable Content,” on page 146

Insert a Hyperlink to the New Target Asset
1. Ensure that all prerequisites starting on page 142 are met
2. Open the referring asset in its “Edit” form.

3. From the referring asset’s FCKEditor enabled field, create the target asset and insert a
hypertext link to the target asset into the field:

a. In the desired field of the referring asset, select the text that you want to be
hyperlinked. Alternatively, you can type new text anywhere in the field and select
it.

To work more comfortably, you can maximize the FCKEditor to fill your
workspace. Click the Maximize icon.
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b. On the FCKEditor’s toolbar, click the Create and link a new asset icon.
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Create and link a new asset

The “Add Asset” window opens:

Add Asset

New
Attribute Editor MNew Attribute Editor, FirstSitell
Content Attribute MNew Content Attribute, FirstSitell
Content Definition Mew Content Definition, FirstSitell
Content Filter MNew Content Filter, FirstSitell

Caontent Parent Definition MNew Content Parent Definition, FirstSitell

Content Parent MNew Content Parent, FirstSitell
Content Mew Content, FirstSitell

CSElement MNew CSElement, FirstSitell
Dimensicn MNew Dimensicn, FirstSitell
DimensionSet MNew DimensionSet, FirstSitell
Document Attribute MNew Document Attribute, FirstSitell
Drocument Definition MNew Document Definition, FirstSitell
Document Filter MNew Document Filter, FirstSitell

Document Parent Definition  Mew Document Parent Definition, FirstSitell

Docurment Parent Mew Document Parent, FirstSitell

Document MNew Document, FirstSitell

1) From the list of available asset types, select the asset type that you will use to
create the target asset. If the asset type that you need is not available, contact
your administrator.

Note

In the “Add Asset” window, only the asset types enabled by the
developers of your system are available.

c. The “New” form of the asset type you selected opens. Fill in the required fields
and then click Save to save the new asset to Content Server. For instructions about
working in an asset’s “New” form, see “Creating a New Asset,” on page 76.
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The “Add Embedded Link” window opens:

Add Embedded Link

Name: New Content Asset
Type: Content_C
Select -
{|
Template /FSlIDetail v
Select
Wrapper FSIIWrapper v
Name:
Type: Content
Field: Body
Link Text:

dire forecasts

Extra Parameters:
Parameters are not available.

Link anchor:

|E€ Cancel | | &) save &Close |

1) In the “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target asset you created when the
hyperlink is clicked. If necessary, choose a different template.

2) Inthe “Link Text” field, verify the text that you selected to be the hyperlink. If
necessary, edit the text.

3) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the asset to which you are creating
the link. Select the parameters that you need (one at a time), enter a value, and
click Add.

Note

The “Extra Parameters” section is enabled only if developers have
configured the parameters for the template that is associated with the
target asset. Otherwise, “Extra Parameters” displays the message
“Parameters are not available.”

4) Click Save and Close to save the hyperlink.

The pop-up window closes, and the linked text appears in the field, underlined
and surrounded by a blue border.

4. You can now work with the link as follows:

a.

Right-click the linked text and open its context menu. From the context menu you
can:

- Open Link
- Change Linked Asset
- Edit Properties

- Remove Linked Asset
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Note: Remove Linked Asset removes the link function, but not the text of the
link. To restore the link function, click Ctrl-z until the underscore re-appears.

b. You can format the text of the link by using the FCKEditor. One of your options is
to use the style sheet to format the link (and other text) in the field:

1) Select a style sheet from the Stylesheet drop-down list.

Once you have selected a style sheet, its styles are made available to you, in
the Style drop-down list.

2) Apply different styles by highlighting the text and selecting the desired style
from the Style drop-down list.

Save the referring asset:

a. If you expanded the FCKEditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save Changes.

If the referring asset is previewable, click Preview (in the action bar) to test the link.
Click the link to display the new asset.

Include the New Target Asset’s Previewable Content

1.
2.
3.

Ensure that all prerequisites starting on page 142 are met.
Open the referring asset in its “Edit” form.

From the referring asset’s FCKEditor enabled field, create the target asset and include
the previewable content of that target asset into the field:

a. In the desired field of the referring asset, place your cursor at the point where you
want to include the previewable content of the target asset.

To work more comfortably, you can maximize the FCKEditor to fill your
workspace. Click the Maximize icon.

| B 7 U she x. x* || i= 1= i= ||

[ = 30 Bl & (| =2 a0 Q|
| Stylezhest + Shile =

| Font - Size T R B+ || Fomat | Nomal =
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? Maximize the editor size

b. Click the Create and include a new asset icon.

| B 7 U she x. x* || i= 1= i= ||
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Create and include a new asset
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Add Asset

The “Add Asset” window opens:

New

Attribute Editor
Content Attribute
Content Definition
Content Filter
Content Parent Definition
Content Parent
Content

CSElement
Dimensicn
DimensionSet
Document Attribute
Document Definition

Document Filter

Document Parent Definition

Document Parent

Drocument

MNew Attribute Editor, FirstSitell

MNew Content Attribute, FirstSitell

MNew Content Definition, FirstSitell

Mew Content Filter, FirstSitell

Mew Content Parent Definition, FirstSitell
MNew Content Parent, FirstSitell

Mew Content, FirstSitell

MNew CSElement, FirstSitell

MNew Dimensian, FirstSitell

MNew DimensicnSet, FirstSitell

MNew Document Attribute, FirstSitell

MNew Document Definition, FirstSitell

Mew Document Filter, FirstSitell

MNew Document Parent Definition, FirstSitell
MNew Document Parent, FirstSitell

MNew Document, FirstSitell

Linking Assets

1) From the list of available asset types, select the asset type that you will use to

create the target asset. If the asset type that you need is not available, contact

your administrator.

Note

In the “Add Asset” window, only the asset types enabled by the
developers of your system are available.

The “New” form of the asset type you selected opens. Fill in the required fields
and then click Save to save the asset to Content Server. For instructions about
working with an asset’s “New” form, see “Creating a New Asset,” on page 76.

The following pop-up window opens:

Add Inclusion

Name: Underwater Techonology Information
Type: Content_C
Select
!
Template | /FSiLayout v/

Extra Parameters:
Parameters are not available.

Name:
Type: Content
Field: Body

| 3£ Cancel | | [} save &Close
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1) In the “Select Template” drop-down list, verify that the correct template is
selected. This template will render the target asset at its insertion point in the
referring asset. If necessary, choose a different template.

2) If the “Extra Parameters” section displays the “Name” and “Value” menus,
you can use them to set the properties of the asset you are including. Select the
parameters that you need (one at a time), enter a value, and click Add.

Note

The “Extra Parameters” section is enabled only if developers have
configured the parameters for the template that is associated with the
target asset. Otherwise, “Extra Parameters” displays the message
“Parameters are not available.”

3) Click Save and Close.

The pop-up window closes, and the previewable content of the target asset
you created is rendered in the referring asset by the template that you selected.

Note

If you click on the included asset, you will find that all of its content is
selected. You cannot select its individual pieces of content. The content
is editable only in the target asset (the source of content).

When the target asset is edited, the included content in the referring
asset is automatically updated, but not in real time. To view an update,
you must save, close, and then re-open the referring asset.

4. You can now work with the included content as follows:

a. Right-click the included content and open the context menu. From the context
menu you can:

- Change Included Asset
- Edit Properties
- Remove Included Asset
b. Enter text before or after the included asset.
5. Save the referring asset:

a. Ifyou expanded the FCKEditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save Changes.

6. Ifthe referring asset is previewable, verify that the included asset is rendered properly
(click Preview in the action bar).
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Linking Assets to URLs

Using FCKEditor, you can link Content Server assets to URLs. Your options are the
following:

* Create an unmanaged link to a URL. In this scenario, you will create the link
directly in the content of an asset. For information (and instructions) on creating
unmanaged links to URLs, see page 150.

* Create a managed link to a URL. In this scenario, you will insert a validated link
(that is, an asset of type “Link”) into the content of an asset. For information (and
instructions) on creating managed links to URLs, see page 153.

The extent to which these capabilities are available to you depends on whether FCKEditor
is configured for your custom asset types. For example, the “Content” asset type that ships
with the FirstSite II sample site is configured with an FCKEditor in its “Body” field.
Therefore the “Body” field supports the types of links described above. The rest of this
section describes how to link assets to URLs.

Recognizing Unmanaged and Managed Links

SOFTWARE

A link is said to be “unmanaged” if it is not stored in its own field in Content Server’s
database. A link is said to be “managed” if it is a Content Server asset.

To help you easily recognize unmanaged and managed links, Content Server displays
them differently in “Inspect” and “Edit” screens.

* Anunmanaged link is underlined. For more information about unmanaged links, see
see page 150.

| B 7 U ashe X, x* [|i= 1
|-} :*%i;cﬂnw e |

| Stylesheet * | Shyle ||

| Font - Size -8~ || Format | Nomal -
EIjJ—L.‘ [| 2 [=]Sowce @ || B 3 850 52|
3Suggested retail price for PMP-120 is USD $499.99 and FMP-140 is USD $599.99. ~

For mare information, visit our web site

: ;

Unmanaged Link

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

149



Chapter 4. Working with Assets

Linking Assets to URLs

* A managed link is underlined and surrounded by a dotted border. For more
information about managed links, see page 153.

| B 7 U ake x, x* || = i= i£ ||
| =} %%aacgnﬁb \IJ|

| Styleshest = | Shyle -
| Font - Size « A4~ || Fomat | Normal -
= | _‘d J = 12 || _I SC"-"CB O || B b S R e |
Suggested retail price for PMP-120 is USD $499.99 and PMP-140 is USD $599.99. -~

Managed Link

Note

In preview screens, managed and unmanaged links are rendered identically, as
underlined text.

Creating Unmanaged Links to URLs

A link is said to be “unmanaged” if it is not stored in its own field in Content Server’s
database. The link can be created directly within any field of a Content Server asset, but it
cannot be managed as an asset. As a result, the user who creates an unmanaged link to a
URL must manually validate the URL to ensure its existence.

To create the link, you will use FCKEditor’s native function Insert/Edit Link and select
the URL option. (Additional options, such as Email, are also available in Insert/Edit
Link, but they are not covered in this guide. For information about the additional options,
refer to the FCKEditor’s documentation at: http://docs.fckeditor.net)

To create an unmanaged link to a URL

1. Find the referring asset (in which you will specify a URL) and open its “Edit” form.

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s “New” form. However, it is best to save the asset and then open its “Edit”
form (to ensure against possible loss of any existing content, as you move from
step to step).
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2. Go to the field in which you would like to place the link and make sure it displays the

FCKEditor.

Note

If FCKEditor is not displayed, click in the field. If the FCKEditor does not
appear, then the field is not FCKEditor enabled and the assets cannot be linked.
Contact your system administrator to have the field enabled.

In the desired field, select the text that you want to be the hyperlink. Alternatively, you
can type new text anywhere in the field and select it.

1o work more comfortably, you can maximize the FCKEditor to fill your workspace.
Click the Maximize icon.

[B £ Uae x: X ||[iZi= EE|E=S==E||

| AL B S| = e |

| Stylezhest + Shie =

| Font + Size T R B+ || Fomat | Nomal -
G 3 =8 |8 ESuce @ || & S E |

Maximize the editor size

On the FCKEditor toolbar, click the Insert/Edit Link icon.

| B 7 U ake x, x* || = i= .
|‘:] ?59—305””9 ‘bl

| Stylesheet +| Shyle -

i
]

| Font - Size - Y- B+ || Format | Normal -
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Insert/Edit link

The following pop-up window opens:
Link
J Link Info | Target | Upload | Advanced |

Link Type
URL v

Protocol URL
http=// w

Browse Server

a. Inthe “Link Type” field, select URL.

b. Inthe “URL” field, type the URL of the Web site you wish to link to.
c. Click OK to convert the selected text to a link.
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The pop-up window closes, and the hyperlinked text appears underlined in the
field, as shown below:
[B 7 UDae x; 5 [|[I=i= EE || E=E=E || B & |
| ) %%aacg”'f” \i-‘|
| Stylesheet + Shile -
| Font ~ Size » M-~ || Fomat | Nomal -
B =2 ||E ESeee @ || BB 5 5 E |
Suggested retail price for PMP-120 is USD $499.99 and FMP-140 is USD $599.99. ~
For mare information, visit our web site <@ Hyperlinked t_eXt
v (unmanaged link)

5. If you wish to make adjustments to the link, right-click the link to open its context
menu. From the context menu you can:

- Cut

- Copy

- Paste

- Open Link
- Edit Link

- Remove Link

Note: Remove Link removes the link function, but not the text of the link. To
restore the link function, click Ctrl-z until the underscore re-appears.

6. You can format the text of the link by using the FCKEditor. One of your options is to
use a style sheet to format the link (and other text) in the field.

a. Select a style sheet from the Stylesheet drop-down list.

Once you have selected a style sheet, its styles are made available to you, in the
Style drop-down list.

b. Apply different styles by highlighting the text in the field and selecting the desired
style from the Style drop-down list.

7. Save the referring asset:

a. If you expanded the FCKEditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save Changes.

8. Click Preview, to view and test the link. Click the link to open the corresponding Web
page in the browser window.
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Creating Managed Links to URLs

A link is said to be “managed” if it is a Content Server asset. One advantage of creating
managed links to URLSs is that Content Server can validate the URLs to ensure they exist.
Another advantage is that you can treat managed links as you would any other asset.

Creating a managed link from an asset to a URL requires you to first have an asset of type
“Link™:
For example, the link asset can be named “google” and its “HREF” field specifies the
URL to the google web site: http://www.google.com

You will then use the Add asset link icon on the FCKEditor toolbar to add the link asset
(“google”) to the content of other assets. The link (to google) will be rendered at the point
where you added the link asset.

This type of link is “managed” because the URL that it specifies is stored in Content
Server’s database, in its own field (called “HREF”), in the “Link” asset type. This means
that the link is managed by Content Server; therefore the URL can be validated by Content
Server whenever the link asset is updated and saved. (Enabling link validation is the
option of the user who creates, or edits, the link asset.)

Prerequisites

Before creating a managed link to a URL, you must verify that the participating assets can
be linked. Use this section as a checklist. (It is assumed that you know how to edit and
preview assets, and create them, if necessary. Basic instructions are given in various
steps.)

Participating Assets

Two assets are involved in this procedure, and both assets are on the same site:

* The referring asset (in which you will include the link asset)

e The link asset (which contains the URL)

Referring Asset

* The referring asset displays FCKEditor in the field where you will place the managed
link. If you need instructions for verifying that FCKEditor is displayed, complete the
following steps:

Note

If you are creating a new referring asset, you can start this procedure in the
asset’s “New” form. However, it is best to save the asset and then open its “Edit”
form (to ensure against possible loss of any existing content, as you move from
step to step).

1. Open the referring asset in its “Edit” form. If you need to find the referring asset,
do the following:

a) In the button bar, click Search.
b) In the “Search” form, click the asset type of the asset you want to find.

c) Enter the desired search criteria (if any) and click Search.
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d) In the search results list, navigate to the desired asset and click its Edit
(pencil) icon.

2. Goto the field in which you would like to place the managed link and make sure it
displays the FCKEditor.

Note

If FCKEditor is not displayed, click in the field. If FCKEditor does not
appear, then the field is not FCKEditor enabled. Contact your system admin-
istrator to enable the FCKEditor.

* The referring asset is previewable, including the field where you will place the link.
(Ensure that the referring asset can be rendered by one of the templates that is listed in
the asset’s “Select a Template” field. For instructions on previewing assets, see
“Previewing Assets,” on page 96.)

Link Asset

You have a link asset with the following characteristics:

* The link asset is located on the same site as the referring asset.

e The link asset specifies the desired URL.

e The URL can be rendered by one of the templates in the “Select a Template” field.

* The link asset is readily available for inclusion. (Place the link asset into your “Active
List” for easy retrieval during the inclusion process. For more information about
placing assets into the “Active List” see, “Adding Assets to the Active List,” on
page 73.)

Note

e If you have the appropriate link asset, you are ready to include the managed
link. Follow the steps in “To Add a Managed Link to an Asset,” on
page 155.

* Ifyouneed a link asset and you have permission to create such assets, fol-
low the steps directly below (otherwise, contact your CS administrator for
assistance).

To create a link asset

1. Select the site you need to work with (to ensure that the link asset is on the same
site as the referring asset).

2. In the button bar, click New.
Content Server displays a list of assets you can create.
3. Click New Link.
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Content Server displays the “New Link” asset form:

Link:

Cancel

*Name:

Description:

Subtype: (no subtype) »
Select a Template: | FSlDetail A
Locale: ' w
Keywords:

HREF: | httpdf

] select to validate this link on Save

In the “New Link” asset form, populate the appropriate fields. Pay special
attention to the following fields:

- Select a Template: Be sure to select a template that renders the URL (which
you specify in the “HREF” field).

- HREF: Enter a URL.

- Select to validate this link on Save: Select this option if you want Content
Server to verify the existence of the URL that you entered into the HREF
field. Validation takes place only when you save the link asset.

Click Save.

The asset’s “Inspect” form is displayed. (If you chose to have Content Server
validate the URL that you entered, then the “Link Status” field displays a message
indicating the result of the validation.)

9. Add the link asset to the “Active List”:

In the action bar of the “Inspect” form, click Add to My Active List to add your new
link asset to your “Active List.” You will select this link asset from the “Active List”
in order to include it in the referring asset, as described in the next section.

To Add a Managed Link to an Asset

1.
2,
3.

Assuming that all prerequisites starting on page 153 are met, continue as follows:

Open the referring asset in its “Edit” form.

Include the link asset:

a.

In the tree, click the Active List tab and select the link asset that you want to
insert.

In the desired field of the referring asset, select the text that you want to be the
managed link. Alternatively, you can type new text anywhere in the field and
select it.
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To work more comfortably, you can maximize the FCKEditor to fill your
workspace. Click the Maximize icon.

[B 7 Uae x. ¥ [[i=i= EE||E==E || 1|
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Maximize the editor size

On the FCKEditor toolbar, click the Add asset link icon.
I !
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Add asset link

The following pop-up window opens:

| Add Embedded Link

Name: FatWire
Type: Link
HREF: http:// www.FatWire.com

Name: FSII AudioCo.NewMediaPlayerOffersVideo

Type: Content
Field: EBody
Link Text:

For more information wisit
our web site

Extra Parameters:
Parameters are not available.

Link anchor:

| 3L Cancel | | (£} save &Close |

1) In the “Link Text” field, modify (if necessary), the text that will be the
managed link.

2) Click Save and Close.

Content Server 7.5 Patch 4 Advanced Interface User’'s Guide

156



Chapter 4. Working with Assets

157
Linking Assets to URLs
The pop-up window closes, and the hyperlinked text appears underlined, and
surrounded by a blue border, as shown below:
| B 7 U ae x x* || == E|IIEE=E || B
| ) %%aacg”’:” |
| Stylesheet ~ Shle -
| Font ~ Size « M-8~ || Famat | Nomal -
B =2 ||E Eseuee @ || BB 5 5|
Suggested retail price for PMP-120 is USD $499.99 and PMP-140 is USD $599.99. -~
For more information, visit our web site; <@ Hyperlinked text
v (managed link)

4. Right-click the linked text to open its context menu. From the context menu you can:
- Open Link
- Change Linked Asset
- Edit Properties
- Remove Linked Asset

Note: Remove Linked Asset removes the link function, but not the text of the
link. To restore the link function, click Ctrl-z until the underscore re-appears.

5. (Optional) You can format the text of the link by using the FCKEditor. One of your
options is to use a style sheet to format the link (and other text) in the field.

a. Select a style sheet from the Stylesheet drop-down list.

Once you have selected a style sheet, its styles are made available to you, in the
Style drop-down list.

b. Apply different styles by highlighting the text in the field and selecting the desired
style from the Style drop-down list.

6. Save the referring asset:

a. Ifyou expanded the FCKEditor, click the Maximize icon to collapse the
FCKEditor and view the entire asset.

b. Click Save Changes.

c. Click Preview to view and test the link. Click the link to open the linked Web
page in the browser window.
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Embedding Links Within Assets

When creating and updating assets, you have the option to link assets to each other in
several ways. This section includes instructions for linking assets from within a field that
is enabled with an editor other than FCKEditor.

From an asset’s editor enabled field you can:

*  Embed a hyperlink to another asset from the current site. For example, you may
want to include a hyperlink to an 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.

* Embed an external URL. For example, if you are writing an article on stock trading,
you may decide to include a hyperlink to a related website at the end of your article.

* Include the contents of another asset from the current site. For example, you may
want to include a direct citation from an article in another article, without manually
duplicating the content. This way, if the linked content changes, the content in which
the link is embedded stays up to date. (Note that this method of linking may not be
supported by some WYSIWYG editors.)

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
“Article” asset type that ships with the Burlington Financial sample site supports all three
types of embedded links in its Body field.

The following subsections describe how to use embedded links within the context of the
Burlington Financial “Article” asset. For instructions on embedding links in an FCKEditor
enabled field, see “Working with the FCKEditor,” on page 113.

Embedding an Internal Link

An internal link invokes another asset within the same site.

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 which field you would like to embed the
link in before starting the procedure.

Before you can embed an internal link, you should place it in your “Active List” for easy
retrieval during the linking process.

Note

The following section applies to linking assets from within a field that is enabled
with an editor other than FCKEditor. For instructions about linking assets from
within an FCKEditor enabled field, see “Linking Assets,” on page 124.

To add an asset to your Active List:

1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.

3. In the button bar, click Search.
4

In the “Search” form, click the asset type of the asset you want to find.
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Enter the desired search criteria (if any) and click Search.

In the search results list, navigate to the asset you want to add to your “Active List,”
and select the checkbox next to it. (You can select checkboxes for all of the assets you
want to add to your “Active List” to add them all at once.)

When you have selected your assets, click Add To My Active List.

For more information on searching for assets and building your “Active List,” see the
sections “Finding Assets,” on page 83 and “Saving Search Results,” on page 88.

To insert an internal link into the editor field of an asset

1.
2.

SOFTWARE

Ensure that the left hand navigation is open.

Find the asset into which you want to embed an internal link and open its “Edit” form:
a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset you want to find.

c. Enter the desired search criteria (if any) and click Search.

d. In the search results list, navigate to the desired asset and click its Edit (pencil) icon.

You can also embed an internal link in a new asset when populating its “New” form.
Click the “Active List” tab and select the asset that you want to link to.

In the desired field (Body field in this example), select the text that you want to be
hyperlinked. Alternatively, you can type new text anywhere in the field and select it.

Embed the link by clicking the Add Link button. This button appears to the right of
the field.

<E>ATLANTR, Rug. 3 (UPT) -- *|(G&mm) ) «—— The Add Link button

founder Lewis Jordan, citing Republican party
unity and family reasons, has decided not to
run for the Georgia U.5. Senate seat held by
Paul Coverdell until his death last
month.</P><P>Jordan announced late Wednesday
that he would not seek the Senate seat in a
Nov. 7 nonpartisan special election because of
concerns that he would split the Republican
vote.</P><P>The two top candidates for the
position are Democratic former Gov. Zell
Miller, who was named to the seat by Gov. Roy
Barnes last week, and Republican Mack
Mattingly, who represented Georgia in the U.S5.
Senate between 1580 and 1986. Both men filed
gualifying papers at the Georgia Capitol on
Wednesday. Qualifying ends at noon
Friday.</P><P>In a statement, the 56-year-old
Jordan said he was "personally honored”

and "deeply appreciative"™ of those who
encouraged him to run. He had said he was
prepared to spend £3 million of his own money
to win election.</P><P>"However, in the best
interest of party unity and after careful b

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

159



Chapter 4. Working with Assets

SOFTWARE

Embedding Links Within Assets

The “Add Embedded Link” pop-up window appears:

{Z Add Embedded Link - Window... [2)[E][X]
Add Embedded Link

Name: FSIIHotProducts

Type: AdvCols

Select

Temolate | FSiLayout v

Select

Wrapper | FSIWrapper v |
|

Name: FSII AudioCo. America Announces

) H300 series

Type: Content

Field: Body

Link Text:

AudioCo

Extra Parameters: (eg.
keyl=valuel&key2=value2&key3=value3)

Link anchor:

| 32 Cancel | | (5} save &Close |

In the “Add Embedded Link” window, edit the attributes as described below:

Select Template: From the drop-down list, select the template that will be used to
display the linked asset. The linked asset’s default template is preselected.

Select Wrapper: (This attribute is available only when wrappers have been set up
for the site in which you are working). From the drop-down list, select the
wrapper that will be used to display the linked asset. The linked asset’s default
wrapper is preselected.

Link Text: The text you selected to hyperlink displays in this field. If desired, you
can edit the hyperlink text here.

Extra Parameters: To pass parameters for the linked asset to the current asset’s
template, enter the parameter in the format <key>=<value> with each parameter
joined by an ampersand (&), as shown:

keyl=valuel&key2=value2&key3=value3

Link anchor: If you would like the link to jump to a particular place in the asset
to which you are linking (for example, to load a long article so a particular
paragraph appears at the top of the screen), link to a named anchor within that
asset. Enter the anchor name to which you are linking in this text field. (In regular
text fields, anchors are created with HTML code; in the FCKEditor, anchors are
created using the anchor tool).

Click Save& Close to save the link.

The pop-up window closes.
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- The link appears in coded format in the field:

<P>ATLANTR, Rug. 3 (UPI) —- [<a
nref="_CSEMBEDIYPE_=internals PAGENAME =Burling| 4——— Link code
tonFinancial%2FArticled

2FWireStoryés_cid =984156690484& c =Article"”
contenteditable="false">ValuJet Airlines </a>

The information between the <A> and </A> tags denotes the link as internal and
identifies the following for the system: the linked asset, the template to use, and
the hyperlinked text.

Note

To ensure that the link functions properly, edit the hyperlink text only. Do
not edit any other part of the string unless you are an experienced
programmer or designer.

8. Click Save Changes to save the asset.
If you cancel instead, the link is removed from the contents of the field.

9. Preview the asset to view and test the embedded link. The content should appear with
a hyperlink to the asset that you embedded. Clicking the link displays the asset in the
selected template (and wrapper, if available).

Embedding an External Link

Note

The following section applies to linking assets from within a field enabled with an
editor other than FCKEditor. For instructions about linking assets from within an
FCKEditor enabled field, see “Linking Assets,” on page 124.

An external link is one that invokes a URL to a page on an external web site. You can
insert an external link only if a “Link” asset pointing to the external URL exists in the
current site.

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 which field you would like to embed the
link in before starting the procedure.

Note

Before trying to embed an external link, contact your administrator to determine if
you have the permissions to create or edit “Link™ assets.

Before you can embed an external link into an asset, you should place the corresponding
“Link” asset in your Active List for easy retrieval during the linking process.

To create a Link asset:

1. If Content Server’s interface is not already open, log in.
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Embedding Links Within Assets

If prompted, select the site you want to work with.

In the button bar, click Search.

In the “Search” form, click Find Link.

Enter the desired search criteria (if any) and click Search.

In the search results list, navigate to the asset you want to add to your Active List and
select the box next to it. (You can select the boxes for all of the assets you want to add
to your “Active List” to add them all at once).

When you have selected your asset, click Add To My Active List.

For more information on searching for assets and building your Active List, see the
sections “Finding Assets,” on page 83 and “Saving Search Results,” on page 88.

If you want to link to an external page for which a “Link” asset does not yet exist in your
CS site, you can create the “Link™ asset and store the appropriate URL in it:

1.
2.
3.

5.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.

In the button bar, click New.

Content Server displays a list of assets you can create.
Click New Link.

Content Server displays the “New Link” asset form:

Link:

*Name: |

Description:

Subtype: (no subtype)
Format: yyyy-mm-dd hh:mm:ss

Start Date: :I
Format: yyyy-mm-dd hh:mm:ss

End Date: :I

Locale:

Keywords:

HREF: http://

[ select to validate this link on Save

In the “New Link” asset form, populate the appropriate fields. If you want Content
Server to validate the URL you entered in the HREF field, select the Select to
validate this link on Save box.

Click Save. Content Server displays the “Link” asset’s “Inspect” form. If you chose to
have Content Server validate the URL you entered in the form, Content Server also
displays a message indicating the result of the validation.

In the action bar of the “Inspect” form, click Add to My Active List to add the “Link”
asset you just created to your Active List. You will select this “Link™ asset from your
“Active List” when embedding a link to the desired external page into your asset, as
described in the next procedure.
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Ensure the left hand navigation is open.

To insert an external link in a text field of an asset

Embedding Links Within Assets

Find the asset into which you want to embed an external link and open its “Edit” form:

a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset you want to find.

c. Enter the desired search criteria (if any) and click Search.

d. In the search results list, navigate to the desired asset and click its Edit (pencil) icon.

You can also embed an external link in a new asset when populating its “New” form.
Click the “Active List” tab and select the asset that you want to link to.

In the desired field (Body field in this example), select the text that you want to be
hyperlinked. Alternatively, you can type new text anywhere in the field and select it.

Embed the link by clicking the Add Link button.This button appears to the right of

the field.

<P>ATLANTA, Aug. 3 (UPI) -- Valudet Rirlines
founder Lewis Jordan, citing
unity and family reasons, has decided not to
run for the Georgia U.5. Senate seat held by
Paul Coverdell until his death last
month.</P><P>Jordan announced late Wednesday
that he would not seek the Senate seat in a
Nov. 7 nonpartisan special election because of
concerns that he would split the Republican
vote.</P><P>The two top candidates for the
position are Democratic former Gov. Zell
Miller, who was named to the seat by Gov. Roy
Barnes last week, and Republican Mack
Mattingly, who represented Georgia in the U.S5.
Senate between 1580 and 1986. Both men filed
gualifying papers at the Georgia Capitol on
Wednesday. Qualifying ends at noon
Friday.</P><P>In a statement, the 56-year-old
Jordan said he was "personally honored”

and "deeply appreciative"™ of those who
encouraged him to run. He had said he was
prepared to spend £3 million of his own money
to win election.</P><P>"However, in the best
interest of party unity and after careful

Include

The Add Embedded link pop-up window appears:

3 Add Embedded Link - Microso.... (2 |[E][X]
Add Embedded Link

Name: asd
Type: Link
HREF: http://asd.com
[ —
Name: AMD-ASB0-2001Mard
Type: Article
Field: Body
Link Text:

asd

Extra Parameters: (eq.
keyl=valuel&key2=valuez&key3=value3)

Link anchor:
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6. Fill in the Add Embedded Link pop-up window as follows:

- Link Text: The text you selected to link to is entered in this field. If you wish to
change the text, you can edit it here.

- Link anchor: If you would like the link to jump to a particular place in the asset
to which you are linking (for example, to load a long article so a particular
paragraph appears at the top of the screen), link to a named anchor within that
asset. Enter the anchor name to which you are linking in this text field. (In regular
text fields, anchors are created with HTML code; in the FCKEditor, anchors are
created using the anchor tool).

- Extra Parameters: To pass parameters for the linked asset to the current asset’s
template, enter the parameter in the format <key>=<value> with each parameter
joined by an ampersand (&), as shown below:

keyl=valuel&key2=value2&key3=value3
7. Click Save & Close.

The pop-up window closes, and the link appears in the edited field as follows:

<P>ATLANTA, Rug. 3 (UPI) —- ValuJet Rirlines
founder Lewis Jordan, citing [<a

nref="_CSEMBEDTYPE =externals_cid =121422853445 | <@ Link code
3" contentEditable=false

TARGET="_klank">Republican party </a>|unity

The information between the <A> and </A> tags denotes the link as external,
identifies the asset containing the URL, and displays the hyperlinked text.

Note

To ensure that the link functions properly, edit the hyperlink text only. Do not
edit any other part of the string unless you are an experienced programmer or
designer.

8. Click Save Changes to save the asset.
If you cancel instead, the link is removed from the contents of the field.

9. Preview the asset to view and test the embedded link. The content should appear with
a hyperlink to the URL you embedded. Clicking the link opens the linked web page in
a separate browser window. If you remove TARGET="blank” from the embedded
string, the web site opens in the current browser window.
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Embedding the Contents of an Asset
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Note

The following section applies to linking assets from within a field that is enabled
with an editor other than FCKEditor. For instructions about linking assets from
within an FCKEditor enabled field, see “Linking Assets,” on page 124.

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.

Consult your administrator to find out which asset types on your system permit content
embedding. Also, some assets may contain multiple fields that allow link embedding
within their contents; in such cases, determine which field you would like to embed the
link in before starting the procedure.

Before you can embed the contents of an asset into another asset, you should add the
source asset(s) to your Active List for easy retrieval during the embedding process.

To add an asset to your Active List

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

In the button bar, click Search.

In the “Search” form, click the asset type of the asset(s) you want to find.

Enter the desired search criteria (if any) and click Search.

o g kb=

In the search results list, navigate to the asset you want to add to your Active List and
select the check box next to it. (You can select the boxes for all of the assets you want
to add to your Active List to add them all at once.)

7. When you have selected your assets, click Add To My Active List.

For more information on searching for assets and building your Active List, see the
sections “Finding Assets,” on page 83 and “Saving Search Results,” on page 88.

To embed another asset’s contents in the text field of an asset

1. Ensure the left hand navigation is open.

2. Find the asset into which you want to embed the contents of another asset, and open its
“Edit” form:

a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset you want to find.

c. Enter the desired search criteria (if any) and click Search.

d. In the search results list, navigate to the desired asset and click its Edit (pencil) icon.

You can also embed the contents of an asset in a new asset when populating the new
asset’s “New” form.

Click the “Active List” tab and select the asset that you want to link to.

In the desired field (Body field in this example), at the point where you want to insert
the asset contents, type some text and select it. Anything will do; what you type and
select is replaced by the included asset.
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<P>ATLANTA, Aug. 3 (UPI) -- Valudet Rirlines
founder Lewis Jordan, citing Republican party
unity and family reasons, has decided not to
run for the Georgia U.5. Senate seat held by
Paul Coverdell.</P>

INSERT AIRLINE ARTICLE TEXT HERE]

<P>Jordan announced late Wednesday that he
would not seek the Senate seat in a Nov. 7
nonpartisan special election because of
concerns that he would split the Republican
vote.</P><P>The two top candidates for the
position are Democratic former Gov. Zell
Miller, who was named to the seat by Gov. Roy
Barnes last week, and Republican Mack

Senate between 1580 and 1986. Both men filed
gualifying papers at the Georgia Capitol on
Wednesday. Qualifying ends at noon
Friday.</P><P>In a statement, the 56-year-old
Jordan said he was "personally honored”

and "deeply appreciative"™ of those who
encouraged him to run. He had said he was

Mattingly, who represented Georgia in the U.S5.

5. Click the Include button to the right of the field.

The “Add Inclusion” pop-up window appears:

£ Add Inclusion - Windows Intern :”E'E'

Add Inclusion

Mame: FSIIAudioCoFirstUnderWaterMP3Flayer
Type : Content_C

Tereclate | /FSilLayout v

Extra Parameters: (eg.
keyl=valuel&key2=value2&key3=value3)

(EE—

FSII AudioCo. America Announces

Name: H300 series
Type: Content
Field: Body
32 Cancel | | (5} save &Close

Fill in the “Add Inclusion” pop-up window as follows:

Embedding Links Within Assets

Include button

- Select Template: Select the template that will display the asset contents. The
selected asset’s default template is preselected.

- Extra Parameters: To pass parameters for the linked asset to the current asset’s
template, enter the parameter in the format “<key>=<value>" with each
parameter joined by an ampersand (&), as shown below:

keyl=valuel&key2=value2&key3=value3.

Click Save & Close.

The pop-up window closes, and the link appears in the edited field as follows:

<span class="inclusion"
id="_CSEMBEDTYPE =inclusion& PAGENAME =Burlingt
onFinancial%2FArticled
2FWireStorys_cid =984156690484& c =Article"”
contenteditable="false">INSERT AIRLINE ARTICLE
TEXT HERE</span>
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The information between the <span> and </spans> tags identifies the asset as an
inclusion and its URL to the system.

Note

To ensure that the link functions properly, do not edit the string unless you are an
experienced programmer or designer.

If you cancel instead, the embedded asset content is removed from the contents of the
field.

Preview the asset to view and test the embedded link. The content of the asset you
included should appear within the asset you are previewing at the point of insertion,
replacing the dummy text you entered as link text. The included asset contents should
be displayed in the selected template.
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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 sites that you have access to. If you have access to only
one site, the Share Assets function is not available to you.

You cannot share “Page” assets.

Share an asset only if its content 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
logo is likely to be used on all of the company’s sites.

If the nature of the content dictates the need for a separate, unique version for each
site, do not share the asset — instead, create a new asset for each site that requires a
unique version of the content.

Because of the nature of asset sharing, if a shared asset is deleted, it automatically
disappears from all of the sites it was shared to.

If the asset has a workflow assigned to it, you and others can change its workflow
status only when you are working in the asset’s original site.

It is good practice to share the asset only when you are ready to publish it; that is, wait
to share the asset until it has been approved.

If you want to share a localized asset to another site, the asset’s locale must be enabled
on the target site.

To share an asset

If Content Server’s interface is not open, log in.

If prompted, select the site you want to work with.

Find the asset you want to share:

a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset you want to share.

c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page §3.

In the search results list, navigate to the asset you want to share and click its Inspect
icon. Content Server displays the asset’s “Inspect” form.

In the action bar, select Share asset type from the drop-down list.
In the “Share” form, select the names of the sites to which you want to share the asset.
Click Save Changes.

Content Server refreshes the asset’s “Inspect” form, with a confirmation message at
the top listing the sites from which the asset is accessible.
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Working with Grouped Assets

king with Grouped Assets

When working with assets, you might want to organize them in groups and place them in
specific order. If you are a marketer and Engage is installed on your system, you might also
want to create lists of assets related to other assets in some way based on context, or lists of
asset that change based on some variable, such as the current date, or time of day. You
might also want to deliver different groups of assets depending on the demographic data of
your visitors. In such cases, you would use “Collection” and “Recommendation” assets.

ing with Collections

Suppose you want to choose, rank in order, and deliver sets of content that your visitors
will most likely want to see when viewing your site. For example, you might want to place
five top political news stories, organized in the order of importance, on the home page of
your site every morning. In a case like this, you can build your “Top Five” list of articles
using a “Collection” asset.

A “Collection” asset stores a list of basic assets of a single asset type, organized in a
specific order. The assets you can include in a collection come from the results returned by
one or more queries. You choose the assets you want to include in the collection by
ranking them in the order of your choice in the list of query results. This ranked, ordered
list of assets is the collection.

Typically, site designers or administrators create “Collection” assets and assign the
appropriate queries and templates to them. Your job is to choose the most suitable content
to be included in the collection.

Keep in mind is that once you build your collection, other users with the appropriate
permissions can access the “Collection” assets you worked with and change your asset
rankings within them.

Note

“Collection” assets can store lists of basic assets only. For flex assets, functionality
similar to that of “Collection” assets (and much more) is provided by
“Recommendation” assets (described later in this section).

Building a Collection

A “Collection” asset must already exist in the site you are working with in order for you to
be able to build the desired collection. Your site designer or administrator is usually the
person responsible for creating new “Collection” assets and editing existing ones.

To build a collection
1. If Content Server’s interface is not open, log in.
2. If prompted, select the site you want to work with.
3. Find the collection you want to build:
a. In the button bar, click Search.
b. In the “Search” form, click Find Collection.
c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page 83.
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4. In the list of search results, scroll to the desired “Collection” asset and click its
Inspect icon.

5. In the action bar, select Build from the drop-down list. (You can also click the Build
hyperlink in the lower right corner.)

Content Server runs the query (or queries) in the collection and displays the results in
two or more lists of assets.

Build Collection:Analyst Home Stories

[ Cancel ] [ Save Changes ]

Current Articles

1 D Aetna-A446-2001Marg Aetna Reports Second Quarter 2000 Earnings
2 O Metlife-A698-2001Marg Metlife Q2 Earnings Climb 18%, Led by Retail Products
3 O Wal-Mart-A706-2001MarS  Wal-Mart Reports Record Sales And Income for the Second Quarter

Query 1: My Active List Articles

@ Mo Articles returned by this query.

Query 2: Main Stocks Query

@ Mo Articles returned by this query.

Query 3: Companies Query

@ Mo Articles returned by this query.

[ Cancel ] [ Save Changes ]

6. Rank the assets by entering the appropriate number (up to three digits) in the Rank
field. If you want to remove an asset that is already included in the top list, select the
Remove option next to its Rank field. Deleting an asset’s rank number from the query
list will not remove it from the collection.
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Note

When you rank the assets in your collection, do so in an order that is appropriate
to the template element that renders the page. For example, if your collection
contains 50 assets, but the template that renders it is coded to display only five,
only the first five highest-ranked assets in the collection will be displayed on the
page. Consult your site developers if you are unsure about the properties of the
templates you are using.

Click Save Changes.

Content Server builds the collection and displays it in the “Inspect” form.

Working with Recommendations

SOFTWARE

“Recommendation” assets (provided Engage is installed on your CS system) allow you to
personalize product placements and promotional offerings that are displayed for each site
visitor. Recommendations determine which assets (products, for example) should be
featured or “recommended” on a page, based on available information about your site
visitors (such as age, or last viewed product).

You can personalize the content your visitors view in the following ways:

Create Static List recommendations. These are lists of assets that are displayed
according to demographic criteria such as age or income, as well as other information
in the site visitor’s profile. For example, you can create a list of top dance clubs and
show it only to visitors who specify their age range to be between 18 and 24. (This
specific age range for which a list of clubs would be displayed is called a segment.)
For visitors whose age falls outside this range, you can display another static list
recommendation, for example, a list of top beach resorts.

Create Related Items recommendations. Related Items recommendations allow you to
link to each other assets that bear some sort of relation to one another. This way,
whenever a visitor views an asset that is linked to another asset via a Related Items
recommendation, he/she will also see the related asset. You can thus create a “path” or
a “link trail” for your visitors to follow by consecutively linking assets to one another
using a Related Items recommendation.

The goal is to persuade your visitors to view additional content related to the content
they are viewing at a given moment by showing them a teaser for the related content
alongside the main content. Related Items recommendations are thus excellent for
business tactics such as up-selling or cross-selling merchandise.

For example, you can link to one another a number of movies that share a common
theme or genre, such as the Godfather trilogy. You link part I of the trilogy to part II,
and part II to part I1I using a Related Items recommendation. This way, when a visitor
looks at part I of the trilogy, Content Server will also show part II. When the visitor
then looks at part II, Content Server will also show part I1I. Additionally, you could
link parts II and III to part I so your visitors know they should watch part I first when
they view part II or III.

Create Dynamic List recommendations. Unlike Static List and Related Items
recommendations, the functionality of Dynamic List recommendations is defined by
customized code written by your developers. Because of that, Dynamic List
recommendations are the most flexible out of the three types of “Recommendation”
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assets in terms of fulfilling specific business needs. For example, your developers can
code a Dynamic List recommendation to behave like a Related Items
recommendation, but instead of requiring the related assets be linked manually, the
recommendation can track the movies a visitor has bought in the past and recommend
movies that most closely match his or her past purchases in terms of theme or genre.
In such case, you would simply assign the recommendation to the assets you want to
be included in the recommendation.

In the end, the choice regarding the type of recommendations used depends largely on how
you or your site designers want your site to behave.

Note

If Engage is not installed on your CS system, only Static List recommendations
(without segment support) are available.

To learn how to create “Recommendation” assets, see “Creating Recommendation
Assets,” on page 325.

Working with Asset Associations

Some asset create and edit forms include fields where you link another asset to the one in
which you are working. These types of fields are called “associations.”

When you create asset associations, you are indicating assets that can work together in the
web site’s design or function. Associations makes it easier for content editors to locate the
appropriate assets to assemble when developing the web site.

Examples of assets which might be associated together are:

* Assets associated by content: For example, suppose an “article” asset creation form
has an “image” association field. In this case, you might associate an article about
technology with a picture of a computer. By associating the image asset with the
article asset, you are indicating which image appropriately illustrates the article text.

* Assets associated by design: For example, an “image” asset creation form might have
a “thumbnail size” association field. The regular image might be used in a product
detail page, while a thumbnail size image could be used on a page displaying small
preview images of products within a category. By associating the differently sized
versions of the image, you are associating similar assets that will be used in different
page layouts.

* Assets associated by functionality: For example, by associating a “media” asset with
a “media player” asset, the site designers can design media pages that include a link to
the appropriate media player download site.

In all of these associations, content creators indicate assets that are appropriately used
together. How the associated assets will actually be used on the web site is up to the site
developers. For example, for a “product” asset associated with a “recommendation” asset,
the site visitor could be presented with the product recommendation list while viewing the
product, after adding the product to the shopping cart, or in a post-purchase email,
depending on how developers code the site.

Note that an asset can be used in multiple associations. For example, in an online store a
user guide that covers three different models of similar products can be associated with all
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three “product” assets, or even with several different association fields in an asset’s
definition.

Named and Unnamed Associations

There are two types of associations, named and unnamed associations. They are compared
in the table below.

Table 2: Named and Unnamed Associations

Can be used with any type of asset. Is only available on “Page” type assets.
Can be set up to allow the user to select Always allows the selection of multiple
either: assets (multi-valued).

* A single asset (single valued) or

* Several assets (multi-valued).

When multi-valued, the allowable assets Allows the selection of assets of different
will be of a single asset type. asset types.

Named Associations

Single-valued named associations are used when the user is required to make a one-to-one
association between a field and the associated asset. For example, when a site’s design
dictates that an “article” asset is paired with a single “image” asset.

Multi-valued named associations are used when the user must be restricted to a single
asset type. For example, such a field might used to designate info sheets to associate with
a product, where only “document” assets are the appropriate choices. Items will display in
the order listed, and may be rearranged using the up and down arrows.

Unnamed Associations

Unnamed associations are generally used for designating the sets of assets used to
assemble a page. For example, an ad banner, an article, an image file, and a video clip
might all be associated with a “page” asset.

Items will display on the page in the order listed, and may be rearranged using the up and
down arrows.

Associating Assets

To make it easier to select the assets you will associate within another asset’s definition,
you can add them to your Active List.

If you wish to work with the Burlington Financial sample site, the article asset includes
association fields for image files.

To add assets to your Active List

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with.
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3. Find the desired asset(s) that you will associate and add them to your Active List:

a.
b.

C.

In the button bar, click Search.

In the “Search” form, select the appropriate asset type.

Enter search criteria (if any) and click Search.

A search results list is returned.

Check the boxes next to all assets you wish to add to your Active List.
Click Add To My Active List.

For more information on searching for assets and building your Active List, see
the sections “Finding Assets,” on page 83 and “Saving Search Results,” on
page 88.

To associate assets

1. Select the asset in which you will create the asset association.

Do one of the following:

Create a new asset:
1) Click New in the button bar.
2) Select the desired asset type (for example, New Article).

3) Ifthe “Choose Assignees” screen appears, select the workflow participants
for this asset and click Set Assignees. See Chapter 8, “Workflow” for more
information.

Edit an existing asset:
1) In the button bar, click Search.
The Search list appears.

2) Select the asset type of the asset you are searching for (Article in this
example).

3) Enter the search criteria (if any) and click Search.
A search results list is returned.
4) Navigate to the desired asset and click its Edit icon.

For more information on searching, see the section “Finding Assets,” on
page 83.

2. Associate the asset(s).

a.

b
c.
d

In the “New” or “Edit” form, navigate to the association field.
In the tree, click the Active List tab.

In the Active List tab, select the desired child asset.

Click Add Selected Items for the association field.

Associated ImageFile:
Teaser Image

(_Edit ] IGameWDrIdThumhnaiI u Add Selected Items |fﬁ!
Main Image

(_Edit ] |GameWc|rIdFuIISize [l ~dd Selected 1tems | i
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(Optional) Reorder the associated assets.

If the field allows you to association more than one asset, you may need to reorder
the assets. Assets will appear on a page in the order they are listed. Change the
order of the assets by selecting the asset you wish to move and clicking the up or
down arrow button.

Current Contents:

Bonds (ImageFile)

Select Assets from the Tree
and click 'Add Selected Items’ F

Move Selected Asset Down

’ Add Selected Items Remove ;I

3. Make other changes on the form as necessary, then click Save.

Content Server displays the asset’s “Inspect” form.

Disassociating Assets

To disassociate assets

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with.
3. Open the “Edit” form:

a.

b
c.
d

In the button bar, click Search.

In the “Search” form, click the asset type of the desired asset.

Enter the desired search criteria (if any) and click Search.

In the search results list, navigate to the desired parent asset and click its Edit icon.

The “Edit” form opens.
For more information on searching, see the section “Finding Assets,” on page 83.

Navigate to the association field.

Do one of the following:

SOFTWARE

If the association is single valued, click the Delete icon next to the field.

Associated ImageFile:
Teaser Image

|GameW0rIdThumhnaiI |' Add Selected Items D

Main Image

|GameW0rIdFuIISize |' Add Selected Items |fﬁ
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- If'the association is multi-valued, do the following:

1) Select the asset(s) you wish to disassociate.Select multiple assets using
Shift+click. Select a range of assets by Ctrl+clicking the first and last assets
in the range.

Contains: Current Contents:

select Assets from the Tree
and click 'add selected
Iterns'

Ld Add Selected Items

KD

2) Click Remove.
6. Click Save.

Content Server displays the parent asset’s “Inspect” form showing the asset’s details.
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Parent Relationships

When you designate an asset as a parent of another asset, you are creating a hierarchical
relationship between the two assets. An asset that is linked to a parent is called a “child”
asset.

Parent-child relationships are used to organize assets on custom tabs in Content Server’s
tree. Parent-child relationships are taken into account during approval and publishing so
that no broken links result on the published site. More information can be found about
publishing in “Publishing,” on page 201.

Product Parent ( BrowseCategoryPGT): Fund Family

H Preview D Inspect #Edit fiii Delete |more... w Add to My Active List

Name: Fund Family

Description: Browse Category Fund Family

Status: Created

Start Date: Site Plan | Admin || Site Admin | Workflow || active List | Query!
End Date: Design | Marketing | Content | Wisitors | Product | History
Locale:

ID: 991330848536

Parent Definition: BrowseCategdyyPGT
*Browse Category: Fund Family

Ratings: [no Segments defined ]

+°§‘ Sechor Slyecialist
) : Super Tit
Created: Jun 6, 2001 11:54:52\aM by xceladmin * £, super Tians

- . +- 8 The Ashton Funds
Modified: Jun 6, 2001 11:54:52 AM by xceladmin
Aﬁi Fund Type
----- Aﬁi Institutional Conkract
Aﬁi Minirnum Balance
Aﬁi Minirnurm Initial Investment

Product Parent ( FundFamilyP§T): The Ashton Funds | 5. B Morring star Rating
Aﬁi Partfolio Management Strategy

Related Items:

H Preview D Inspect #Edit fiif Delete mare... e
Name: Theg Ashton Funds
Description:
Status: Edit:
Start Date:
End Date:
Locale:
ID: 993403850242
Parent Definition: FundFamilyRGT
Parents: Fund Family
*Fund Family to which Fund belongs: The Ashton Funds
Ratings: [no Segments defined ]
Related Items: Similar Funds (recommendation)
Global Fund (Product) Confidence = 60%
Financial Titans Fund (Product) Confidence = 70%
International Titan Funds (Product) Confidence = 50%
EastSouth Fund (Product) Confidence = 80%
Ero Titans (Product) Confidence = 50%
Tech Titans (Product) Confidence = 100%
Created: Jun 24, 2001 2:14:35 PM by DefaultReader
Modified: Jul 14, 2001 9:44:28 AM by michael

An asset can have more than one parent. When assigned multiple parents, the asset
appears in multiple places in the Asset Tree, as a child of every parent node.
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Working with “Page” Assets

Working with “Page” Assets

As a content provider, you update or revise the content in your “Page” assets and then
approve them for publishing. You complete the following tasks, as necessary, to get your
“Page” assets ready for publishing approval:

* Edit the assets that are included in the page (for example, change a headline or an
abstract).

* Examine the collections included in the “Page” assets, and then rank and organize the
assets in them (that is, you build the collections).

* Remove outdated assets and select updated ones to replace them.
* Preview the “Page” assets to be sure they display correctly.

When editing a “Page” asset, you use the same procedure you use for editing any other
asset. You select assets you want to include from the tree, or if the tree is toggled off, from
the Candidates list populated by the contents of the Active List and History tabs.

* For information about editing assets, see “Editing Assets,” on page 91.
* For information about collections, see “Working with Collections,” on page 169.
* For information about previewing assets, see “Previewing Assets,” on page 96.

* For information about publishing approval, see Chapter 7, “Publishing.”

Deleting Assets

When you use the Delete function, the asset is not entirely removed from the database.
The contents of the asset are emptied; however, the ID remains in the database as a record
of the asset’s existence. This simple record is called a “voided asset.”

When a previously published asset is voided in the content management system, the
voided asset is automatically approved for publishing to any destination the asset has ever
been published to. The voided asset is placed in the publish queue, and published during
the next publishing session. The voided asset then overwrites the previously published
asset.

Voided assets are not returned in search results.

Note

Though voided assets are small, a great many of them may slow system
performance. Administrators of large sites can perform a database purge to clear
voided assets from the database.

Asset Deletion Rules

The following restrictions are enforced when you delete assets:
* You can delete an asset only if you have the permissions to do so.

e Ifan asset is in a workflow and is assigned to someone other than you, you cannot
delete that asset even if you have the permissions to delete assets.
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* You cannot delete a placed “Page” asset. You must unplace a placed “Page” asset
before you can delete it.

* You cannot delete an asset if it is associated with another asset. (For example, an
“ImageFile” asset referenced by an “Article” asset cannot be deleted without
removing the reference first.) If you attempt to do so, Content Server displays a list of
the offending associations. You can then edit the parent assets to disassociate the child
asset you want to delete.

Deleting an Asset
To delete an asset

1. If Content Server’s interface is not already open, log in.
2. Find the asset you want to delete:
a. In the button bar, click Search.
b. In the “Search” form, click the asset type of the asset you want to delete.
c. Enter the desired search criteria (if any) and click Search.
For more information on searching, see the section “Finding Assets,” on page 83.

3. In the search results list, navigate to the asset you want to delete and click its Delete
icon.

You can also delete an asset from its “Inspect” form by clicking Delete in the action bar.

Note

If the asset you are trying to delete is associated with other assets, (for example,
an “Article” asset belonging to a collection), Content Server displays an error
message and a list with links to the associated assets. In such cases, you must
unlink all associated assets from the asset you want to delete before you are
allowed to delete it.

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

4. Ifyou are sure you want to delete the asset, click Delete This Item. Otherwise, click
Cancel.

Content Server displays a message confirming that the asset was deleted.

The asset’s status in the database is changed to “void.” Standard searches will not
retrieve assets that are marked as void.
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Working with Multilingual Assets

SOFTWARE

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

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

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

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

field of a typical “Article” asset:

This is an existing translation of the master asset. (Only
one translation per language can exist in a given set.)

VideospielMikroweltenartilkel Make Master de_DF i

. GameMicroworldsarticle {Master Asset) en &5 i
Translations:

es_F5% # Translate

fr_FR  # Translate

A translation in this

language does not yet
exist in this set. (Click
Translate to create it.)

This asset is the master
asset of the multilingual set.

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

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

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

2. Translate the source content and store the translated content in the translation asset.
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3. (Optional) Translate the assets associated with the source asset and associate the
translated versions with the translation of the source asset. See Table 3, on page 181
for information on how asset relationships are handled when you create translations of

assets.

Table 3: Asset relationship behavior for multilingual assets

Named and Unnamed
Associations

When you create a translation of an asset that contains
named or unnamed associations, all assets associated with
the source asset are automatically associated with the
translation. You then have the choice to translate the
associated assets and associate the translated versions with
the translated asset.

Collections

When you create a “Collection” asset in a new locale, the
new “Collection” 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
“Collection” asset, replacing the member assets carried
over from the old collection.

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.

Dynamic Lists

Since Dynamic Lists recommendations are populated by

Recommendations element code, they are not affected.
Related Items When an asset containing Related Items associations is
Recommendations translated, all assets associated with the source asset are

automatically associated with the translation. You then
have the choice to translate the associated assets and
associate the translated versions with the asset.

Asset-Type Attributes

When an asset containing associations through asset-type
attributes is translated, all assets associated with the source
asset are automatically associated with the translation. You
then have the choice to translate the associated assets and
associate the translated versions with the translated 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 172.

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

* You must have the appropriate permissions to work with multilingual assets.
To find out more about your permissions, contact your CS administrator.

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

e [fyou plan to work with content in a language that uses non-English characters,
your machine must be configured for input and display of such characters.

If you have any questions, contact your CS administrator.

This section contains the following procedures:

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

e Examining the Available Translations of an Asset

* Deleting a Translation of an Asset

* Changing the Master Asset of a Multilingual Set

Setting or Changing an Asset’s Locale Designation

SOFTWARE

Before you can create a translation of an asset, the asset must have a locale designation
assigned to it. (Typically, you assign the locale designation when you create an asset.)

If you want to create a translation of an asset that has no locale designation, follow the
steps below, then continue on to step 4 of the next section, “Creating a Translation of an
Asset,” on page 183.

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’s locale 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
Keep the following in mind:

*  You can only assign locales that have been enabled on your site by the CS
administrator. If no locales are enabled on your site, the “Locale” drop-down list
will not be displayed in the “Edit” form.

*  You cannot assign the same locale to more than one member of a given
multilingual set.

To set or change an asset’s locale designation

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with.

3. Find the asset whose locale you want to set or change and open its “Edit” form:

a. In the button bar, click Search.

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

182



Chapter 4. Working with Assets

Working with Multilingual Assets

b. In the “Search” form, click the asset type of the asset you want to find.
c. Enter the desired search criteria (if any) and click Search.
For more information on searching, see the section “Finding Assets,” on page §3.
d. Scroll to the desired asset and click the asset’s Edit icon.
Content Server displays the asset’s “Edit” form.
In the “Locale” drop-down list, select the desired locale for the asset.
Click Save.

Content Server redisplays the translation asset in the “Inspect” form, showing the new
locale designation in the Locale field.

Creating a Translation of an Asset

Note
Before performing the steps in this procedure, note the following:

* Before you can create a translation of an asset, the asset must have a locale
designation already assigned to it. The asset’s locale is listed in the Locale field
of the asset’s “Inspect” form and is usually assigned by the user who creates the
asset.

If the asset does not have a locale designation, follow the steps in “Setting or
Changing an Asset’s Locale Designation,” on page 182, then skip to step 3
of this procedure.

* [fyou 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.

* Have the translated content ready before you create the translation asset.

To create a translation of an asset
1. If Content Server’s interface is not already open, log in.
2. [If prompted, select the site you want to work with.
3. Find the asset for which you want to create a translation and open its “Inspect” form:
a. In the button bar, click Search.
b. In the “Search” form, click the asset type of the asset you want to find.
c. Enter the desired search criteria (if any) and click Search.
For more information on searching, see the section “Finding Assets,” on page §3.
d. Navigate to the desired asset and click its name.

Content Server displays the asset’s “Inspect” form.
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4. Create the translation asset and set its target language. In the Translations field, click
Translate next to the desired target language.

MideospiglMikroweltenartikel Make Master de_DF i

GameMicroworlds Article {Master Asset) en 5 i

Translations:

es_F% # Translate

fr_FE & Translate

Note

A multilingual set can contain only one translation per locale. If a translation of
the asset already exists in a given locale, the Translate function is replaced by a
Delete (trash can) icon.

Content Server copies the asset, sets the locale of the copy according to your choice
from step 4, and displays the copy in a “New” asset form. The form is pre-filled with
the content from the source asset.

5. Translate the asset. In the “New” form, do the following:

f. Enter a name for the translation asset.

Tip

It is a good idea to name the new asset in a way that indicates it is a
translation of the source asset.

Note the following conventions when naming the asset:

The name must be between 1 and 64 alphanumeric characters.

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

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

g. For each field, replace its content with an appropriate translation. When making
your changes, you may see one or more of the following types of fields:

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

WYSIWYG text fields. You may see one or more text fields that are
WYSIWYG-enabled (What You See Is What You Get) viaa WYSIWYG
editor, such as FCKEditor (see “Working with the FCKEditor,” on page 113).
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
WYSIWYG Editors,” on page 112.
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- Date fields. You may sece a Date 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 123 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 115.

- Online Image Editor fields. You may see a field (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 “Click Save & Close
to save your changes to the parent asset.,” on page 117.

- 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 121.

- Fields that prompt you to select assets. You may see a field (or fields) that
prompt you to select a flex parent or a template, or associate an asset (such as
an image) with the asset you are creating.

1) Ifthe field displays a drop-down list, select the desired asset from the list.

If the field displays an Add Selected Items button, proceed to the next
step.

2) In the tree, select the tab containing the asset you want to select as a value
for the field. Consult your design team or administrator to find out which
assets are available in which tabs of your tree.

3) In the tab, select the desired asset.
4) Click Add Selected Items.
Content Server assigns the selected asset as a value for the field.
6. When you are finished, click Save.
Content Server displays the translation asset you created in the “Inspect” form.

7. (Optional) If you want to see how the asset would look if it were published, you can
preview it. To preview an asset, click Preview in the action bar at the top of the form.
A new browser window opens and displays the asset in its rendered form. For more
information, see “Previewing Assets” on page 96.

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

a. In the asset’s “Inspect” form, scroll to the “Related Items” area and examine the
assets associated with the translation you created.

When you create a translation of an asset, Content Server automatically associates
the associated assets of the source asset with the translation asset. Depending on
the nature of the associated assets, you may want to translate them and associate
the translated versions with the translation asset instead. For example, an image
depicting a product might not require a localized version, but a data sheet for the
product will need to be translated.
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See Table 3, on page 181 for information on how Content Server handles asset
relationships with respect to multilingual assets.

b. (Optional) If in step a you determined that one or more assets associated with the
translation asset have to be translated, repeat steps 3—6 (and, optionally, steps 7—8)
of this procedure for each associated asset requiring translation, then follow the
steps in “Associating Assets,” on page 173 to associate the translated versions
with the translation asset. (If an associated asset has its own set of associated
assets, repeat step 8 for each asset related to the associated asset.)

9. (Optional) If you want to create additional translations of the source asset, repeat
steps 3-8 of this procedure.

Examining the Available Translations of an Asset

If you want to check if a translation of an asset exists in a specific language, examine the
Translations field in the asset’s “Inspect” form. If the desired translation appears in the
field, you can open the translation by clicking its name.

To check whether a specific translation of an asset exists
1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. Find the asset whose translations you want to examine and open its “Inspect” form:
a. In the button bar, click Search.
b. In the “Search” form, click the asset type of the asset you want to find.
c. Enter the desired search criteria (if any) and click Search.
For more information on searching, see the section “Finding Assets,” on page 83.
d. Navigate to the desired asset and click its name.
Content Server displays the asset in the “Inspect” form.

4. Examine the Translations field to see whether the translation you are looking for exists.

This is an existing translation. Click its
name to open it in the “Inspect” form.

C '-.l'ideusgieIMikruweIteﬁar‘tikel Make Master de_D@@

. GameMicroworldsArticle (Master Asset) sn_i5 fiil
Translations:

es5_E5 & Translate

GF_FR & Translahe)

A translation in this
language does not
yet exist in this set.

5. (Optional) Click the name of the translation to open it in the “Inspect” form.
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Deleting a Translation of an Asset
You can delete a translation of an asset using the asset’s “Inspect” form.
To delete a translation of an asset
1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. Find the asset whose translation you want to delete and open its “Inspect” form:
a. In the button bar, click Search.
b. In the “Search” form, click the asset type of the asset you want to find.
c. Enter the desired search criteria (if any) and click Search.
For more information on searching, see the section “Finding Assets,” on page 83.
d. Scroll to the desired asset and click the asset’s hyperlinked name.
Content Server displays the asset’s “Inspect” form.

4. In the Translations field, click the Delete (trash can) icon next to the translation you
want to delete.

WideospielMikiroweltenartilkel Make Master de_ OF i

. GameMicroworldsarticle fMaster Asset) en oS i
Translations:
es_E5 # Translate

fr_Fi # Translate

Content Server displays a message asking you to confirm the deletion.

5. Ifyou are sure you want to delete the translation asset, click Delete This Item.
Otherwise, click Cancel.

Content Server displays a message confirming that the translation asset was deleted.

The asset’s status in the database is changed to “void.” Standard searches will not
retrieve assets that are marked as void.

Changing the Master Asset of a Multilingual Set

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

If you need to designate another member of the set as the master (for example, when the
multilingual set is copied to a site in another language), you can do so from the “Inspect”
form of any member of the set.
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The following procedure shows you how to set a new master asset from the “Inspect” form
of the set’s current master asset.

Note

If a multilingual set is being revision-tracked, you must manually check out all
members of the set before you can change the set’s master asset. For instructions, see
“Checking Out Assets,” on page 279.

To change the master asset of a multilingual set

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with.

3. Find the master asset of the multilingual set and open its “Inspect” form:

a.
b.
c.

In the button bar, click Search.

In the “Search” form, click the asset type of the asset you want to find.

Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page 83.
Navigate to the desired asset and click its name.

Content Server displays the asset’s “Inspect” form.

4. In the Translations field, click Make Master next to the translation you want to
designate as the new master asset of the multilingual set.

Translations:

WideospielMikroweltenartikel( Make Master de_ DE i

GameMicrawarldsArticle {Master Asset) en &5 i

es_F5 # Translate

fr_FR # Translate

Content Server refreshes the “Inspect” form showing the newly selected master asset
in the Translations field.
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While you are planning upcoming changes to a web site, you can assign start and end
dates to an asset. Once start and dates are assigned, you can preview how the asset’s web
page will look at different times in the future. The feature you use to generate future
versions of the web site is known as “Site Preview.”

Once an asset is published, the asset displays on the web only during the specified date
range.

You can search by start and end dates to locate it in the database.
This chapter contains the following sections:

* About Start and End Dates

* Site Preview

e Approval for Publishing

e Publishing

e Advanced Search
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About Start and End Dates

About Start and End Dates

Start and end dates are optional field values you can assign to assets. This date range
indicates when assets will appear on a web site, should they be published. Fill in these
dates on the Metadata tab of the “Edit” pane.

Start and end dates affect the function of Site Preview, as discussed in this chapter.

Start and end dates also appear in Advanced Search options, giving you the ability to
search for assets based on the date range in which they will appear on the web site.

Site Preview

Site Preview is a tool for visualizing your web site as you strategize upcoming content
changes. With Site Preview, you can preview an asset’s web page as it will appear at any
selected moment in the future. By generating possible versions of a web page, you can
more easily decide what to publish and when.

Content Server uses the assigned start and end dates to determine whether to display the
asset in the Preview window. An asset is displayed only when the selected preview date
falls within the asset’s start/end date range.

Instructions on previewing a site as it will appear on future dates and the impact of start
and end dates on Site Preview are given in the Site Preview chapter. See “Previewing
Future Sites,” on page 193.

Note

For Site Preview to work properly, developers must include the
asset:filterassetsbydate tag in the template of the page which displays the
asset. See your site administrator for further information about the tag.

Approval for Publishing

Before an asset is published to a web site, you must approve the asset and all of its
dependents for publishing. This process ensures that all the assets published at the same
time are up to date prior to publishing.

The start date that you set does not necessarily have to be the date on which the item gets
published. However, the asset will not display on the web site until its start date. Content
Server warns you if you try to approve an asset for publishing at a date prior to the start
date, as a fail-safe mechanism. This warning does not interfere with the publishing
process. This is true for all the dependent assets that you are approving as well.

Content Server also warns you if you try to approve an asset for publishing after the end
date. This warning does not interfere with the publishing process. If you publish an asset
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after its end date, the asset will be published to its destination; however, the asset will not
appear on the site (the asset has expired).

Note

For assets to be viewable on the web site only during the defined start/end date
range, developers must include the asset : filterassetsbydate tag in the
template of the page where the asset displays. See your site administrator for further
information about the tag.

For more information on approving assets, see “Approval for Publishing,” on page 202.

Publishing

If time-sensitive assets are scheduled for publishing, a warning icon is displayed if
* the scheduled publishing time precedes the asset’s start date, or
* the scheduled publishing time follows the asset’s end date.

This warning is for your information only and does not interfere with the publishing
process. See “Approval for Publishing” for more information on the effects of the start/end
dates on published assets.

For further information on publishing, see “Publishing,” on page 201.

Advanced Search

For many assets, you are able to use an advanced asset search to find assets by their start
and end dates. For more information on advanced search, see “Running an Advanced
Search,” on page 85.
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Advanced Search
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Web sites change from moment to moment, day to day. With the Site Preview feature, you
can view site assets as they will display on a site at any particular moment in the future.

Start and end dates are a key part of Site Preview, which is an enhanced function of the
regular preview feature. You can preview how a page will appear without setting start and
end dates (the regular preview function), but by assigning a start and end date range to an
asset, you gain the ability to visualize upcoming changes to a web site. Once you assign a
start date and/or an end date to an asset, you can see how the page will change over time
by selecting dates from the date picker on the preview screen in the Insite interface.

This chapter contains the following sections:
* About Site Preview
* Assigning Start and End Dates

* Previewing a Site as It Appears at a Future Time
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About Site Preview
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Site Preview is a tool for visualizing your web site as you strategize upcoming content
changes. With Site Preview, you can preview an asset’s web page as it will appear at any
selected moment in the future. By generating possible versions of a web page, you can
more easily decide what to publish and when.

Perhaps you work with more than one item at a time, deciding what banners to display
when, what articles, what graphics, and so on — some items displaying for a week, others
for a month, some for just one day. With Site Preview, you can pinpoint any particular
moment in the future and see what all the changes you and other content contributors are
making will look like on the web site at that time.

Note

In order to preview a page as it will appear at future dates:

Start and end dates must be assigned in the metadata field as explained in
“Assigning Start and End Dates,” on page 195.

The template for the page in which the asset appears must contain the
asset:filterassetsbydate tag. See your site administrator for further
information.

Impact of start and end dates on Site Preview
You will need to consider the following factors when assigning start and end dates.

1.

The start and end date range are the times you expect the asset to be displayed on the
web site.

Once you set a start/end date range, you can use Site Preview to compare how the
page on which that asset appears might look on dates before, during, and after the date
range.

When you first preview an asset, you see its web page as it would appear on the asset’s
start date. (If no start date is assigned, the current date is used for the preview.)

Choose a future date from the date picker in the upper right corner of the preview
screen, and you can view how that page would appear at the selected time. When you
select a date that falls during the asset’s start/end date range, the preview shows how
the asset’s web page will look during the period the asset is visible on the web site.
Conversely, if you choose a date that falls outside that date range, you see the asset’s
web page as it might appear before the item is published or after the item is no longer
visible on the page.

Note that the publication date of the asset does not affect when and how long the asset
displays on the web site; this is controlled by the start/end dates.

Neither the start date nor end date is a required field:

- An asset without both start and end dates is always displayed when previewed,
regardless of the preview date (when an asset is not time-sensitive, its preview is a
regular preview).

- However, an asset with explicitly set start and/or end dates is displayed
conditionally; that is:
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- If the asset has both a start and end date, it is displayed only within the
specified date range.

- If the asset has only a start date, the asset is displayed on all dates including
and after the start date. (It never expires.)

- If the asset has only an end date, the asset is displayed on all dates up to and
including the end date.

Assigning Start and End Dates

SOFTWARE

Start and end dates are optional values that you can assign to assets. Start/end dates
indicate the date ranges in which assets will be displayed in the preview window.

Complete information on start and end dates can be found in “Using Start and End Dates,”
on page 189.

To assign a date range to an asset

1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. Find the asset you want to edit:

In the button bar, click Search. Do one of the following:

a. To perform a simple search, in the “Search” form, click the asset type of the asset
you want to find. Enter the desired search criteria (if any) and click Search.

b. To locate an asset that has previously been assigned start and end dates, in the
“Search” form, click Advanced Search next to the asset type you wish to find.
Use the date picker to select the start and end date criteria for your search and
click Search.

For more information on searching, see the section “Finding Assets,” on page §3.
4. In the search results list, navigate to the asset you want to edit and click its Edit icon.

Content Server displays the asset’s “Edit” form.
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5. Set the item’s start date and/or end date and time (optional).

In the “Start Date” and/or “End Date” fields, select the date and time from the date
picker.

Article: Biggest-A152-2001Mar9

[ Cancel ] [ Save Changes ]

*Name: Biggest-A152-2001Mard

Subtype: Standard

Select a Template: | Full v

Status: Received
Format: yyyy-mm-dd hh:mm:ss

Start Date: :I
Format: yyyy-mm-dd hh:mm:ss

End Date: :I

Note

Your administrator may have set default “Start Dates” and “End Dates” for this
asset type. You can change the settings if you wish.

6. Choose Save Changes to update the asset.

The asset’s inspect form with the new start and end dates appears.

Article: Biggest-A152-2001Mar9

M Preview D iInspect #Edit (i Delete |more.. + | [EItem is in your Active List
Name: Biggest-A152-2001Marg
Subtype: Standard
Select a
Full
Template: Y
Status: Edited
Start Date: 2008-11-07 11:20:09
End Date: 2009-02-20 11:20:11

7. To preview the page at a future date, go to “Using Start and End Dates,” on page 189.
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Previewing a Site as It Appears at a Future Time

Previewing a Site as It Appears at a Future Time

When assets have been assigned start and end dates, you can preview site pages as they
will appear at future times of your choice.

Note
In order to preview at future dates:

e Start and end dates must be assigned as explained in “Assigning Start and End
Dates,” on page 195.

* The template for the page in which the asset appears must contain the
asset:filterassetsbydate tag. See your site administrator for further
information.

To preview a site as it will appear at a future time

1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. Find the asset you want to edit:
a. In the button bar, click Search. Do one of the following:

1) To perform a simple search, in the “Search” form, click the asset type of the
asset you want to find. Enter the desired search criteria (if any) and click
Search.

2) To locate an asset that has previously been assigned start and end dates, in the
“Search” form, click Advanced Search next to the asset type you wish to
find. Use the date picker to select the start and end date criteria for your search
and click Search.

For more information on searching, see the section “Finding Assets,” on page §3.

b. In the search results list, navigate to the desired asset and click the preview icon
(binoculars).

The preview window displays the page as it appears on the asset’s start date.
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Previewing a Site as It Appears at a Future Time

For example, if you preview an asset that appears on the FirstSite II (English
language) home page and starts on a date in October 2009, the following screen is

displayed:

Preview rtemplste: | Fsiayou

%| Wrapper: | FSiIFreviesWrapper (] [2008-10-20 101508 |@ Get Link

Rocket Electronics

S Get 3 FREE
Movies with
| purchase of

o $300 or morel

Enter keyword

syntolux

Cameras

On Sale ltems

Articles

Products

Ll =
(@m Bne dax s3le: Beteber 315t onhyt

TARGALINE

B — f e EH

Sorama

DVDs Mobile

Shopping Cart My Site

O nanomax.

About

onsdag

]
e
Video TVs

Categories

Audio
Portable Audio
DVD Players
Combination DVD Players
Standard DVD Players
FSl Cameras
FSIl Point and Shoot cameras
Televisions
Combination TVs
High-Definition Tvs
Plasma Screen TVs
Video
Combination VCRs
Standard VCRs

NManufacturers

AudioCo

FS Electronics Lid
Innovative Ent. Systems
Superior Systems Inc.

-&

TargalLine O FinePix 9.0MP Digital Camera

Price Per Unit: $169 99

Nanomax - Digital Camera

Price Per Unit. $149.99

Onszdagq - Digital Camera New Version

Price Per Unit: $39 89

4. View the page as it will appear on a future date.

Use the date picker in the Preview window toolbar to choose the date and time.

5. Select Go to refresh the preview window and display the page as it will appear on the

chosen date.

The preview window displays the page as it would appear on the selected date.
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Previewing a Site as It Appears at a Future Time

For example, if you preview the FirstSite II (English language) home page for a date
in December 2009, the following screen is displayed:

Preview template: | #siiLayout

% Wrapper: | FSlIPreviewiiapper | [2008-1223 10150 ‘@ Get Link

Rocket Electronics Articles Products  ShoppingCart  MySite  About

Holiday Savings
Save up to 30% off your favorite flat screens
December 1st through December 26th

Get 3 FREE
Movies with

Cameras

$300 or morel

syntolux

Enter keyword On Sale ltems

TARGALINE

—_— i e EA
DVDs TVs

Mobile Video

Sorama O nanomax. onsdag

Categories

Audio
Portable Audio
DVD Players
Combination DVD Players
Standard DVD Players
FSl Cameras
FSIl Point and Shoot cameras
Televisions
Combination TVs
High-Definition Tvs
Plasma Screen TVs
Video
Combination VCRs
Standard VCRs

=]
=

NManufacturers

AudioCo
FS Electronics Lid
Innovative Ent. Systems
Superior Systems Inc.

Manomax Flat-Panel LCD HOTV

Price Per Unit: $1,629.99

Sorama - 40 inch LCD HOTV

Price Per Unit: 51,439 99

Sorama - Flat-Panel LCD HOTV

Price Per Unit: $1,629.99
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Previewing a Site as It Appears at a Future Time
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Chapter 7
Publishing

The goal of using Content Server is to publish content to a web site where site visitors can
read and interact with that content. When you publish, you copy assets from your

management system to your delivery system (the system that hosts the web site) or to a
local file folder.

This chapter describes the publishing process and the procedures used to approve assets
for publishing. It includes the following sections:

* Publishing Methods

* Approval for Publishing

* Approval Tasks

e Setting an Export Starting Point
* Publishing Tasks
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Publishing Methods

Content Server lets you serve content from your delivery system to client browsers in
several ways:

* Dynamically by drawing requested content from the CS database, formatting, and
delivering it at the time of the request (unless the content is already cached).

» Statically (in the form of HTML files) from a delivery system powered by Content
Server.

» Statically (in the form of XML files) from a delivery system powered by an
application other than Content Server.

To support both dynamic and static content, Content Server provides the following
publishing methods:

* RealTime (dynamic destination) — This publishing method copies your assets from
the CS management system database to the CS delivery system database, committing
assets to the delivery database in dependency related groups. Your web server
generates pages dynamically when visitors request them.

*  Mirror to Server (dynamic destination) — This publishing method copies your
assets from the CS management system database to the CS delivery system database.
Your web server generates pages dynamically when visitors request them.

* Export to Disk (static destination) — This publishing method renders all of your
assets into static HTML files according to the templates provided by the design team.
Those files can then be uploaded to the web server of your delivery system.

* Export Assets to XML (external destination) — This publishing method converts
your assets into individual XML files and stores them in a directory. These asset files
can then be published to an external content delivery system designed to handle them.

When you approve assets for publishing, you choose one or more delivery types and/or
publishing destinations. Delivery types and destinations are set up and managed by the
administrator. Consult your administrator to find out where (which destinations) and how
(using which delivery type) your content is published.

Approval for Publishing

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 “Page” asset has an association with a “Collection” asset. The “Collection” asset has an
association with three “Article” assets. Two of these articles have associations with
“ImageFile” assets. This tree hierarchy forms a set of parent/child dependencies among all
these assets.

Before an asset can be published, it must be approved for publishing. Requiring approval
is a safeguard against publishing an asset whose dependent assets (parents or children) are
not ready to be published. This prevents broken links on the delivery system.

The approval status of an asset indicates whether the asset can be safely published; that
is, whether any dependency conflicts exist. An asset’s approval status is determined by its
dependency relationships, which include the approval status of all assets associated with a
particular asset, as well as the dependency relationships of those associated assets.
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Asset Version Dependencies

Content Server enforces version control between dependent assets by using one of the
following approval dependency relationships:

* Exists — requires that an asset’s dependent assets merely exist on the target
destination, regardless of version. For example, a parent and its child asset have been
approved and published. The child asset is edited, but not approved. The parent is then
edited. When the parent is approved, it can be published even though the child has
been edited and not yet approved again, because the child asset already exists on the
target destination. An appropriate analogy for an exists dependency is an article and a
supporting image: if the image is edited (resized, for example), the article that uses it
can still be published without reapproving the image.

* Exact —requires that parent and child assets have the same version stamp on the target
destination. For example, a parent and its child asset have been approved and
published. The child asset is edited, but not approved. The parent is then edited. When
the parent is approved, it is held for publishing because the child has been edited but
not yet approved. When the child asset is approved, the parent is ready to be published
because the versions now match. An appropriate analogy for an exact dependency is
the relationship between a set of instructions and a supporting diagram: if one
changes, the other must change to ensure they match.

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 a case, the asset is then held from publishing until its dependents are
approved. See “Approval States,” on page 211 for detailed descriptions of the possible
approval states an asset can enter.

If an asset enters an approval state that prevents publication, Content Server displays a list of
dependent assets that require approval. Once all assets are approved, they can be published.

Dependencies: Mirror to Server and RealTime Publishing

When you approve an asset for publishing to a CS-powered delivery system using the
Mirror to Server or RealTime delivery type, Content Server determines the asset’s
dependencies (as well as their nature), and checks the version stamps on the dependent
assets. In order to be published, all of its dependents must either be approved (exact) or
previously published (exists). If not, the asset is held, pending resolution, which typically
involves approval of the dependent assets.

Approval dependencies are recorded at the time the asset is approved. If the asset is
subsequently changed, the asset is no longer considered to be approved, and it must be
approved again before it can be published.

Dependencies: External Publishing

SOFTWARE

Assets approved for publishing as XML files using the Export to XML delivery type
follow the same approval logic as those published using dynamic publishing. Each asset’s
dependents must either have been approved (exact) or previously published (exists);
otherwise, the asset is held pending approval of its dependents. When the asset is approved
and ready for publishing, it is written to an XML file; approved dependent assets are also
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written to separate XML files. Dependent assets that were previously published are not
written to XML files again, unless those assets have changed.

Dependencies: Static Publishing

SOFTWARE

For static publishing using the Export to Disk delivery type, Content Server uses the
“Template” asset to determine asset dependencies. All the assets that are displayed by and
linked to the rendering template are considered dependencies. If the assets displayed by
the template have other assets linked to them, those linked assets are not, however,
considered dependent. By default, the displayed assets have an exact dependency; the
assets the displayed assets are linked to have an exists dependency.

Ultimately, the template designer determines the dependency type for the Export to Disk
delivery type.

Default Approval Template

When publishing an asset, it is often desirable to use different templates, depending on the
context. For example, you might want to place the same piece of content in the body of
one page, but in a sidebar on another page. (Your administrator and/or design team will be
able to provide information on which templates are available to you and when/how to use
them.)

When you approve an asset, the template used to calculate dependencies should be the
most inclusive; that is, the one that contains the most representative set of dependencies
for all of the templates, even though it might not be the template that actually renders the
asset on the delivery system. The template which you choose is called the default
approval template.

The administrator can configure a default approval template for each asset type for each
publishing destination. An asset subtype can be used to further categorize an asset type.
This way, the administrator can assign more than one default approval template for assets
of a specific type, based on some other organizing construct. The list of subtypes (if any)
that is available for a given asset type appears in a drop-down list in the asset’s “New” and
“Edit” forms (basic assets only).

If no default template is configured, the display template selected in the asset’s “New” or
“Edit” form is used to determine dependencies.

Export Starting Point

An export starting point must be defined for a static destination before approved assets can
be published. If you try to publish without a starting point, you receive the following
message after selecting a static destination:

Publish destination: MyExportTarget

Destination: MyExportTarget using Export to Disk
Arguments:

Mo publish starting points defined for this export destination

A starting point says in effect, “publish this and everything associated with it”— that is,
the asset designated as the starting point, and it and everything it links to is published,
using the template assigned. You can have one starting point or several starting points.
Minimally, you would want each root node (top-level page) to be an export starting point,
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but you can also use it as a vehicle for exporting a subset of assets that you want to push to
the delivery system. For more information, see the section “Publishing Approved Assets,”
on page 222.

Publishing Protection Mechanisms

SOFTWARE

The system ensures the integrity of content during the approval and publishing process in
the following ways:

Approval and publishing tasks require the right permissions.
All approval and publish activities are by destination.

You cannot edit an asset approved for a destination where publishing is in progress
until the asset is published.

If an approved asset is open for editing when a publishing session to its approved
destination begins, you cannot save the asset until the existing version is published.

Publishing is incremental; that is, only assets that are new or have been modified since
the last publishing session for a given destination are published to that destination.
The administrator can, however, force all approved assets to be published to a given
destination even if identical assets already exist on that destination.

All assets approved and ready for publication that were not previously published to a
given destination are published to that destination during a publishing session.

When an asset is removed from the publishing queue, if it is a child of one or more
assets approved for publishing to the same destination, the parent assets are
automatically removed from the destination’s publishing queue as well.
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Approval Tasks

This section describes how to approve assets for publishing. The examples used are based
on the Burlington Financial sample site.

This section describes the following tasks:
e Approving an Asset for Publishing

* Checking an Asset’s Approval Status
* Resolving Approval Conflicts

* Removing Assets from the Publishing Queue

Approving an Asset for Publishing

Before you can publish an asset, it has to be approved for publishing. Asset approval can
be either manual or automatic.

You can manually approve assets one at a time from the asset’s “Status” form. If the asset
has dependent assets that need approval, Content Server displays a list of dependent assets
which you can then approve in bulk. You cannot, however, perform bulk approval on a
group of assets of your own choice; this capability is reserved to the administrator.

Asset approval can also be automated. For example, the Normal Article Process workflow
included with the Burlington Financial sample site has a final step that automatically
approves assets in the workflow for publishing to the included Static and Dynamic target
destinations. (For more information, see the section “Sample Workflow,” on page 234.)

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

To manually approve an asset for publishing

Note

You can also approve assets from the “Status” form; see the section “Checking an
Asset’s Approval Status,” on page 209.

1. If Content Server’s interface is not already open, log in.
2. Find the asset you want to approve for publishing and open its “Inspect” form:
- If the asset is currently assigned to you to work on:
a) In the button bar, click My Work.

Content Server displays the “My Work” view, showing the “My
Assignments” list.

b) In the “My Assignments” list, navigate to the desired asset and click its name.
- If the asset is not currently assigned to you to work on:

a) In the button bar, click Search.

b) In the “Search” form, click the asset type of the asset you want to find.

c) Enter the desired search criteria (if any) and click Search.

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

SOFTWARE



Chapter 7. Publishing 207

Approval Tasks

For more information on searching, see the section “Finding Assets,” on
page 83.

d) Scroll to the desired asset and click the asset’s Inspect icon.
Content Server displays the asset’s “Inspect” form.

3. (Optional) To preview the asset before you approve it for publishing, click Preview in
the action bar in the asset’s “Inspect” form.

Content Server opens a new browser window displaying the asset in its rendered form.
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 to
save the asset.

If you are satisfied with the way the asset looks, close the preview window and
continue to the next step.

4. In the asset’s “Inspect” form, select Approve for Publish from the drop-down list in
the action bar.

Content Server displays the publishing approval form:

Product: Global Fund

H Preview D Inspect #Edit i Delete mare... + | [E] Add to My Active List
Name: Global Fund

Description:

Status: Edited

ID: 993403846085

Modified: Aug 9, 2001 11:04:13 AM by xceladmin

(® Destination 1 (static) (using Export to Disk)
O Destination 2 (dynamic) (using Mirror to Server)

Approve for Destination:

5. Select the destination for which you want to approve the asset.

“Destination 1 (static)” and “Destination 2 (dynamic)” are supplied generic target
destinations for the Export to Disk and Mirror to Server publishing methods,
respectively. Your own site may be configured with different publishing destinations.
Note that you can approve an asset for only one destination at a time; repeat this
procedure for each additional destination.

Note

Consult your administrator to find out where (which destinations) and how
(using which delivery type) your content is published on your system.
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6. Click Approve.
a. 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 for publishing to the selected destination.

- If'the asset has dependencies that are preventing publication, Content Server
displays a list of the dependent assets:

Approve for publish to Destination 1 (static) of Product: Global Fund

H Preview D Inspect #Edit fiif Delete |more... w | [E] Add to My Active List

@ This asset cannot be published until dependent assets have been approved.

You must approve the following assets for destination Destination 1 (static) before Global Fund can be published:

[ ]

O Fund Prospectus (D) - - - L}
| FundGraphFront ()

O FundDetails ®

O = FundBuyPage @ 11/24/08 10:26 AM  11/28/08 10:26 AM - ]

If an information icon is displayed next to the dependent asset’s check box, it
means that either the dependent asset’s start date is in the future or its end date is
in the past (this information displays in a tooltip as you hold your cursor over the
icon).

You can still approve the asset; however, note that if

- the approved asset is published before its start date or after its end date and

- the template for its parent page includes the asset:filterassetsbydate
tag,

the asset will not display on the web site. See your site administrator for further
information about the asset: filterassetsbydate tag. For more information
about start and end dates, see “Using Start and End Dates,” on page 189.

b. To approve the dependencies, select all assets for approval by clicking the check
box in the header row, then click Approve.

Content Server approves the dependent assets and calculates their dependencies.
If any of the dependent assets have their own dependencies, Content Server
displays a list of the dependent assets’ dependencies.

c. To approve the dependencies, select all assets for approval by clicking the check
box in the header row, then click Approve. Continue this process until all
dependencies for all assets are approved.

When all dependencies for the original asset are approved, Content Server
displays a message confirming the original asset is approved for publishing to the
selected destination.
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Checking an Asset’s Approval Status

SOFTWARE

To check an asset’s approval status

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with.

3. Find the asset whose approval status you want to check and open its “Status” form:

If the asset is currently assigned to you to work on:

a)

b)

In the button bar, click My Work.

Content Server displays the “My Work” view, showing the “My
Assignments” list.

In the “My Assignments” list, navigate to the desired asset and click its
workflow state, listed in the Workflow State column.

If the asset is not currently assigned to you to work on:

a)
b)
c)

d)

In the button bar, click Search.
In the “Search” form, click the asset type of the asset you want to find.
Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on
page 83.

Scroll to the desired asset and click the asset’s status name link in the Status
column of the search results list.

Content Server displays the asset’s “Status” form.

4. Inthe asset’s “Status” form, scroll down to the Publishing Destination section, which
looks similar to the following:

Destination 1 (static) :

# Preview this for Destination 1 (static)
Held This as=et cannot be published until dependent az=zetz have been
Approval State: a?,pr‘:""e‘j'
8 Show assets preventing this asset from being published.
Select a Template: FundDetails
File/Path: Specify Path/Filename, Start points
Start points: Mot an export starting point.
Approve Dependents: 5 dependent assets

® Ppreview this for Destination 2 (dynamic)

Destination 2
(dynamic) : Approval State: _v

Needs Approval. Not yvet approved for publish to Destination 2 (dynamic).
<) Approve this asset.

The form displays the approval status of the asset for each destination that has been
defined by the administrator for the current site. Depending on your configuration, you
might not see all of the options described in this section. The available options are:

The Preview this for destination link — when clicked, Content Server displays
the asset in its rendered form in the preview window.

Approval State — describes the asset’s present approval state. A link is provided
if some action is required; for example, Approve this asset. For more
information, see “Approval States,” on page 211.

Template — shows the rendering template currently assigned to the asset.
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- The Specify Path/Filename, Start Points link — when clicked, Content Server
displays the “Set Export Starting Point” form allowing you to set an export
starting point when statically publishing an asset. For detailed instructions, see
“Setting an Export Starting Point,” on page 219.

- Start Points — shows the export starting points currently set for this asset, if any.

- Approve Dependents, the xx dependent assets link — clicking this link displays
all assets that are dependent on the current asset, regardless of their approval state:

Dependents of Product: Global Fund (for Destination 1 (static))

M) Preview D iInspect #Edit ffif Delete |more... v Add to My Active List
5 dependent assets
H POF Fund Prospectus  Prospectus of Fund Edited Approved. Exact
Template FundGraphFront  front for fund graph Created  Approved. Exact
M Page FundBuyPage visitor data management and possibly Created Held Exists
commerce engine
H  Page FundBuyPage visitor data management and possibly Created Held Exists
commerce engine
Template FundDetails Fund details template Edited Approved. Exact

- If an asset’s approval status is Needs Approval, you can click the Needs
Approval link for that asset to approve the asset for publishing; when you do
so, Content Server calculates that asset’s dependencies and the asset’s
approval status changes to either Approved or Held.

- Ifan asset’s approval status is Held, you can click the Held link for that asset
to view a list of the asset’s dependent assets that require publishing approval.
To approve the dependent assets, select all assets for approval by clicking the
check box in the header row, then click Approve. Content Server approves
the dependent assets and calculates their dependencies. If any of the
dependent assets have their own dependencies, Content Server displays a list
of the dependent assets’ dependencies; again, select all assets for approval by
clicking the check box in the header row, then click Approve. Continue this
process until all dependencies for all assets are approved.

- If an information icon appears next to the dependent asset’s check box, it
indicates that either the dependent asset’s start date is in the future, or the end
date is in the past (this information displays in a tooltip as you hold your
cursor over the icon).

- Ifthe dependent asset is published before its start date or after its end date
and

- the template for its parent page includes the
asset:filterassetsbydate tag,

the dependent asset will not appear on the website. See your site administrator
for further information about the asset:filterassetsbydate tag. For
more information about start and end dates, see “Using Start and End Dates,”
on page 189.

These events parallel the actions that you take in step 6 of the procedure described
in the section “Approving an Asset for Publishing,” on page 206.
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The following table lists the approval states that can appear in the Approval State field in
an asset’s “Status” form for each publishing destination, what the states mean, and the

action to take, as appropriate:

Table 1: Asset approval states

Approved. Approved and ready to
be published to destination.

(Informational) This asset will be published at the
next publishing event to this destination, unless the
asset, or one of its dependent assets (in Exact
dependencies), is edited.

Approved and published. Asset
version is the same as that on
destination.

(Informational) An asset with an exact dependency
has been published to this destination.

Approved for inclusion as a link
in pages exported to destination.

(Informational) This asset is approved for static
publishing if it is linked to from the page that is being
exported.

Asset has been modified since
approved for publish to
destination.

(Action required) The asset must be reapproved.
Click the Approve this asset link to initiate the
approval process.

Approved, but approval for
publish to destination was based
on versions of the dependent
assets that no longer exist.

(Action required) The asset must be reapproved so
that its version matches that of its dependents. Click
the Approve this asset link to initiate the approval
process.

Held. This asset cannot be
published until dependent assets
have been approved.

(Action required) The asset will be held until the
dependents are approved. Click the Show assets
preventing this asset from being published link to
view and approve the dependents.

Needs approval. Not yet approved
for publish to destination.

(Action required) The asset must be approved. Click
the Approve this asset link to initiate the approval
process.

This asset cannot be published
until assets referring to this asset
have been approved.

(Action required) A referring asset has to be
approved before this asset can be published. Related
assets that are held are also listed and may require
approval. Click the Show assets preventing this
asset from being published link to view and
approve referring and related assets.
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Table 1: Asset approval states (continued)

Currently checked out. Will not
be published to destination.

(Action may be required) The asset is checked out
under revision tracking. Although approved, it
cannot be published until revision tracking
relinquishes control in one of the following ways:

* Checkin — the asset must be reapproved.

* Undo Checkout — the asset remains approved and
can be published.

* Rollback — the asset must be reapproved.
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Resolving Approval Conflicts
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Approval conflicts arise when an asset is approved but is held from publishing because
dependent or referring assets have not been approved.

To resolve an approval conflict for a single asset, follow the steps in “Resolving an Asset’s
Approval Conflicts,” on page 213

To resolve multiple approval conflicts globally for a specific destination, follow the steps
in “Resolving Approval Conflicts Globally for a Destination,” on page 215.

Resolving an Asset’s Approval Conflicts
To resolve an asset’s approval conflicts

1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. Find the asset whose approval conflicts you want to resolve and open its “Status” form:
- If the asset is currently assigned to you to work on:
a) In the button bar, click My Work.

Content Server displays the “My Work” view, showing the “My
Assignments” list.

b) In the “My Assignments” list, navigate to the desired asset and click its
workflow state, listed in the Workflow State column.

- If the asset is not currently assigned to you to work on:
a) In the button bar, click Search.
b) In the “Search” form, click the asset type of the asset you want to find.
c) Enter the desired search criteria (if any) and click Search.
For more information on searching, see the section “Finding Assets,” on page 83.
d) Scroll to the desired asset and click the asset’s name.
e) In the asset’s “Inspect” screen, click the link in the “Status” field.
4. In the asset’s “Status” form, scroll down to the publishing destination section, which

looks similar to the following:

H Preview this for Destination 1 (static)
Held This az=zet cannot be published until dependent aszets have been
Approval State: apf'm”Ed'
E% Show assets preventing this asszet from being published.
Select a Template: FundDetails
File/Path: Specify Path/Filename, Start points
Start points: Mot an export starting point.
Approve Dependents: 5 dependent assets

Destination 1 (static) :

® preview this for Destination 2 (dynamic)

Destination 2 Needs Approval. Not yet approved for publish to Destination 2 (dynamic).
-

(dynamic) : Approval State: )
2= Approve this asset.

The form displays the approval status of the asset for each destination that is defined
by the administrator for the current site.

a. Click the link Show assets preventing this asset from being published for the
destination for which you want to resolve this asset’s approval conflicts.
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Content Server displays a list of the asset’s dependencies requiring approval for
the selected destination:

Assets preventing Global Fund from being published to destination: Destination 1 (static)

H Preview D Inspect #Edit fiif Delete |more... w | [E] Add to My Active List

@ This asset cannot be published until dependent assets have been approved.

You must approve the following assets for destination Destination 1 (static) before Global Fund can be published:

L]

O Fund Prospectus @ - - - L]
O FundGraphFront @

O FundCetails @

O = FundBuyPage @ L]

If an information icon appears next to the dependent asset’s check box, it indicates
that today’s date is out of the start/end date range (this information displays in a
tooltip as you hold your cursor over the icon).

- Ifthe dependent asset is published before its start date or after its end date and

- the template for its parent page includes the asset:filterassetsbydate
tag,

the dependent asset will not display on the website. See your site administrator for
further information about the asset:filterassetsbydate tag. For more
information about start and end dates, see “Using Start and End Dates,” on

page 189.

b. Select all dependent assets for approval by clicking the check box in the header
row, then click Approve.

Content Server approves the dependent assets and calculates their dependencies.
If any of the dependent assets have their own dependencies, Content Server
displays a list of the dependent assets’ dependencies; in such a case, select all
dependent assets for approval by clicking the check box in the header row, then
click Approve. Repeat this process until all dependencies for all assets are
approved.

When all dependencies for the original asset are approved, Content Server
displays a message confirming the original asset is approved for publishing to the
selected destination:

@ Approved and ready to publish to Destination 2 (dynamic).
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Resolving Approval Conflicts Globally for a Destination

You can resolve approval conflicts for all assets that are held from publishing to a specific
publishing destination.

To resolve approval conflicts globally for a destination

1.
2.
3.

SOFTWARE

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.

In the button bar, click Publishing.

Content Server displays the Publish Console.

Note

If you do not see the Publishing button, stop here. You do not have the
necessary permissions to access the Publish Console. Consult your administrator
if you have questions about your permissions.

In the “Publish Destination” drop-down list, choose a destination and click Select
Destination.

Content Server displays the status form for that destination:

Publish destination: FSII Destination (RealTime)

Destination: & FSII Destination (RealTime) using RealTime
Destination address: http://localhost:8180/cs/

REMOTEUSER=fwadmin
VERBOSE=false
Arguments: PUBLISHOPTION=Complete
EMAILALERT=false
REMOTEPASS=*%**%x%x

4 aszets are held for publish.

Could not find any assets which need to be published.

((Configure Destination... ]  ((Edit Publish Schedule... )

Click the link, xx assets are being held for publish.

Content Server displays a list of held assets for the selected destination:

4 assets are being held from publishing

Held = Home @ L]
Held = News @ L]
Held = World News @ L]
Held = WorldNewsTop @ L]

Go to Publish Console

In the list, locate the asset whose dependency conflicts you want to resolve and click
the asset’s Held link.
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Content Server displays a list of the asset’s dependencies preventing the asset from
being published:

® This asset cannot be published until dependent assets have been approved.

You must approve the following assets for destination FSII Destination (RealTime) before News can be published:

L]

O Nigeria-A73-2001Mard ® - - - i}

If an information icon displays next to the dependent asset’s type, it indicates that
today’s date is out of the start/end date range (this information displays in a tooltip as
you hold your cursor over the icon).

- If the dependent asset is published before its start date or after its end date and
- the template for its parent page includes the asset:filterassetsbydate tag,

the dependent asset will not appear on the website. See your site administrator for
further information about the asset:filterassetsbydate tag. For more
information about start and end dates, see “Using Start and End Dates,” on page 189.

Select all dependent assets for approval by clicking the check box in the header row,
then click Approve.

Content Server approves the dependent assets and calculates their dependencies. If
any of the dependent assets have their own dependencies, Content Server displays a
list of the dependent assets’ dependencies; in such a case, select all dependent assets
for approval by clicking the check box in the header row, then click Approve. Repeat
this process until all dependencies for all assets are approved.

When all dependencies for the original asset are approved, Content Server displays a
message confirming the original asset is approved for publishing to the selected
destination:

® Approved and ready to publish to Destination 2 (dynamic).

Repeat this procedure for each remaining held asset for the selected destination until
you have resolved all approval conflicts. The batch of approved assets can then be
published to that target destination.
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Removing Assets from the Publishing Queue
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If you decide not to publish an approved asset, you can unapprove the asset. When you
unapprove, Content Server removes the asset from the publishing queue (for the given
destination) and changes its status to “Needs Approval.” If the unapproved asset is a child
(referenced asset), Content Server removes the parent (referring) assets from the
publishing queue for the destination and changes their approval states to “Held.”

To remove an asset from the publishing queue

1.
2.
3.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.

In the button bar, click Publishing.

Content Server displays the Publish Console.

Note

If you do not see the Publishing button, stop here. You do not have the
necessary permissions to access the Publish Console. Consult your administrator
if you have questions about your permissions.

In the “Publish Destination” drop-down list, choose a destination and click Select
Destination.

Content Server displays the status form for that destination:

Publish destination: FSII Destination (RealTime)

Destination: & FSII Destination (RealTime) using RealTime
Destination address: http://localhost:8180/cs/

REMOTEUSER=fwadmin
VERBOSE=false
Arguments: PUBLISHOPTION=Complete
EMAILALERT=false
REMOTEPASS=*%**%x%x

1639 assets are ready for publish.

((Configure Destination... ]  ((Edit Publish Schedule... )

Click the link, xx assets are ready for publish.
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Content Server displays a list of approved assets.

[ Approved Assets H On-Demand Queue ]
188 assets available for On-Demand Publishing
Show 10 20 30 50 iterns per page
4 Add to On-Demand Queue @ Unapprove
Type Name Locale Start Date End Date Days Expired
O P 7 FSIITopStaries @ en_us
O P 7 FSITHotProducts @ en_us
O P 7 AMD-ASE0-2001Mary @
O p 7 w Texthrea @
O el B2 ewebEditro ®
L Jelr g w DratePicker @
O P 7 w ImagePicker @
| Jo B2 Fokeditor @
D 9 V4 w PFMngStrOropDown @
O P L FSIlAbstract @
Page 1 of 19 MNext & Last b
4 Back % publish On-Demand Queue

6. (Optional) Search through the approved assets.
a. Enter a search term in the Search text box.
- Search runs across asset names and descriptions.
- You cannot use wildcard and boolean operators.
b. Click Search.
The Search Results tab opens, displaying the results of your search.

Click the X to

close out this tab ¢ |story | (Search)
and return to the

Approved [ Approved Aszets H Search Results [ H On-Demand Queue

Assets tab.

Show 10 20 30 50 items per page

4 Add to On-Demand Queue @ Unapprove

"] Type Name Locale Start Date End Date Days Expired
[ Jeirs = Mews Group @
¥l felry BurlingtenFinancial/Util/... ®
[ Jeirs Standard_Story @
|:| 9 4 storyl ®
O L7 StoryGroups @
F P 7 L) spacejunk ®
[l b i BurlingtenFinancial /Util/... ®
O P # story3 @
O L7 BurlingtenFinancial /Util/... ®
L P 7 L robots @
Page 1 of 3 Next » Last b
2 Back % publish On-Demand Queue
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7. On either the Approved Assets tab or the Search Results tab, click the check box
next to the asset(s) you want to unapprove. Click Unapprove.

Content Server removes the asset from the publishing queue and changes its approval
state to “Needs Approval.” If the asset is a child (referenced asset) of one or more
assets in the publishing queue, Content Server removes the parent (referring) assets
from the queue and changes their approval states to “Held.”

8. (Optional) To view the hold queue:

a. Click Back to return to the Publish Destination screen. Note that there are now
two text links. One lists the assets held for publish, the other the assets approved
for publish. Click the Assets Held for Publish link.

Publish destination: FSII Destination (RealTime)

Destination: & FSII Destination (RealTime) using RealTime
Destination address: http://localhost:8180/cs/

REMOTEUSER=fwadmin
VERBOSE=false
Arguments: PUBLISHOPTION=Complete
EMAILALERT=false
REMOTEPASS=*%**%x%x

4 aszets are held for publish.

1625 asszets are ready for publish.

((Configure Destination... ]  ((Edit Publish Schedule... )

b. For instructions on removing assets from the held queue, go to step 5 of
“Resolving Approval Conflicts Globally for a Destination,” on page 215.

Setting an Export Starting Point

When you publish content using the Export to Disk delivery type, you must define a
starting point for the publishing process so the system knows where to start publishing
from. You specify a top-level asset and the system publishes that asset and all the assets it
links to.

When you set an asset as a starting point, you also have to specify the template to use for
the asset. You can specify multiple templates for different publishing contexts. For
example, you might want to place the same piece of content in the body of one page, but in
a sidebar on another page. (Your administrator and/or design team will be able to provide
information on which templates are available to you and when/how to use them.)

To set an asset as an export starting point
1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. Find the asset you want to set as an export starting point and open its “Status” form:
- If the asset is currently assigned to you to work on:
a) In the button bar, click My Work.

Content Server displays the “My Work” view, showing the “My
Assignments” list.

b) In the “My Assignments” list, navigate to the desired asset and click its
workflow state, listed in the Workflow State column.
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- If the asset is not currently assigned to you to work on:
a) In the button bar, click Search.
b) In the “Search” form, click the asset type of the asset you want to find.
c) Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on
page 83.

d) Scroll to the desired asset and click the asset’s status name link in the Status
column of the search results list.

Content Server displays the asset’s “Status” form.

4. In the Publishing Destination section of the asset’s “Status” form, locate the desired
static destination and click its Specify Path/Filename, Start Points link.

Content Server displays the export starting point form:

For Destination: Destination 1 (static)
Path: |F'hi|050phyAr1icIes

Filename: |GameMicr0w0rIdaAr1icle

Is this asset an export starting point? @ ves O no

Template Force specified path Force specified filename
[ Compact Il Il
W Full O I
[ FullText [l |
Using templates: [ LeadColumnistSummary Il m|
[ LeadSurnmary Il Il
[0 sidebarRow [l |
[ surmmary Il Il

5. Complete the form as follows:

a. Path (optional) If you want to override the path specified on the asset form (if
any), enter it here.
The path is appended to the <cs_install dirs/export directory.
For example, if you enter PhilosophyArticles, the path becomes:
<cs_install dirs>/export/PhilosophyArticles

b. Filename (optional) If want to override the file name specified on the asset form
(if any), enter it here.
By default, Content Server names the file as follows:
site-assettype-template assetid.html

However, if you enter your own value in the Filename field, that value replaces
the asset ID in the Content Server-default file name.

For example, if you enter GameMicroworldsArticle, the file name becomes:
site-assettype-template GameMicroworldsArticle.html
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Note that Content Server’s default naming convention preserves file name
uniqueness. If you override the default naming convention, you must manually
ensure that the custom file name is unique.

Note

* The path and file name you specify in this form are specific to the
selected destination. You can specify them independently of declaring
the asset a starting point. Be sure to follow the naming conventions
implemented by the administrator.

* [fno values are entered and the asset itself has a path and file name
specified, those values are used. Otherwise, Content Server uses its
default naming convention to set the path and the file name.

Consult your administrator if you are unsure about the path and filename
conventions in effect on your system.

c. Select the checkbox(es) for the template(s) to use for the starting point. (Selecting
a template automatically makes the asset an export starting point and selects the
Yes radio button in the “Is this asset an export starting point?” field.) You can
select multiple templates to define multiple starting points; for example, you
might want a text-only starting point and a graphics-rich starting point, in which
case, you might select the respective templates.

d. Indicate whether to force the specified path.
Looking at the example, if you force the path, but not the file name, the path and
file name become the following:

PhilosophyArticles/
site-assettype-template GameMicroworldsArticle.html

e. Indicate whether to force the specified file name. Forcing the file name drops the
site-assettype-template portion, so that the name becomes simply the file
name.

Looking at the example, the path and file name then become the following:
PhilosophyArticles/GameMicroworldsArticle.html

If you are defining multiple starting points, you can force the file name for only
one of them.

6. Click Save.

Content Server updates the asset’s “Status” form is with the specified information.
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Publishing Tasks

This section describes the following tasks related to publishing previously approved assets:

Publishing Approved Assets
Viewing Current Publishing Activity
Review the details for the selected publishing session.

Viewing Publishing History

Note

The publishing tasks described in this section are executed from the Publish
Console. Consult your administrator to find out if you have the appropriate
permissions to access the Publish Console.

This section provides a brief overview of publishing tasks. Detailed
documentation on publishing can be found in the Administrator’s Guide.

Publishing Approved Assets

SOFTWARE

As you approve assets, Content Server analyzes the dependencies of your assets and
creates a list of any other assets that need to be approved, as well. When assets are
published, they are either published to a local file directory or to a delivery server,
depending on the publishing method configured by your administrator.

Publishing can be started immediately from the “Publish Console,” or it can be scheduled
by the administrator to start at a specific time. In both cases, publishing occurs as a
background process, so you can continue to work in Content Server’s interface. The assets
being published are locked for editing but are still viewable.

Who can publish is a matter of site policies and procedures.

To publish approved assets

Note

Before attempting to publish content, ensure that all approval conflicts for the
destination you want to publish to are resolved. See “Resolving Approval
Conflicts,” on page 213 for more information.

Consult your administrator to find out if you have the permissions to publish
assets.

If Content Server’s interface is not already open, log in.
Select the site you want to work with.

In the button bar, click Publishing.

Content Server displays the Publish Console.

In the Publish Console, choose a destination from the “Publish destination”
drop-down list and click Select Destination.

Content Server displays the appropriate “Publish” form, according to the chosen
delivery type.
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Keep the following in mind:

The Export to Disk delivery type is reference-based; that is, the HTML files being
published contain references to the approved assets.

Remember that the Export to Disk delivery type requires an export starting point
(see “Setting an Export Starting Point,” on page 219).

For destinations configured for Mirror to Server and RealTime publishing, a green
or red circle appears next to the destination name, indicating whether
communication with the publishing destination has been established. Green
means “established”; red means “not established.” The same information is
available in a mouseover window (hold your cursor over the circle).

If there are no assets ready to be published to the selected destination, the Publish
button does not appear on the form.

If the form shows a link named xx assets are held for publish, there are assets
with unresolved dependency conflicts that you must resolve before you can
publish those assets. See the section “Resolving Approval Conflicts,” on page 213
for information on resolving dependency conflicts from the Publish Console.

5. To view the list of approved assets, click the xx assets are ready to publish link:

Approved Assets H On-Demand Queue

206 assets available for On-D d Publishi

Show 10 20 30 50 items per page

4 Add to On-Demand Queue @ unapprove

[]

| P 7 FSIITopStories @ en_us

| p 7 FSIIItemOfTheWeek @ en_us

| P 7 FSIIAdvertisement @ en_us

O P 7 FSIIHotItemns @ en_Us Jan1,2008 Sep 30, 2008

O P 7 FSIlLatestNews @ en_Us Jan1,2008 Sep 30, 2008

| p 7 FSIIHotProducts @ en_us

O L7 B Hot Items October (@ en_Us Oct1,2008 Oct 31, 2008

O P77 B Hot Items December (@ en_Us Deci1,2008 Dec31,2008

O P72 B FSIlLatestNewsNov @ en_Us Nov1, 2008 Nov 30, 2008

O P77 B FSIILatestNewsFromlan @ en_Us Jan1, 2009

Page 1 of 21 Next » Last

% Back

Clicking Back returns you to the publishing status form for the selected destination.

6. To publish the approved assets to the selected destination, click Publish.

Content Server displays a confirmation dialog box.
7. Click OK to continue.

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

SOFTWARE

223



Chapter 7. Publishing

Publishing Tasks

Content Server displays the publish console Active tab. The name of the destination
appears in the Active Tab and the circling green arrows rotate while the session runs.

Note

Using RealTime publishing, you can selectively publish approved assets (On
Demand publishing). With all other methods, you can only publish all approved
assets at once or none at all.

Viewing Current Publishing Activity

You can use the Publish Console to monitor the status of the publishing sessions to which
you have permissions currently in progress. The information appears in the Active tab of
the Publish Console.

To examine current publishing activity

1.
2.
3.

SOFTWARE

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.

In the button bar, click Publishing.

Content Server displays the Publish Console.

Active publishing sessions display in the Active tab:

< Active (1) Scheduled (1) History (8)

FSII Destination (RealTime) Sep 16, 2008 10:20:57 AM EDT Running fwadmin Eﬂ View Log J

Keep the following in mind:
- Circling green arrows appear in the Active tab while a session is running or paused.

- This list displays currently running publishing sessions (by destination) that were
initiated either manually from the Publish Console or automatically as a scheduled
event. The sessions are listed in the order they were initiated, with the most recent
one first.

- Session status can be either Running or Paused (a partially completed session
that will continue only after user input; this status applies to RealTime publishing
only). To continue a paused session, click the Resume (arrow) button that appears
at the right side of the row.

- In RealTime publishing, you can click the Cancel button (square) to cancel the
publishing process.

- Click the View Log icon to view logs of the publishing session.
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5. Click the destination name link.
For RealTime publishing sessions, the Publishing Status screen opens:
Restart button. Redo button. Cancel button.
Available only Available only Click to end an
when a delayed if the first three active publishing
publishing stages complete session.
session pauses. successfully.
Publishing Status
Session ID: 1225088409306
Status: Running
Destination: FSII Destination (RealTime) using RealTime (Complete publish)
Start Time: 2008-10-28 19:52:26
Y I 4
Gathering data to publish Success ) 100% Status bars
Serializing data Success N  100% d|Sp|ay the
Sending data to target Success el 100% progress of
' each stage
Deserializing and saving Running 60% of RealTime
publishing.
[wrote cl60% Completedbg3ggan2160]

Configure Destination View Log
Download Log Publish History<—‘

Click to download Click to Click to view Click to view

the text formatted configure the publishing completed

log file. the current session log file. publishing
destination. sessions.

For all other publishing methods, the “Publish Session” screen opens:

Publish session: 1214979795762

Destination: Destination 1 (static) using Export to Disk
Arguments: URLPREFIX=www.burlingtonfinancial&DIR=c:/burlingtenfinancial/&VERBOSE=false&SIMPLENAME=false&SIMPLEDIR =falsed

Published . ..

by:

Publish Jul 7, 2008 12:42:58 FM
Date:

Go to Publish Console

Review the details for the selected publishing session.
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Viewing Scheduled Publishing Tasks

Viewi
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If your administrator has set them up, publishing schedules for all destinations to which
you have publishing permissions can be viewed in the Scheduled tab of the Publish
Console.

To view scheduled publishing activity
1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. In the button bar, click Publishing.
Content Server displays the Publish Console.
4. In the Publish Console, click the Scheduled tab:

Active (0) Scheduled (3) History (10)

Destination 2 (dynamic) agd bt [y o T e fwadmin
Destination 1 (static) *:5.10:0 ¥/ *f* fwadmin
My Static Publishing Destination *:0,5,10,15,20,25,30,35,40,45,50,55: 0 */*/* fwadmin

Mouse over the “Publish Schedule” code line to read the schedule.

*:0,5,10,15,20,25,3T,35,40,45,50,55:D *fEj*
Hours:  All -

Minutes: Every 5 Minutes of each selected hour
Dates:  All

Days: All

Months: Monthly

Keep the following in mind:
- The administrator schedules publishing sessions by destination.

- Schedule information is available for all destinations across all sites.

ng Publishing History

You can view the results of completed publishing sessions to which you have permissions
in the History tab of the Publish Console.

To view the publishing history

1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. In the button bar, click Publishing.

Content Server displays the Publish Console.
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4. In the Publish Console, click the History tab:

i

| Active (0) H Scheduled (3) H History (2) |
Clear History
Show 10 20 30 50 items per page
O Destination 1 (static) Jul 7, 2008 11:47:46 AM Success fwadmin Ej View Log
F FSII Destination (dynamic) Jul 7, 2008 11:32:47 AM (DFailed fwadmin §_'=:_] \iew Log
Showing Publish Sessions 1 through 2 of 2 Page1of 1

Keep the following in mind:

This list displays up to 10, 20, 30, or 50 completed publishing sessions per page,
depending upon the user selection. The most recent session appears first.
Status can be either Success, Cancelled (user cancelled the session; this status

applies only to RealTime publishing), or Failed (an error occurred while the
session was running that prevented all assets from publishing).

To view a summary of a completed session, mouse over the “Destination” name
link.

Access the session logs by clicking the View Log icon.

If available, click Redo to begin a RealTime publishing session that failed after
the assets were deserialized and saved to the destination.

To delete a session record, select the session(s) to delete, then click Delete.
Clear History deletes all sessions.
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Most web sites are produced by a team of people in which different individuals assemble
content, edit and review it, decide what goes where and when to update the pages. Work
flows from one person to the next in a predictable way, and that process is called
workflow.

This chapter presents a brief overview of workflow concepts followed by procedures on
how to perform specific tasks related to workflow. It includes the following sections:

*  Overview

* Sample Workflow

* Using Your Assignment List

* Viewing the Status of an Asset

e Using Workflow Functions

e Working with Workflow Groups
*  Working with Workflow Reports
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Overview

The following sections describe basic workflow concepts and terminology.

Workflow and Assets

Assets can (but do not have to) be assigned to a workflow. A workflow routes an asset
through a series of editorial tasks (states) by assigning the tasks to the appropriate users at
the appropriate times. Either specific assets or all assets of a certain type can be assigned
to a workflow. Assets can also be grouped to flow through the same workflow in unison.

Depending on how your site is configured, assets might be assigned to a workflow either
automatically (for example, when you create a new asset) or manually. The workflow
system lets Content Server direct and track the assignment of assets to users and specifies
what users can do with those assets through permissions.

The flow of the editorial tasks performed on the asset, as well as who is authorized to
perform those tasks at each point in the workflow is defined by a workflow process. The
workflow administrator can define as many workflow processes per asset type as needed.

Note

During workflow, the asset is not electronically transferred from one person (or
group) to the next. What is transferred is permissions to the asset. The asset itself
remains in its original location in the database throughout the workflow process and
throughout its lifetime in Content Server.

States and Steps

SOFTWARE

A workflow process defines a series of states. A state is a point in the workflow process
that represents the status of the asset at that point, for example, “Ready for Review” or
“Ready for Approval.”

States are linked together in a specific order by steps. A step is the movement of the asset
between states. Because creating workflow steps links workflow states in a specific order,
creating steps in a workflow process is what organizes the process. In each step, the asset
goes from a start (“from”) state to an end (“to”) state. When creating the workflow
process, the administrator defines the states and links them via the appropriate steps.

Steps and states have names; for example, in the Burlington Financial sample site, “Send
for Review” is a step originating from the “Workflow Initiated” state and resulting in the
“Ready for Review” state. An asset can move from one state to another via more than one
step. For example, an “Article” asset in the “Ready for Review” state can be rejected
because of factual errors (via the “Reject for Error” step) or for stylistic problems (via the
“Reject for Style” step).

Assets are assigned to users by role. As an asset progresses through the workflow, each
step assigns it to users holding role(s) authorized to work on the asset in the next state. For
each step, there is at least one role authorized to complete work on an asset and allow it to
continue moving through the workflow. In certain cases, a user holding the appropriate
role can choose between steps; for example, a user holding the Approver role can either
approve or reject an asset assigned to him/her for approval.

When you log in to Content Server’s interface, you see all the assets that are assigned to
you. When your work on the asset is complete, you use the Finish My Assignment
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function to invoke the next step in the workflow; the workflow process then moves the
asset to the next state and assigns the asset to the appropriate users. Note that a step can be
conditional; that is, certain users or all users can be prevented from taking a step until
some condition is met.

Users, Roles, and Participants

A user in Content Server is a person who is assigned a Content Server user name which
he/she uses to identify him/herself and to log in to the system. What a user can or cannot
do is determined by the role (or roles) assigned to that user by the administrator.

A role describes and determines the function(s) of a user in a CM site by granting him/her
permissions to perform specific functions; in the context of workflow, these permissions
are called function privileges.

The workflow process grants roles (not individual users) the appropriate function
privileges. The function privileges are enforced only when an asset has been assigned to a
workflow. Function privileges depend not only on the user’s role, but also on the state of
the asset and whether or not the asset has been assigned to the user.

Note

Because function privileges are granted to a user through his/her role(s), they
function independently of the access permissions assigned by the administrator at
the user level.

For example, a user might not normally have the permission to edit “Article” 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 “Article” assets, and the asset he/she wants
to edit is in the appropriate workflow state.

Each role required by a particular workflow state in a workflow process is a participating
role. Participating roles are chosen for each state in a workflow process by the
administrator. Each user whose assigned role(s) match those required by that workflow
state is therefore a participant for that state in the workflow process and is authorized to
take the workflow step leading from that state to the next state.

Unless the administrator decides otherwise, assets placed in workflow are assigned to all
available participants for a given role. You can, however, limit which users can work with
a particular asset by choosing the desired assignees from among the participants available
in each participating role.

An assignee is a workflow participant chosen to work on a specific assignment. The
ability to choose assignees is granted to specific roles, as defined in the workflow process.
Assignees are set when an asset is assigned to a workflow, but can also be changed when
an asset is already in a workflow process. When choosing assignees, you select at least one
user for each role.

When assignees are set for a given asset in the workflow, only the chosen assignees will
see the asset in their assignment lists, and only they will have to complete the assignment
before the workflow process changes the state of the asset.
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An assignment is an asset that a chosen participant (an assignee) is (or is supposed to be)
working on. An asset appears on the participant’s assignment list as soon as the asset
enters a state for which the participant has a role to fulfill.

A typical workflow design generates an e-mail notification when you are given a
workflow assignment. You see your assignments in the “My Work” view when you log in
to Content Server’s interface. When you are logged in, you can see an updated list of your
assignments at any time by clicking the My Work button in the button bar.

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. The estimated time to completion is
noted in the Due column of the assignment list.

As the assignment deadline nears, associated assignment actions in the form of e-mail
notifications can be triggered as timed events relative to the estimated time to completion.
For example:

* Youreceive a reminder the day before your assignment is due.
* You and the workflow initiator receive a warning the day the assignment is due.

* The initiator receives notification the day after the due date that the assignment has
not been completed.

Voting Your Assignments

If you participate in workflow, you have a vote. Voting means taking a workflow step that
moves the asset from its current state to the next, after you have completed the task
required by the current workflow state (such as editing an article) and committed the
changes to the CS database (saved the asset), if applicable. You cast your vote by using the
Finish My Assignment function (available in the “Workflow commands” drop-down list
in the asset’s “Status” form). If more than one participant with a given role has the
assignment, either one, or all of them must vote before the asset moves to the next state,
depending on how the workflow was set up by the administrator.

Depending on your role in the workflow process, the Finish My 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
My Assignment function to invoke either a step that approves the asset for publishing, or
a step that rejects it due to factual error, depending on your choice. When you vote, the
asset moves to the next workflow state unless the step you chose is in disagreement with
the step chosen by other assignees with the same role as you.

If, for some reason, you are unable to complete your assignment, you can abstain from
voting, as long as yours is not the last (or only) vote for that particular role and/or step.
When you abstain, you still have the assignment, but the asset can continue through
workflow. If you change your mind, you can reverse your abstention by voting again
(using the Finish My Assignment function), as long as the asset has not already moved to
the next state.
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Delegating Your Assignments

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

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

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

* The recipient of the new assignment is notified.

* The workflow administrator is notified of the assignment delegation.

Deadlocks

An asset moves from one state to the next when assignees cast their votes (that is, take a
step) using the Finish My Assignment function. When defining the workflow process, the
administrator decides whether each step is all-voting, that is, all assignees must vote (take
the step) for the asset to move to the next state. By default, steps are not all-voting, which
means that the first assignee to vote in a given workflow state determines the flow of the
asset, and the assignments for the remaining assignees for that workflow state are
cancelled. If the administrator set the step to be all-voting, the asset is held in its current
workflow state until all assignees have voted, at which time the asset moves to the next
state.

If there is a choice of steps and each step is all-voting, the potential for a deadlock exists.
A deadlock occurs when all of the assignees must vote, and the voting is not unanimous on
which step to take. A workflow process typically includes a deadlock action to generate
e-mail notifications to all assignees, showing the vote tally and advising all assignees to
vote again in favor of the majority. Deadlocks cause additional work for all the users
involved, and should be avoided whenever possible. They should also be resolved as
quickly as possible so that the flow of work is not hindered.

Group Deadlocks

For workflow groups, the administrator can choose when to force assets to move together
on a step-by-step basis, by flagging a workflow step as group synchronized. When a step
is group synchronized, it causes all assets in the group to move to the next state in unison;
that is, the assets in the group are held in the current workflow state until all assets have
been voted on.

An individual asset can be deadlocked in a workflow group just as it can in normal
workflow: different all-voting steps (especially if they are group synchronized) can lead to
different states and a non-unanimous vote among the assignees can bring the workflow
group to a halt. Just like single-asset deadlocks, group deadlocks cause additional work for
all the participants involved, and should be avoided whenever possible.
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Sample Workflow

The Burlington Financial sample site includes a sample workflow process, Normal
Article Process, which guides an “Article” asset from creation to approval for publishing.
The sample workflow is simple, transitioning through three states via six possible steps,
but it serves to illustrate how a workflow process works.

This sample workflow process has four roles participating: Author, Editor, Checker and
Approver. Each role has only a single participant and the participant’s user name reflects
their role; for example, user_author holds the author role. (Your organization will most
likely have more complex processes, with several users participating in each role.) A
participant from any of the four roles can create a new “Article” asset and assign it to the
Normal Article Process workflow. By assigning the asset, workflow is initiated. The
article then moves from author to editor to checker and approver. The checker and
approver can either approve or reject the article. If either one rejects the article, it goes
back to the editor. Both the checker and the approver must vote in agreement to approve
the article for publishing. The next section describes a sample workflow process included
in the Burlington Financial sample site.

Sample Workflow States and Steps

The flow of the Normal Article Process workflow is shown in the following diagram:

Assign Checker
to Author assigns to Editor
BF: Reject for Style
Start Ste
P Author Editor assigns A
i pprover,
assigns to to Approver, .
: Checker invoke
A Editor Checker BF: approve function
BF: BF: Ready Re-a dy for
Workflow 1 BF for Review | | BF: Send Approval | | BF: Approve Asset no
Initlated Sendfor =y for Approval | | for Publishing | longer in
Edit Review Editor pp u 9 workflow
Author PR
Checker
I
Approver

SOFTWARE

asi‘signs to Editor

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

none

StartStep

A user with any of the four roles—
author, editor, checker, or approver—
assigns an “Article” asset to the
Normal Article Process workflow.

Workflow Initiated

Workflow Initiated

Send for
Review

A user with the author role receives e-
mail notification of the assignment.
The author writes and revises the
article to complete the assignment.

Ready for Review

Ready for Review

Send for
Approval

A user with the editor role receives an
e-mail notification of the assignment.

The editor makes some revisions to the
article to complete the assignment.

Ready for Approval

Ready for Approval

Reject for
Error

A user with the approver role receives
an e-mail notification of the
assignment.

The approver completes the assignment
by rejecting the article because of
factual errors. The rejection triggers a
notice to the editor, who must make
some corrections and resubmit the
article for approval.

Ready for Review

Reject for
Style

A user with the checker role receives
an e-mail notification of the
assignment.

The checker completes the assignment
by rejecting the article over stylistic
objections. The rejection triggers a
notice to the editor, who must make
some corrections and resubmit the
article for approval.

Ready for Review

Approve
for
Publishing

Both the approver and the checker
complete their respective assignments
by approving the article.

The “Article” asset is flagged in the CS
database as “ready to publish” for
selected destinations. It is then
removed from workflow.

none
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Sample Workflow Scenario
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This section describes the typical flow of an “Article” asset through the Normal Article
Process sample workflow.

1. A user creates the “Article” asset and assigns it to the workflow

The process starts when one of the eligible users creates the “Article” asset and assigns it
to the workflow.

2. The author writes the article and sends it for review

Ada the author receives e-mail notification of the assignment. The “Article” asset is in the
“Workflow Initiated” state (the first state in the workflow). Ada writes the article, saves
the “Article” asset, and uses the Finish My Assignment function to send it on for review.

The workflow process changes the state of the article to “Ready for Review,” assigns it to
Edie the editor, and sends Edie an e-mail notice about the new assignment.

3. The editor edits the article and sends it for approval

Edie the editor logs in, sees her assignment list, and opens the “Article” asset for editing.
She reads the article and fixes some punctuation. When done, Edie saves her changes and
uses the Finish My Assignment function to send it on for approval.

The workflow process changes the state of the article to “Ready for Approval,” assigns it
to Alan the approver and to Charlie the checker, and sends them e-mail notices about their
new assignment.

4. The checker and approver approve the article
- The approver approves the article

Alan the approver is already logged in, so when he receives his e-mail, he uses the
My Work function to display his assignment list. Alan opens the newly assigned
“Article” asset and examines it. It looks fine, so he uses the Finish My
Assignment function. Because Alan can either approve or reject the article, the
workflow process presents both options to him. However, since the approval step
is all-voting, when Alan approves the “Article” asset, its state does not change
until Charlie the checker also approves it.

- The checker approves the article

Charlie the checker examines and approves the article.

If either Charlie or Alan had rejected the article, it would have returned to Edie the
editor. Because Charlie and Alan have approved it, the article is automatically
approved for publishing and removed from workflow.

Note

In the Normal Article Process workflow, a rejection by either the approver or the
checker cancels the assignment of the other person and returns the article to the
editor. Your administrator might set up a workflow in which a disagreement like this
causes a deadlock (see “Deadlocks,” on page 233) that has to be resolved before the
asset is returned to the previous state or moved to the next one.
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Using Your Assignment List

SOFTWARE

When you first log in to a site, Content Server displays the “My Work” view in the
workspace. Your assignments are listed in the “My Assignments” section of the “My
Work” view.

As you work in the interface, new assignments might be given to you, and you may
complete some of your current assignments, causing your assignment list to become
outdated. To update your list while you are currently logged in, click the My Work button
on the button bar to display a refreshed “My Work™ view that appeared when you first
logged in. The “My Work™ view shows the “My Assignments” list, for example:

My Assignments

Azzets not in Workflow Group

Article  100-4637-2001MarS 100 Blank Passports Still Missing in D.C.  BF:Workflow Initiated 2d Oh O0m

Show my completed assignments still pending

Notice that each assignment has a Due column. Each value in the Due column appears
with color and symbols to indicate the status of the assignment:

Black Due within the time shown
Orange Due in less than 24 hours
Bold Orange Due in less than 1 hour
Bold Red with plus sign (+) | Overdue by the time shown

The due and past due events can trigger e-mail to the other participants in the workflow, if
timed events are set accordingly for the workflow process. If there is no assignment
deadline shown for the asset, it means that none was set.

Any assets that appear under My Completed Assignments Still Pending are assets that
you voted on and that are now queued, waiting for all participants in the role to vote.
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Viewing the Status of an Asset

Many of the procedures that appear in this section instruct you to view an asset’s status,
that is, to open the asset in the “Status” form. The “Status” form shows asset status
information consisting of the asset’s current workflow state, its assignees, and a history of
assignments for the asset (showing the action taken for each assignment) in the current
workflow. The “Status” form also shows whether the asset is approved for publishing and
for which destinations. Most importantly, the “Status” form contains the “Workflow

commands” drop-down list from which you invoke the workflow functions described in
this section.

The “Status” form of an asset can be accessed in a number of ways:

From the “My Assignments” list
From the asset’s “Inspect” form
From the asset’s “Edit” form

From the tree

Viewing the Status of an Asset from the “My Assignments” List

To view the status of an asset from the “My Assignments” list

1.

2
3.
4

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.
Open the “My Work” view by clicking My Work in the button bar.

In the “My Assignments” section of the “My Work” view, navigate to the desired asset
and click its workflow state (listed in the Workflow State column), as follows:

My Assignments

Azzets not in Workflow Group

Article  100-4637-2001Mar% 100 Blank Passports Still Missing in D.C. | BF:Workflow Initiated 2d Oh O0m

Show my completed assignments still pending

Viewing the Status of an Asset from the “Inspect” Form

To view the status of an asset from the “Inspect” form

SOFTWARE

1.
2.
3.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.
Find the asset whose status you want to view and open its “Inspect” form:
a. In the button bar, click Search.
b. In the “Search” form, click the asset type of the asset you want to find.
c. Enter the desired search criteria (if any) and click Search.
For more information on searching, see the section “Finding Assets,” on page 83.

d. In the list of search results, navigate to the desired asset and click its Inspect icon.
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4. Open the asset’s “Status” form by doing one of the following:

- In the asset’s “Inspect” form, select Status from the drop-down list in the action
bar.

- In the Status field of the asset’s “Inspect” form, click the hyperlinked status
description, as follows:

Article: 100-A637-2001Mar9

M Preview D iInspect #Edit (i Delete |more.. [ Item is in your Active List
Name: 100-A637-2001Mar9

Subtype: Standard

Select a

Template: Full

Status: Received

Start Date:

End Date:

Viewing the Status of an Asset from the “Edit” Form

To view the status of an asset from the “Edit” form

1.
2,
3.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.
Find the asset whose status you want to view and open its “Edit” form:
a. In the button bar, click Search.
b. In the “Search” form, click the asset type of the asset you want to find.
c. Enter the desired search criteria (if any) and click Search.
For more information on searching, see the section “Finding Assets,” on page §3.
d. In the list of search results, navigate to the desired asset and click its Edit icon.

In the Status field of the asset’s “Edit” form, click on the hyperlinked status
description, as follows:
Article: 100-A637-2001Mar9

[ Cancel ] [ Save Changes ]

*Name: |100-A63?-2001Mar9
Subtype: Standard

Select a Template: | Full v
Status: Received

Viewing the Status of an Asset from the Tree

To view the status of an asset from the tree

SOFTWARE

1.
2,
3.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.
In the tree, select the tab that contains the desired asset:

- Ifthe asset is in your Active List, select the Active List tab.
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- If you have recently worked with the asset, select the History tab.

Note

Since the tabs you see in the tree are set up by the administrator, consult
your administrator to find out which tabs contain which assets.

4. Select the asset whose status you want to view.

5. Right-click the desired asset and select Status from the pop-up menu that appears:

Site Plan | Admin | Site Admin | ‘Workflow
Content || Wisitors || Product | History
Active List | Query | Design | Marketing

e 100-A637-]
== AMD-ASSD-H
[ ASP-ASE-2 P

Remave

Status
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Using Workflow Functions

The following subsections describe the workflow functions you use in Content Server’s
interface. These functions are available in the “Workflow commands” drop-down list in
the asset’s “Status” form (see “Viewing the Status of an Asset,” on page 238 to learn how
to access this form). Depending on your function privileges and the way your site is
configured, not all of the described functions might be available to you.

This section describes the following topics:
* Assigning an Asset to a Workflow

* Setting a Process Deadline

* Setting an Assignment Deadline

* Finishing Your Assignments

* Delegating Your Assignments

e Abstaining from Voting

* Resolving Deadlocks

* Removing an Asset from Workflow

* Viewing an Asset’s Participant (Assignee) List
* Setting Workflow Participants

e Examining the Workflow Progress of an Asset

Assigning an Asset to a Workflow

SOFTWARE

An asset can be assigned to a workflow either automatically or manually.

Automatic workflow assignment is set up by the administrator for selected asset types.
When you create a new asset of such type, the asset is automatically placed in the
workflow process assigned to that asset type. Consult your administrator to find out which
asset types are set up for automatic workflow assignment.

Manual workflow assignment is available to users with appropriate permissions, assuming
a workflow process is assigned for the asset type of the asset you want to assign to a
workflow.

To manually assign an asset to a workflow

Note

Before an asset can be assigned to a workflow, the administrator must first assign
one or more workflow processes to the asset type of the asset in question; otherwise,
the option to assign the asset to a workflow is not available. Consult your
administrator to find out which workflow processes are available to which asset
types on your system.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

Find the asset you want to assign to a workflow and open its “Status” form:
a. In the button bar, click Search.
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Using Workflow Functions

In the “Search” form, click the asset type of the asset you want to find.

Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page §3.

In the search results list, navigate to the desired asset and click its status

description (listed in the Status column).

Content Server displays the asset’s “Status” form, similar to the one below:

Article:GameMicroworldsArticle

I}ﬂ Preview

¥ersion 3 (_Check Out )

Name:

P Inspect  #Edit il Delete I mare. ..

=
j & | 1tem is in your Active List

[_ Rallback _] [_ Show \fersions_]

Description:

Status:
Modifie

d:

Workflow commands:

Workflow process:
Workflow state :
Workflow history :

Destination 1 (static) :

Destination 2 (dynamic) :

GameMicroworldsarticle

Progression of Aura and Holding Power in and of Virtual Wworlds Inside Computers
Edited

Jan 18, 2007 3:55:50 PM by fwadmin

=Select Warkflow Acti0n>j
This asset is not in Workflow,
There are no current assignments, Workflow is inactive,

This asset has no workflow history,

M preview this for Destination 1 (static

Meeds Approval. Mot yet approved for publish to Destination 1 {static),
Approval State: v ]
#% approve this asset,

Select a Template: Full
File fPath: Specify Path/Filenarme, Start points
Start points: Mot an export starting point.

# preview this for Destination 2 {dynamic)

Meeds Approval. Not yet approved for publish to Destination 2 {dynamic).
Approval State: ]
#% approve this asset,

In the asset’s “Status” form, choose Select Workflow from the “Workflow
commands” drop-down list. The “Select Workflow” form, similar to the one below,

opens:

Select Workflow for Article: GameMicroworldsArticle

Article Name: GameMicroworldsarticle
Description: Progression of Aura and Holding Power in and of Wirtual worlds Inside
Computers
*Workflows --Select Workflow Process-- j
Process:
Action to =
Take:
=l
(Cancel ] [ Select Workflow ]

In the “Select Workflow” form, choose a workflow process from the “Workflow
Process” drop-down list. Optionally, you can enter instructions in the Action to Take
field; these instructions are for the person receiving the assignment.
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6. If the administrator enabled the selection of participants for this assignment, a Set
Participants button appears next to the “Workflow Process” drop-down list. When
that happens, do one of the following:

If you do not want to choose assignees (a participant who receives an assignment
is an assignee) for this assignment, click Select Workflow. Content Server assigns
the asset to the workflow you selected and gives the assignment to all users whose
roles were defined by the administrator as participating in the selected workflow.

If you decide to choose the participants you want to give this assignment to, click
Set Participants.

Content Server displays the “Set Participants” form, similar to the image below:

Set Participants
Please select at least one user from each role

Article Name: GameMicroworldsArticle

Description: Progression of Aura and Holding Power in and of
Virtual worlds Inside Computers

Workflow Process: BF: Mormal Article Process

Participants:
*

Approver: editor
firstsite
faradrmin
User_approver

*

Author: aditor
firstsite
faradrmin
user_author

*

Checker: aditor
firstsite
faradrmin
user_checker

* .

Editor: aditor
firstsite
faradrmin
user_editar

[ Cancel ] [ Set Participants ]

Each participant you select in this form becomes an assignee for this assignment.
Choose the desired assignees for this assignment by selecting their user names in
each of the role lists. You can select multiple user names by Ctrl-clicking each
user name you want to select. You can also select a range of user names by
Shift-clicking the first and last user name in the range. When you have chosen the
desired assignees, click Set Participants.
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7. Content Server refreshes the asset’s “Status” form. A confirmation similar to the one
below is shown at the top of the form:

This step action element will send an email
Assigner name: fwadmin

Chject: Asset: Article "GameMicroworldsarticle”
action to take: Fast-track this one.

Assigned name: fwadmin

Assigned role: Author

Email address: fwadmin@company.com

‘@ workflow definition for this Article is set to: BF: Mormal Article Process,

At this point, the asset is in workflow; participants with roles required by the next state
typically receive e-mail notifications of their assignments.

Setting a Process Deadline

SOFTWARE

A process deadline is the overall time allotted for an asset to pass through a workflow
process. By default, no process deadline is set. This deadline is independent of the
assignment deadline described later in this section; that is, the total of the individual
assignment deadlines does not necessarily add up to a process deadline.

Note

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

Before you can set a process deadline, the workflow administrator must first have done the
following:

* Allowed a process deadline to be set for this workflow process.

* Assigned you a workflow administrator role for the workflow process, or otherwise
provided you with the right function privileges.

The option to set a process deadline is available only if both of these conditions are met.
Contact your administrator to find out if you have the appropriate privileges and whether
setting a process deadline is enabled for the workflow process in question.
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To set a process deadline

Note

This procedure describes how to set a process deadline via an asset’s “Status” form.
You can also set a process deadline when you perform the following tasks, assuming

you have the right privileges and the option for setting a process deadline is enabled
by the administrator for these tasks:

* Placing an asset in workflow (see “Using Workflow Functions,” on page 241)
* Creating a workflow group (see “Setting Up a Workflow Group,” on page 262)

* [Editing a workflow group (see “Editing or Deleting a Workflow Group,” on
page 268)

* Adding an asset to a workflow group (see “Adding Multiple Assets to a
Workflow Group,” on page 266)

In such cases, the forms you use to complete these tasks will include a Set Process
Deadline field.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.
Find the asset for which you want to set a process deadline and open its “Status” form:
a. In the button bar, click My Work.
Content Server displays the “My Work” view, showing the “My Assignments” list.

b. Inthe “My Assignments” list, navigate to the desired asset and click the asset’s
hyperlinked workflow state name in the Workflow State column.

Content Server displays the asset’s “Status” form.

4. In the asset’s “Status” form, select Set Process Deadline from the “Workflow
commands” drop-down list.

Note

If you do not see the Set Process Deadline function in the “Workflow
commands” drop-down list, stop here. The function has not been enabled by the
administrator or you do not have the right permissions to access it.
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The “Set Process Deadline” form opens:

Set Process Deadline

Name: GameMicroworldsarticle

Description: Progression of Aura and Holding Power in and of Virtual worlds
Inside Computers

Asset Type: Article

Workflow Process: BF: Normal Article Process

Current Process Mot Set

Deadline:

*Set Process O None

Deadline:
@oue | [ H[EHIH

{e.q. 14:00 Mar 17 2002}

5. Enter a time and date in the prescribed format. When setting a process deadline, you
should consider where the asset is in the workflow process, and the cumulative time of
the remaining steps. The default is to have no process deadline.

6. Click Save to complete the operation. The system redisplays the “Status” form.

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.

* Assigned you a workflow administrator role for the workflow process, or otherwise
provided you with the right function privileges.

The option to set the assignment deadline is available only if both of these conditions are
met. Contact your administrator to find out if you have the appropriate privileges and
whether an assignment deadline is allowed for the workflow state in question.
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To set an assignment deadline

Note

This procedure describes how to set an assignment deadline via an asset’s “Status”
form. You can also set an assignment deadline when you perform the following
tasks, assuming you have the right privileges and the option for setting an
assignment deadline is enabled by the administrator for these tasks:

* Placing an asset in workflow (see “Using Workflow Functions,” on page 241)
* Completing an assignment (see “Finishing Your Assignments,” on page 249)

* Adding an asset to a workflow group (see “Adding Multiple Assets to a
Workflow Group,” on page 266)

In such cases, the forms you use to complete these tasks will include a Set
Assignment Deadline field.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.

Find the asset for which you want to set an assignment deadline and open its “Status”
form:

a. In the button bar, click My Work.

Content Server displays the “My Work” view, showing the “My Assignments”
list.

b. Inthe “My Assignments” list, navigate to the desired asset and click the asset’s
hyperlinked workflow state name in the Workflow State column.

Content Server displays the asset’s “Status” form.

4. In the asset’s “Status” form, select Set Assignment Deadline from the “Workflow
commands” drop-down list.

Note

If you do not see the Set Assignment Deadline function in the “Workflow
commands” drop-down list, stop here. The function has not been enabled by the
administrator or you do not have the right permissions to access it.
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The “Set Assignment Deadline” form opens:

Set Assignment Deadline

Using Workflow Functions

Name:

Description:

Asset Type:
Workflow Process:
State:

Current Assignment
Deadline:

*Set Assignment
Deadline:

GameMicroworldsarticle

Progression of Aura and Holding Power in and of Virtual worlds
Inside Computers

Article
BF: Mormal Article Process
BF:workflow Initiated

2007-1-20 16:30:00

O Use default

@oue [15:30 | [Jan 5 [0 [2007 ]

{e.q. 14:00 Mar 17 2002}

Enter a date in the prescribed format. The default assignment deadline is set by the
administrator in the workflow state definition. For example, in the “Normal Article
Process” sample workflow, each state has a duration of one year from the current date

and time.

Click Save to complete the operation.

Content Server redisplays the asset’s “Status” form.
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Finishing Your Assignments

SOFTWARE

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

To finish your assignment for an asset

1.
2.
3.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

Find the asset and open its “Status” form by doing one of the following:

- If you are currently working on the asset in its “New” or “Edit” form:
a. Review your work and click Save to save the asset.

Content Server displays the asset’s “Inspect” form.

b. In the asset’s “Inspect” form, select Status from the drop-down list in the
action bar.

c. Proceed to step 4 of this procedure.

- If you have already completed your work and saved the asset:
a. In the button bar, click My Work.

Content Server displays the “My Work” view, showing the “My
Assignments” list.

b. Inthe “My Assignments” list, navigate to the desired asset and click the
asset’s workflow state in the Workflow State column.

Content Server displays the asset’s “Status” form.
c. Proceed to step 4 of this procedure.

In the asset’s “Status” form, select Finish My Assignment from the “Workflow
commands” drop-down list.

Content Server displays the “Finish My Assignment” form containing all of the
possible next steps and the states these steps lead to:

Finish My Assignment for Article: GameMicroworldsArticle.

Article Name: GameMicroworldsarticle

Description: Progression of Aura and Holding Power in and of Virtual Worlds Inside
Cormputers

Workflow

BF: Marmal Article Process - BF:Ready for Approval
Process:

Assigned User Checker
Role:
*Choose Step -

@ BF:approve -> (null state
State: PP ‘ !

o BF:Reject for Style -= BF:Ready for Review

Action Taken: Read through, locks fine. Ahpproved for =
publishing.

=

Action to Take: Publish during next home page update. =

=

[ Cancel ] [ Finish My Assignment ]
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Complete the form as follows:
a. Select the next step for the asset.

b. (Optional) In the Action Taken field, enter a short description of the work you
completed on the asset.

c. (Optional) In the Action to Take field, enter a short suggestion for the next person
who will work with the asset.

d. (Optional) If setting the assignment deadline is enabled for the next step you
chose to take, the Set Assignment Deadline field will appear in the “Finish My
Assignment” form, as shown below:

*Set Assignment Deadline: O Use default

& pus [3:45 [ou &l [ & 20065

{e.q. 14:00 Mar 17 2002}

e. Ifyou want to override the time allotted for the next assignment, use the Set
Assignment Deadline section 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 state, which will be the default value when you click the Due radio button.

Note

This feature appears only if enabled by the workflow administrator. You
must also hold an administrative role in the workflow process or otherwise
have the right privileges. For more information, see “Setting an Assignment
Deadline,” on page 246.

Click Finish My Assignment.

The “Status” form is updated to reflect the change. The action taken is visible in the
Workflow history summary. The action to take is visible in the Workflow state
summary.

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

SOFTWARE

Retain “From” State Assignees — you keep the assignment as the asset moves to the
next state; this allows you to continue working on the asset in that state. You probably
know why it is appropriate for you to keep the assignment, but if you don’t, ask your
administrator.

No Assignments — as the asset moves to the next state, it remains in the workflow so
that function privileges defined for the workflow process are enforced. However, the
asset is assigned to no one and participant roles alone (through their assigned function
privileges) determine who can work on the asset, and how.

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

Assign From a List of Participants — When you (or another user with the
appropriate privileges) assign an asset to a workflow, you have the option to decide
which participants in each role get the assignment when the asset enters a workflow
state requiring those roles. This is the default mechanism for moving an asset through
a workflow.
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Choose Assignees When Step is Taken — this option is similar to the “Assign From
a List of Participants” option described above, but instead of predetermining at the
beginning of the workflow who will get the assignment during which workflow
state(s), you choose assignees for the next workflow state in real-time each time you
take a step. In such case, when you use the Finish My Assignment function to take
the next step, Content Server prompts you to choose assignees for the asset for the
next workflow state by showing a form like the one below:

Choose Assignees

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

[ Cancel ] [ Set Assignees ]

Workflow Process: BF: Mormal Article Process

Assignees:

* Author:

user_author

[ Cancel ] [ Set Assignees ]

When the form appears, select the desired assignees for each displayed role and click
Set Assignees. Content Server refreshes the asset’s “Status” form, showing a message

confirming the completion of your assignment. The Workflow state and Workflow
history fields in the “Status” form are also updated accordingly.

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

251



Chapter 8. Workflow
P 252

Using Workflow Functions

Delegating Your Assignments

As you review your assignment list, you might find that you will be unable to complete
certain assignments. For example, you might notice that an assignment’s due date falls
during your scheduled vacation time. In such situations, you can delegate your assignment
to another user who has the same role as you, assuming that the user does not already have
an identical assignment for the asset; that is, if both you and another user have the Editor
role, you cannot delegate the asset to the other user if he/she already has the asset assigned
through the Editor role. (The asset can still be assigned to the user through a different role
or another workflow process.)

To delegate an assignment

1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.

3. Find the asset for which you want to delegate your assignment and open its “Status”
form:

a. In the button bar, click My Work.
Content Server displays the “My Work™ view, showing the “My Assignments” list.

b. Inthe “My Assignments” list, navigate to the desired asset and click its workflow
state (listed in the Workflow State column).

Content Server displays the asset’s “Status” form.

4. In the asset’s “Status” form, select Delegate Assignment from the “Workflow
commands” drop-down list.

Delegate Assignment for Article: GameMicroworldsArticle

Article GameMicroworldsArticle
Name:

Description:  Progression of Aura and Holding Power in and of Virtual Wworlds Inside

Cormputers
Workflow BF: Mormal Article Process - BFworkflow Initiated
Process:
Assigned
Auth
User Role: HEher
*Delegate
to: firstsite
fwvadrmin
#CE'J“ I'm on vacation until Tuesday. Please take care ;I
aken:

of this in my sbsence.
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Note

If you do not see the Delegate Assignment function in the “Workflow
commands” 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.

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

6. Click Delegate.

A message confirming the delegation appears at the top of the “Status” form, and the
Workflow state and Workflow history fields on the form are updated accordingly.
This action also triggers a notification e-mail to the new assignee, assuming your site
is configured to do so.

Abstaining from Voting

SOFTWARE

Sometimes, you are unable to deal with a particular assignment: your workload is too
heavy, or perhaps you have been miscast in your role. In such situations, you can abstain
from voting (that is, waive your participation), as long as yours is not the last (or only)
vote for that particular role and/or step. When you abstain, you still have the assignment,
but the asset can continue through workflow.

To abstain from voting on an assignment
1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. Find the asset for which you want to abstain from voting and open its “Status” form:
a. In the button bar, click My Work.
Content Server displays the “My Work™ view, showing the “My Assignments” list.

b. Inthe “My Assignments” list, navigate to the desired asset and click its workflow
state (listed in the Workflow State column).

Content Server displays the asset’s “Status” form.

4. In the asset’s “Status” form, select Abstain from Voting in the “Workflow
commands” drop-down list.
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Content Server displays the “Abstain from Voting” form:

Abstain from voting for Article: GameMicroworldsArticle

Article Mame: GameMicroworldsarticle

Description: Progression of Aura and Holding Power in and of Virtual Worlds Inside
Cormputers
Workflow BF: Marmal Article Process - BF:Ready for Approval
Process:
Currently
Assigned to:
Checker  user_checker
Approver  fwadmin
Assigned User -,
Role:
Action Taken: I will let the expert handle this one. ;I
=

[ Cancel ] [Abstaln from Voting ]

Note

If you do not see the Abstain from Voting function in the “Workflow
commands” drop-down list, stop here. You do not have the right permissions to
access the function, or you are the only (or the only remaining) participant in
your current role. In this case, you must find some other means of dealing with
your assignment.

5. Enter a brief explanation for your abstention and click Abstain from Voting.

A message confirming your abstention appears at the top of the “Status” form, and the
asset’s Workflow state and Workflow history in the “Status” form are updated
accordingly. Keep in mind that abstaining does not cancel your assignment.

Resolving Deadlocks

SOFTWARE

A deadlock can occur when there is a choice of steps to move the asset to the next state,
and each step requires all assignees to vote. If the vote is not unanimous in favor of a
single step, there is a deadlock.

Frequently, resolving deadlocks involves offline communication and negotiation among
assignees to achieve consensus; as such, deadlocks cause additional work for everyone
involved and should be avoided whenever possible. If a deadlock occurs, it should be
resolved as quickly as possible so that the flow of work suffers minimal delay.

To resolve a deadlock, certain participants must change their votes to achieve unanimity. If
you receive an e-mail notification that your vote is the one causing the deadlock, you must
vote again to break the deadlock.

To vote again on an assignment (to resolve a deadlock)

1. If Content Server’s interface is not already open, log in.
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If prompted, select the site you want to work with.

Find the asset for which you want to vote again and open its “Status” form:

a. In the button bar, click My Work.

Content Server displays the “My Work” view, showing the “My Assignments” list.

b. Inthe “My Assignments” list, navigate to the desired asset and click its workflow

state (listed in the Workflow State column).

Content Server displays the asset’s “Status” form.

4. In the asset’s “Status” form, select Finish My Assignment from the “Workflow

commands” drop-down list.

Content Server displays the “Re-vote My Assignment” form:

Re-vote My Assignment for Article: GameMicroworldsArticle.

Using Workflow Functions

Article Name:
Description:
Workflow
Process:

Assigned User
Role:

*Choose Step -
= State:

Action Taken:

Action to Take:

GameMicroworldsarticle

Progression of Aura and Holding Power in and of Virtual worlds Inside
Cormputers

BF: Marmal Article Process - BF:Ready for Approval
Checker

o BEF:Approve -= {null state)
[ BF:Reject for Style -= BF:Ready for Review

After conferring with 3tewven, I am changing my ;I
wote.

Let's clear up these gray areas. ;I

[ Cancel ] [ Finish My Assignment ]

5. Complete the form as follows:

a. Select the new next step for the asset.

b. (Optional) In the Action Taken field, type a short description of the work that you

completed on the asset.
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c. (Optional) In the Action to Take ficld, type a short suggestion for the next person
who will work with the asset.

Note

In some cases, you can also resolve the deadlock by changing your vote to an
abstention, which clears the way for the asset to move to the next workflow state
(see “Abstaining from Voting,” on page 253).

You resolve group deadlocks in the same manner as single-asset deadlocks,
except that for a group deadlock all assignees have to vote in agreement on each
deadlocked asset in the group.

Removing an Asset from Workflow

SOFTWARE

You can remove an asset from workflow assuming you have the permissions to do so.

To remove an asset from workflow

1.
2.
3.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.
Find the asset you want to remove from workflow and open its “Status” form:
a. In the button bar, click My Work.
Content Server displays the “My Work™ view, showing the “My Assignments” list.

b. Inthe “My Assignments” list, navigate to the desired asset and click its workflow
state (listed in the Workflow State column).

Content Server displays the asset’s “Status” form.

In the asset’s “Status” form, select Remove from Workflow from the “Workflow
commands” drop-down list.

Content Server displays the “Remove from Workflow” form:

Remove from Workflow for Article: GameMicroworldsArticle

Article Name: GameMicroworldsArticle

Description: Progression of Aura and Holding Power in and of Virtual
Wwarlds Inside Computers

Workflow

BF: Marmal Article Process - BF:Ready for Approval
Process:

Currently
Assigned to:

Checker  user_checker

Approver  fwadmin

[ Cancel ] [ Remove from Workflow ]

Click Remove from Workflow.

Content Server redisplays the asset’s “Status” form, showing a confirmation of the
removal at the top of the form. The Workflow history section of the asset’s “Status”
form is updated accordingly.
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Viewing an Asset’s Participant (Assignee) List

SOFTWARE

To examine an asset’s participant (assignee) list

1.
2.
3.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.
Find the asset and open its “Status” form by doing one of the following:
- If the asset is currently assigned to you to work on:
a. In the button bar, click My Work.

Content Server displays the “My Work™ view, showing the “My
Assignments” list.

b. Navigate to the desired asset and click its workflow state (listed in the
Workflow Status column).

c. Proceed to step 4 of this procedure.
- If the asset is not currently assigned to you to work on:
a. In the button bar, click Search.
b. In the “Search” form, click the asset type of the asset you want to find.
c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on
page 83.

d. In the list of search results, navigate to the desired asset and click its status
description (listed in the Status column).

e. Proceed to step 4 of this procedure.
Content Server displays the asset’s “Status” form.

In the asset’s “Status” form, select Show Participants from the “Workflow
commands” drop-down list.

Content Server refreshes the asset’s “Status” form and displays the “Show
Participants” summary at the top of the form:

Show ParticipantsArticle: GameMicroworldsArticle

Step Users Authorized Users MNotified
BF:Reject for Style user_checker user_editor

BF:Reject for Error fwadmin user_editor

BF:Send for Approwval user_editor user_checker, fwadmin
BF:Send for Edit Review  user_author user_editor
BF:StartStep user_checker, fwadmin, user_author, user_editor  user_author

BF: Approve user_checker, fwadmin Mo Users,

For each step in the workflow process, the “Show Participants” summary displays the
following:

- The authorized users — those who currently have the assignment for the asset and
are authorized to take the next step using the Finish My Assignment function

- The notified users — those who will get the next assignment for the asset
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Setting Workflow Participants

SOFTWARE

Once you have placed an asset in a workflow and chosen the assignees for each role in the
workflow process, you might find that you forgot to include a certain user as an assignee
for a particular role. Or perhaps you realized that you gave the assignment to a certain user
by mistake. In such cases, you can modify the list of participants for an asset while the
asset is in workflow.

To set workflow participants
1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.

3. Find the asset for which you want to modify the workflow participants and open its
“Status” form:

a. In the button bar, click Search.
In the “Search” form, click the asset type of the asset you want to find.
c. Enter the desired search criteria (if any) and click Search.
For more information on searching, see the section “Finding Assets,” on page 83.

d. In the list of search results, navigate to the desired asset and click its status
description (listed in the Status column).

4. In the asset’s “Status” form, select Set Participants from the “Workflow commands”
drop-down list.

Note

If you do not see the Set Participants function in the “Workflow commands”
drop-down list, stop here. You do not have the permissions to use the function.
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Content Server displays the “Set Participants” form, similar to the image below:

Set Participants
Please select at least one user from each role

Article Name: GameMicroworldsArticle

Description: Progression of Aura and Holding Power in and of
Virtual worlds Inside Computers

Workflow Process: BF: Mormal Article Process

Participants:

*
Approver: editor

firstsite
faradrmin
USEr_approver

* Author: aditor

firstsite
faradrmin
user_author

* Checker: aditor

firstsite
faradrmin
user_checker

* Editor: aditor
firstsite
faradrmin
user_editar

[ Cancel ] [ Set Participants ]

5. Choose the desired assignees for this assignment by selecting their user names in each
of the role lists. Each participant you select in this form becomes an assignee in the
respective role(s) for this asset. You can select multiple user names by Ctrl-clicking
each user name you want to select. You can also select a range of user names by
Shift-clicking the first and last user name in the range.

6. When you have selected the desired assignees, click Set Participants.

Content Server displays the asset’s “Status” form, including a “Show Participants”
summary updated to reflect your changes.

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 yet been
reached.
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Examining the Workflow Progress of an Asset
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To examine the workflow progress of an asset

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with.

3. Find the asset and open its “Status” form by doing one of the following:

If the asset is currently assigned to you to work on:

a.

In the button bar, click My Work.

Content Server displays the “My Work” view, showing the “My
Assignments” list.

In the “My Assignments” list, navigate to the desired asset and click its
workflow state (listed in the Workflow State column).

If the asset is not currently assigned to you to work on:

a.
b.

In the button bar, click Search.
In the “Search” form, click the asset type of the asset you want to find.
Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on
page 83.

In the list of search results, navigate to the desired asset and click its status
description (listed in the Status column).

Content Server displays the asset’s “Status” form.

The “Status” form of the asset contains the Workflow state and Workflow history
sections, as shown below:

Workflow
process:

Workflow
state :

Workflow
history :

BF: Mormal Article Process

260

user_checker({Checker) user_editor 2007-01-19 14:36:39  Publish during A BF:Approve queued
ne ..

user_approver{Approver) user_editor 2007-01-19 14:36:39 It_:t s clear up A BFRejectfor Error  gueued

user_editor(Editar) 2007-01-19 14:35:58  user_editor 2007-01-19 14:36:39 completed
user_author{authar) 2007-01-19 14:35:35  user_author 2007-01-19 14:35:58 completed
user_approver{Approver) 2007-01-19 14:30;15 user_approver Z2007-01-19 14:34:39 Looks good to me, completed
user_checker{Checker) 2007-01-19 14:30:15 user_checker 2007-01-19 14:33:41 Looks good. completed
user_editor{Editor) 2007-01-19 14:29:32  user_editor 2007-01-19 14:30:15  Rewrote the secti ... completed
user_checker(Checker) 2007-01-19 14:18:12 user_checker 2007-01-19 14:29:32  Read throuah, loo ... cancelled
user_approver{Approver) 2007-01-19 14:18:12 user_approver 2007-01-19 14:29:32 I found some gray ... completed
user_editor{Editar) 2007-01-19 14:17:02  user_editor 2007-01-19 14:158:12  Fixed sorme punctu ... completed
user_authoriauthar) 2007-01-19 14:07:42  user_author 2007-01-19 14:17:02  Added content, completed

The Workflow state and Workflow history section contain the following information:

*  Workflow state indicates where the asset currently is in the workflow process.

* Each row in Workflow history represents a single assignment. Items are ordered with
the most recently completed step at the top of the list.
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This table defines all the columns in the Workflow state and Workflow history section of

the “Status” form:

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. 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

Instructions from the user who assigned the asset, assuming that
person entered instructions in the “Finish My Assignment” form when
they finished their assignment (see page 249). “No Comment” appears
if no instructions were entered. If the text is longer than the width of
the column, click the text to view its entirety.

Step Chosen

The step indicated by the user who completed the assignment, when
there is a choice of next step in the “Finish My Assignment” form.

iy

This warning icon appears next to the name of the chosen step in the
“Step Chosen” column and denotes a deadlock condition for the

workflow state. The deadlock icon appears next to each step involved
in the deadlock.

Action Taken Information about the work this user did with the asset (if information
was entered on the form; appears as No Comment otherwise). Click to
view the full text, if incomplete in this view.

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

Resolution Date

The date and time the action was taken to move the asset to the next
state.

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 same role.

* Queued — the asset has multiple assignees for the current state, the
next step is all-voting, and not everyone has voted yet. (Also
appears if the asset is deadlocked.)
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Working with Workflow Groups

Workflow groups enable you to manage a defined set of assets in a coordinated manner
that allows those assets to reach the end of the workflow process together, prior to
publishing.

The following subsections describe how you create and manage workflow groups:

Setting Up a Workflow Group

Adding a Single Asset to a Workflow Group
Adding Multiple Assets to a Workflow Group
Removing Assets from a Workflow Group

Editing or Deleting a Workflow Group

Setting Up a Workflow Group

To set up a workflow group

1.
2.
3.

SOFTWARE

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

In the button bar, click Workflow.

Content Server displays the Workflow Management console.
Click Create a Workflow Group.

Content Server opens the “Workflow Group” form as shown below:

Create Workflow Group

*Group Name: I

*Description: I

*Workflow Process: |EIF: Mormal Article Process j Set Participants...
Process Deadline: ) Do nat set

O set] [ EH[HIH

{e.q. 14:00 Mar 17 2002}

Add/Remove Assets: @ any user

2 all users in the following roles:

Edit/Delete Group:

[ any user

2 all users in the following roles:

Analyst =
Approver
ArtworkAuthor
ArtworkEditor
Author =l

Group Deadlock Actions: [SondDeadiockEmail
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5. Complete the “Workflow Group” form as described in the following table:

Note

Red asterisks denote required fields. You must populate these fields before you

can set participants.

Group Name

Enter a name for the group.

Description

Enter a brief description of the group’s purpose or function.

Workflow Process

Select a workflow process appropriate to the assets being
grouped.

Set Participants

Click this button to set the participants (assignees), based on the
workflow process you have chosen for the group via the “Set
Participants for Group” form. In the form, you must select at
least one user for each defined role. After you make your
selections, click Set Participants to return to the “Add
Workflow Group” form.

Process Deadline

Optionally, set a date by which the asset group is to complete the
workflow process, using the prescribed format. For more
information, see “Setting a Process Deadline,” on page 244.

This feature appears only if it is enabled by the workflow
administrator, and it is available only if you have the
administrator role for the workflow process, or if you otherwise
have the right privileges.

Add/Remove Assets

Specify who can add assets to the group and who can remove
assets from the group. Select any user, or all users in selected
roles. Choose multiple roles by using the Shift-click or Ctrl-
click keyboard mouse combination.

Edit/Delete Group

Specify who can edit this group and who can delete the group
altogether. Select any user, or all users in selected roles. Choose
multiple roles by using the Shift-click or Ctrl-click keyboard-
mouse combination.

Group Deadlock
Actions

Indicate whether to send e-mail notifications to group members
when a deadlock occurs.
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When you are done filling in the form, click Save. The new workflow group definition

summary appears:

workflow Group: Article Group

P Inspect  #Edit i Delete

MName: Article Group
Description: Workflow Group for Articles
1D: 1168960675165
Workflow BF: Mormal Article Process
Process:

Appraver:  USser_approver

Participants: Author: user_author
Checker: user_checker
Editar: user_editor

Process

A 2007-1-22 12:0:00

Deadline:

Roles to

addfremove _ALL_

assets:

Roles to

edit/delete _ALL_

group:

Group

Deadlock SendDeadlockEmail
Actions:

Group
Contents:

Add to Group

This workflow group is empty.

The group also appears in the Workflow Groups section of the Workflow
Management console (accessible via the Workflow button in the button bar):

Workflow

Please select one of the following items
Create a Workflow Report

Create a Workflow Group

Workflow Groups

P 7 fiit Article Group  Workflow Group for Articles  BF: Fund Parent Process

Saved Workflow Reports

There are no Saved Workflow Reports
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Adding a Single Asset to a Workflow Group

SOFTWARE

You must meet the following criteria to add assets to a workflow group:

You must have the function privileges to add assets to a workflow group, as specified
in the group definition.

You must have permission to take the initial step in the workflow process that you
select for the group.

The assets must be appropriate to the workflow process assigned to the group.

You cannot add assets that are already in a workflow.

Consult your administrator if you are unsure about any of the above requirements.

To add a single asset to a workflow group

1.
2,
3.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

Find the asset you want to add to a workflow group and open its “Status” form:
a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset you want to find.

c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page 83.
Content Server displays a list of search results matching your criteria.

d. Navigate to the desired asset and click its status name (for example, Created).
Content Server displays the asset’s “Status” form.
In the “Workflow commands” drop-down list, select Add to Workflow Group.

Content Server displays the “Add to Workflow Group” form showing the groups to
which you can add the asset.

Add to workflow Group for Article: GameMicroworldsArticleRevised

Article Name: GameMicroworldsarticleRevised
Description: Progression of Aura and Holding Power in and of Virtual Worlds Inside
Cormputers
*Add lfl:l O article Group
Group: BF: Marmal Article Process, the warkflow group is empty
@ Urgent Items
BF: Marmal Article Process, the warkflow group is empty
Action to Fast-track this one! =
Take:
=

[ Cancel ] [Add to Group ]

Select the group to which you want to add the asset.

(Optional) In the Action to Take field, enter instructions for the user(s) who will get
the assignments for the asset(s) you are adding to the workflow group.
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Click Add to Group.

Content Server displays a message confirming that the asset has been added to the
workflow group you selected.

‘@ Article Asset: Article "GameMicroworldsarticleRevised" is added to workflow group Urgent
Itemns.

Adding Multiple Assets to a Workflow Group

You must meet the following criteria to add assets to a workflow group:

You must have the function privileges to add assets to a workflow group, as specified
in the group definition.

You must have permission to take the initial step in the workflow process that you
select for the group.

The assets must be appropriate to the workflow process assigned to the group.

You cannot add assets that are already in a workflow.

Consult your administrator if you are unsure about any of the above requirements.

To add multiple assets to a workflow group

1.
2.
3.

5.

SOFTWARE

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

Find the assets you want to add to the workflow group and add them to your Active List:

a. In the button bar, click Search.
b. In the “Search” form, click the asset type of the asset you want to find.
c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page §3.
Content Server displays a list of search results matching your criteria.

d. In the list of results, navigate to the desired assets and select their check boxes.
e. Click Add To My Active List.
In the button bar, click Workflow.

Content Server displays the Workflow Management console.

Workflow

Please select one of the following items
Create a Workflow Report

Create a Workflow Group

Workflow Groups

P 7 fii Article Group Workflow Group for Articles  BF: Fund Parent Process 0

Saved Workflow Reports

There are no Saved Workflow Reports

In the “Workflow Groups™ list, select the group to which you want to add your assets.

Content Server displays the “Workflow Group” form.
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In the tree, select the Active List tab.
In the Active List tab, select the assets you want to add to the workflow group.

You can select multiple assets by Ctrl-clicking each asset you want to add; you can
also select a range of assets by Shift-clicking the first and last asset in the range.

Click Add to Group.

Content Server displays the “Add to Workflow Group” form showing the assets you
want to add to the group. Any assets that you cannot add will have error messages next
to them explaining why you cannot add them to the group.

Add to workflow Group

Group Name: Article Group
Description:  Workflow Group for Articles
*Add to
Group:
Article  GameMicroworldsarticle Progression of Aura and Holding Power in =
and of Virtual worlds Inside Computers
Article  GameMicroworldsArticleRevised  Progression of Aura and Holding Power in Woarkflowhctive
and of Virtual Wworlds Inside Computers
1 asset can be added to the group
Action to Fast-track these! =
Take:
=

[ Cancel ] [Add to Group ]

(Optional) In the Action to Take field, enter instructions for the user(s) who will get
the assignments for the asset(s) you are adding to the workflow group.

10. Click Add to Group.

Content Server displays the “Workflow Group” form showing the newly added assets
and a message at the top of the form confirming the action.

Removing Assets from a Workflow Group

SOFTWARE

You can remove an asset (or assets) from a workflow group provided you have the
permissions to do so.

To remove an asset from a workflow group

1.
2,
3.

If Content Server’s interface is not already open, log in.
If prompted, select the site you want to work with.
Find the desired asset and open its “Status” form. Do one of the following:
If the asset is currently assigned to you to work on:
a. In the button bar, click My Work.
Content Server displays the “My Work™ view, showing the “My Assignments” list.

b. Inthe “My Assignments” list, navigate to the desired asset and click its workflow
state (listed in the Workflow State column).
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If the asset is not currently assigned to you to work on:

a. In the button bar, click Search.

In the “Search” form, click the asset type of the asset you want to find.
Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page §3.

® 20 T

In the list of search results, navigate to the desired asset and click its status
description (listed in the Status column).

Content Server displays the asset’s “Status” form.

4. In the asset’s “Status” form, select Remove from Workflow Group from the
“Workflow commands” drop-down list.

Content Server displays the “Remove from Workflow Group” form:

Remove from Workflow Group for Article: GameMicroworldsArticleRevised

Article Name: GameMicroworldsArticleRevised

Description: Progression of Aura and Holding Power in and of Virtual Worlds Inside
Cormputers

Workflow

BF: Mormal Article Process - BFworkflow Initiated
Process:

Workflow Group:  Article Group

[ Cancel ] [ Remove from Group ]

5. Click Remove from Group.

Content Server redisplays the asset’s “Status” form showing a confirmation that the
asset was removed from the group. The workflow details on the form are updated
accordingly. Although the asset was removed from the workflow group, it remains in
the workflow process to which it was assigned as part of the group.

Note

If you remove the asset from the workflow process, the asset is automatically
removed from any workflow groups it is assigned to.

Editing or Deleting a Workflow Group

You can edit or delete a workflow group assuming you have the permissions to do so. If
you want to delete a group, it must be empty.

To edit or delete a workflow group

1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. In the button bar, click Workflow.
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Content Server displays the Workflow Management console, as shown below:
workflow

Please select one of the following items
Create a Workflow Report

Create a Workflow Group

workflow Groups

PR Urgent Iterns  Itemns that must be published as soon as BF: Marmal Article Process 0
: possible.

2 » Article Group  Workflow Group for Articles BF: Marmal Article Process 2

Saved workflow Reports

There are no Saved Workflow Reports

In the “Workflow Groups™ section of the console, locate the desired workflow group
and do one of the following:

Note

If you do not have the permissions to edit or delete workflow groups, or if the
workflow group contains assets currently in workflow, the Edit and Delete icons
are disabled.

- To edit the group, click the Edit (pencil) icon.

Content Server displays the “Add to Workflow Group” form, prepopulated based
on the group definition. Make your edits, remembering to hold the Ctrl key if you
are making additions to current selections. When you are done, click Save.

- To delete the group, click the Delete (trashcan) icon. The group must be empty
before you can delete it; otherwise, the Delete icon will be disabled.

Note

If you add new participants to the workflow group, they do not receive
assignments for assets that are already in the group; they will only receive
assignments for assets that are added to the group afterwards.
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Working with Workflow Reports

Workflow reports allow you to track the progression of assets and user assignments in
workflow. They are a convenient mechanism for determining current workflow status.
Workflow reports also enable you to perform searches across asset types.

The following subsections describe how you create and manage workflow reports:

Running a Workflow Report
Saving Workflow Reports
Running Saved Workflow Reports
Editing Saved Workflow Reports
Deleting Saved Workflow Reports

Running a Workflow Report

To set up and run a workflow report

1.
2.
3.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

In the button bar, click Workflow.

Content Server displays the Workflow Management console.

In the Workflow Management console, click Create a Workflow Report.

Content Server displays the “Create Workflow Report” form. Complete the form as
described in the following table:

Table 2: “Create Workflow Report” form fields

Asset Type Choose whether to report on all asset types or specific asset
types. You can choose multiple assets by using Shift-click or
Ctrl-click.

Workflow State Choose whether to report on all workflow states or specific

workflow states. You can choose multiple states by using
Shift-click or Ctrl-click. You can choose workflow states
from all workflow processes available in the current site.

Assigned to Choose whether to report on:

SOFTWARE

¢ Any user
* Specific users
* All users of specific roles

You can choose multiple users by using Shift-click or Ctrl-
click.
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Table 2: “Create Workflow Report” form fields (continued)

Due Date

Choose to report on assignments that have:
* Any due date

* A due date within a selected time period. The time period
can be set from 20 minutes to three days, in 20 minute
increments.

* A date that is past due by a specified time period. The past
due period can be set from 20 minutes to three days, in 20-
minute increments.

Process Due Date

Choose to report on workflow processes that have:
* Any process due date

* A process due date within a selected time period. The time
period can be set from 20 minutes to three days, in 20
minute increments.

* A process due date that is past due by a specified time
period. The past due period can be set from 20 minutes to
three days, in 20-minute increments.

Report Options

Specify how many returned items to report on, ranging in
increments from two to 300.

Specify to sort the report by:
* Assignee (assigned to)
* State of the asset (workflow state)

* when the assignment was made (date assigned)

5. When you have completed the form, click Report.

6. Content Server displays the “Results of Workflow Report” form:

Results of workflow Report

W Create a Mew Workflow Report

Report @ all assignments (Edit This Workflow Report)
(Save This Waorkflow Repart)

Name

Description Assigned to 3 Process Deadline

Article

Article

Article

Article

Article

GameMicroworldsarticle

GameMicroworldsarticle

Progression of Aura firstsite{Author) 2d Oh 0m
and Holding Power in

and of Virtual worlds

Inside Computers

Progression of Aura user_author{Author)  2d 0h Om
and Holding Power in

and of Virtual worlds

Inside Computers

GameMicroworldsarticleRevised  Progression of Aura user_author{Author)  1d 23h 52m
and Holding Power in
and of Virtual worlds
Inside Computers

GameMicroworldsArticle Progression of Aura fwadmin{author) 2d Oh Om

GameMicroworldsarticle

and Holding Power in
and of Virtual worlds
Inside Computers

Progression of Aura editor{Author) 2d Oh 0m
and Holding Power in

and of Virtual worlds

Inside Computers
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The form shows assets matching the report criteria you specified in the “Workflow
Report” form in step 4 of this procedure. The criteria are listed at the top of the form
for your reference. You can edit these criteria and rerun the report by clicking Edit
This Workflow Report at the top of the form.

Saving Workflow Reports

When you run a workflow report, you have the option to save the report criteria and make
them available to other users. Saving workflow reports means that you can execute them
at will with a single click, without having to re-enter the criteria each time.

To save a workflow report

1. Run a workflow report as described in “Running a Workflow Report,” on page 270.

2. In the “Results of Workflow Report” form, click Save This Workflow Report.
Content Server displays the “Save Workflow Report” form:

Save Workflow Report:

*Name: |

[ Share this Search

Analyst =
Approver
ArtwarkAuthor
ArtworkEditor =]

Share with Users of Roles:

Created by: fwadmin

Filter String: (Edit This Search)

3. Complete the form as follows:

a. Enter a name for the report (this is a required field). The name you specify here
will appear in the list in the Workflow Reports section of the Workflow
Management console.

b. If you want to share this report with other users holding certain roles, select the
Share this search box, and then select the roles you want to share this report with.
You can select multiple roles by Ctrl-clicking each role you want to select. You
can also select a range of roles by Shift-clicking the first and last roles in the
range.

c. (Optional) If you want to review or edit the report criteria, click Edit This
Search. Note that this will require you to run the report again; then you must click
Save This Workflow Report at the top of the “Results of Workflow Report” form
to return to the “Save Workflow Report” form.

4. Click Save.
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Running Saved Workflow Reports

To run a saved workflow report

1.
2.
3.

5.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

In the button bar, click Workflow.

Content Server displays the Workflow Management console.

In the Workflow Reports section of the Workflow Management console, locate the
report you want to run:

Saved workflow Reports

Please select the Saved Workflow Report

M A Articles in Workflow  shared

M # i  Urgent Articles private

Click the name, or the View (binoculars) icon of the workflow report you want to run.

Content Server runs the report and displays the results:

Editing Saved Workflow Reports

To edit a saved workflow report

SOFTWARE

1.
2.
3.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

In the button bar, click Workflow.

Content Server displays the Workflow Management console.

In the Workflow Reports section of the Workflow Management console, locate the
report you want to edit:

Saved workflow Reports

Please select the Saved Workflow Report

M A Articles in Workflow  shared

M # i  Urgent Articles private

Click the Edit (pencil) icon of the workflow report you want to edit.

Content Server displays the “Create Workflow Report” form with the currently saved
criteria selected.

Make your edits, remembering to use the Ctrl key if you are making additions to
current selections. When you are done, click Report to execute the report again.

Click Save This Workflow Report at the top of the “Results of Workflow Report”
form to return to the “Save Workflow Report” form.

In the “Save Workflow Report” form, click Save to commit the changes to the database.
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Deleting Saved Workflow Reports

To delete a saved workflow report

SOFTWARE

1.
2.
3.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

In the button bar, click Workflow.

Content Server displays the Workflow Management console.

In the Workflow Reports section of the Workflow Management console, locate the
report you want to delete.

Click the Delete (trashcan) icon of the workflow report you want to delete.
Content Server displays a confirmation dialog.

Click Delete this Item to delete the workflow report.
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Revision tracking is a configurable feature and must be enabled by the CS administrator

for the asset types on your sites. Revision tracking allows you to track and control the
changes made to your assets.

With revision tracking, you can:

* Enforce that only one person at a time can edit or delete an asset.
* Keep track of past versions of an asset and who created them.

* Restore (roll back) an asset to a previous version.

This chapter describes revision tracking and the procedures used to track assets. It
contains the following sections:

*  Overview

* Checking Out Assets

* Undoing a Checkout

*  Checking In Assets

* Examining Revision History

e Comparing Versions

Note

In the Burlington Financial and FirstSite II sample sites, revision tracking is not
enabled by default. Contact your administrator if you have any questions or concerns
about revision tracking as it applies to you.
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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
as retrieved by queries or collections.

When revision tracking is enabled, you control access to an asset by checking it out and
back in. You can either check assets out and back in manually, or let Content Server handle
the process automatically.

Manual Checkout and Checkin

When manual checkout is enabled, there are three commands that control access to assets:

* Check out. Only one user can check out an asset at any given time. If other users try
to check the asset out or modify it, CS informs them that the asset is unavailable.

If an asset is assigned to you in a workflow, and you have checked out the asset, then
you cannot finish your assignment until you check the asset back in.

An asset that is checked out cannot be approved for publishing until it is checked in.

* Check in. You check in assets that you have checked out. After the asset is checked
in, others can work with it, and if the asset is assigned to you in a workflow, you can
finish your assignment.

When you check in an asset that you have checked out, a record is made of the
checkin, and a copy of the last saved version of the asset is preserved (the number of
versions kept is set by the administrator).

Another option is to check in the asset so that you have an archived version but to
keep it checked out. This option enables you to store a version but keeps the asset
available to you alone.

¢ Undo Checkout. If you check out an asset and then decide that you don’t want to save
the work you did on it, cancel or “undo” the checkout. In this case, the asset is simply
unlocked and no new version is saved.

Automatic Checkout and Checkin

If you try to edit, delete, roll back, or assign a workflow process to an asset that is not
already checked out, CS checks it out to you automatically. When you save the edited
asset, CS checks it back in automatically and saves the new version. (When you manually
check out an asset, edit it, and then save it, the new version is not saved until you manually
check the asset back in.) Therefore, if the situation requires it, you can choose to bypass
the step of manually checking out and checking in an asset and rely on the automatic
revision tracking feature instead.

When to Use Automatic Checkout

Be sure that you rely on automatic checkout only when it is appropriate to do so. For
example, if you are going to make one simple change to an asset, you can use automatic
checkout. However, if you are making extensive revisions, you should not use automatic
checkout for the following reasons:

* The volume of revisions that could be saved (depending on your configuration)
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* Overwriting a version of the asset you might need later

When an asset is automatically checked out to you, CS saves an official, archived version
of the asset each time you click Save. Therefore, if you make several changes to an
asset—saving and inspecting each change separately—CS checks in a version of the asset
at each save. Depending on the number of versions CS is configured by the administrator
to store, you might overwrite older versions that you wanted to keep with the
automatically checked-in versions.

Releasing Locked Assets

Because automatic checkout is in effect when revision tracking is enabled, you might
accidentally check out an asset while you work in Content Server’s interface. This locks
the asset and prevents other users from working with it. To make sure that you are not
stopping other people from working with assets that you have inadvertently checked out,
review the assets checked out to you by viewing your “My Checkouts™ list and check in
(or, if you do not want to commit your changes to the database, undo the checkout of) any
assets that you do not need.

Functions That Use Automatic Checkout and Checkin

The following table describes asset management functions that check assets out or in
automatically:

New As soon as you open a “New” asset form, the asset is checked out to
you and a SYSTEM version is stored. This version has no content.
When you save the asset, another (second) version is stored.

Edit Checks out the asset and prohibits other users from editing or
deleting it.

Save Checks in the asset, but only if it was checked out automatically.

Copy Checks out a new copy of the asset. The source asset is not checked
out during the copy operation. The new copy behaves as if you
created a new asset as described above in the New function column.
The only difference is that there is more data included in the copied
version. The copied asset is displayed in its “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.

Build Checks out the “Collection” asset and then checks it back in when
the build operation completes.

Place Checks out the “Page” asset and then checks it back in when the
place operation completes.

Rollback Clicking Rollback checks out the asset, then immediately checks it
back in.
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Rollback and Revision History

SOFTWARE

When you check in an asset that you have checked out, CS stores a new version of the
asset and adds it to a list of previous versions (assuming the administrator allowed the
storage of multiple versions). You can later restore the asset to one of those previous
versions and you can examine the asset’s revision history.

Rollback means restoring the asset to a previous version. When you have an asset
checked out, you can roll it back to any previous version. Rollback restores the
contents of an asset, but does not reset the status (created, edited, received, and so
forth) as of the previous version, nor does it affect workflow status. If the asset is part
of a workflow, anyone who has the appropriate permissions can restore it to a previous
version.

Revision History. You or any user can list and examine the revision history of an
asset. The revision history also shows who, if anyone, currently has the asset checked
out. You can tell whether a version was created by an automatic or manual checkout
by looking at the comment section of the revision history. 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.

Revision History Report
2008-8-14 12:4:36  fwadmin /Fixed spelling error Versions created thI’OUgh
2008-8-14 12:4:7  fwadmin \ Added text / manual checkout

2008-8-14 12:2:31  fwadmin /Version created by Edit VerSionS Created through
2008-8-14 12:2:13  fwadmi ersion created by Edit >‘; automatic checkout
2008-8-14 12:2:4 fwadmin \ Version created by Edit

2008-8-14 12:1:55 SYSTEM

oMW s M

Redh TR -2 -0k -]
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Checking Out Assets

To check out an asset
1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. Find the asset you want to check out and open its “Inspect” form:
a. In the button bar, click Search.
b. In the “Search” form, click the asset type of the asset you want to check out.
c. Enter the desired search criteria (if any) and click Search.
For more information on searching, see the section “Finding Assets,” on page §3.
4. In the search results list, navigate to the desired asset and click its Inspect icon.
Content Server displays the asset’s “Inspect” form.
5. In the action bar, click Check Out.

Article: Financial-A679-2001Mar9 version 6

H Preview D Inspect #Edit fiii Delete |more... + | [E Add to My Active List

Version & L Check Out ] L Rallback ] L Show Versions ]

Note

If you don’t see the Check Out button in the asset’s “Inspect” form, stop here.
Revision tracking for that asset type is not enabled on your site. If you have
questions about revision tracking, contact your CS administrator.

If the asset is already checked out to another user, Content Server displays a message
informing you of that fact. If your checkout is successful, Content Server displays the
message, “Checkout was successful,” and updates the checkout status as follows:

® Checkout was successful.

Article: Financial-A679-2001Mar9 version 6

H Preview D Inspect #Edit fiii Delete |more... + | [E Add to My Active List

Version 6 - Locked by fwadmin L Check In ] L Undo Cneckout] L Rollback ] L Show Versions ]
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Undoing a Checkout

To undo a checkout
1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. Find the asset you want to undo the checkout for and open its “Inspect” form:
a. In the button bar, click My Work.
Content Server displays the “My Work” view, showing the “My Checkouts” list.

b. In the “My Checkouts” list, navigate to the asset for which you want to undo the
checkout, and click its name.

Content Server displays the asset’s “Inspect” form.
4. In the action bar, click Undo Checkout.

® Checkout was successful.

Article: Financial-A679-2001Mar9 version 6

H Preview D Inspect #Edit fiii Delete |more... + | [E Add to My Active List

Version 6 - Locked by fwadmin L Check In ] L Undo Cneckout] L Rollback ] L Show Versions ]

Note

If you don’t see the Undo Checkout button in the asset’s “Inspect” form,
revision tracking for that asset type is not enabled on your site.

Content Server displays the message: “Undo Checkout was successful;” the asset is
returned to the database without a record of this checkout.

® Unde Checkout was successful

Article: Financial-A679-2001Mar9 version 6

H Preview D Inspect #Edit fiii Delete |more... + | [E Add to My Active List

Version 6 [ CheckOut ]  ((Rollback ]  (_Show Versions )
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Checking In Assets

To check in an asset

1.
2.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

In the button bar, click My Work.

Content Server displays the “My Work” view, showing the “My Checkouts” list.

In the “My Checkouts” list, navigate to the asset you want to check in, and click its
Check in button.

Content Server displays the “Check In” form:

Check InArticle: Financial-A679-2001Mar9 version 6

Name: Financial-A679-2001Marg version &
Description: Financial Services Funds Perform Best; Tech Sector Slumps
Status: Edited
ersion 6 - Locked by fwadmin
ID: 984156698158
Type: Article

Modified: Aug 14, 2008 12:04:25 PM by fwadmin

Please enter a comment for this revision and select "Check In" when done.
Select the "Keep Checked Out" option if you want to keep this checked
out.

Comments:

O Keep Checked Out

[ Cancel ] [ Check In ]

5. (Optional) In the Comments text box, enter comments or instructions that pertain to

SOFTWARE

the version that you are checking in. Comments are displayed with the asset title when
you view the version history.

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

Click Check In.

A confirmation message appears. Note that the version number has increased by one.

® Azzet successfully checked in.

Article: Financial-A679-2001Mar9 version 6

H Preview D Inspect #Edit fiii Delete |more... + | [E Add to My Active List

Version 7 (Check Out ]  ((Rollback ]  (_Show Versions
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Examining Revision History

To examine an asset’s revision history

SOFTWARE

1.
2.
3.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

Find the asset whose revision history you want to examine and open its “Inspect” form:
a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset you want to find.

c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page §3.

In the search results list, navigate to the desired asset and click its Inspect icon.
Content Server displays the asset’s “Inspect” form.

In the action bar, click Show Versions.

Content Server displays the asset’s Revision History Report.

Revision History Report

2008-8-14 12:24:11  fwadmin

2008-8-14 12:4:36 fwadmin  Fixed spelling error
2008-8-14 12:4:7 fwadmin  Added text

2008-8-14 12:2:31 fwadmin Version created by Edit
2008-8-14 12:2:13 fwadmin Version created by Edit
2008-8-14 12:2:4 fwadmin Version created by Edit
2008-8-14 12:1:55 SYSTEM

v v v vvovo
Ll o R ¥ I Y I e |

To view a specific version of the asset, click the Inspect icon next to the desired
version. Content Server displays that version’s “Inspect” view in a separate window.
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Comparing Versions

To Compare Versions

SOFTWARE

1.
2.
3.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

Find the asset whose revisions you want to compare and open its “Inspect” form:
a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset you want to find.

c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page §3.
In the search results list, navigate to the desired asset and click its Inspect icon.
Content Server displays the asset’s “Inspect” form.

In the action bar, click Show Versions.

Content Server displays the asset’s Revision History Report.

Revision History Report

2008-8-14 12:24:11  fwadmin

2008-8-14 12:4:36 fwadmin  Fixed spelling error
2008-8-14 12:4:7 fwadmin  Added text

2008-8-14 12:2:31 fwadmin Version created by Edit
2008-8-14 12:2:13 fwadmin Version created by Edit
2008-8-14 12:2:4 fwadmin Version created by Edit

v v v vvovo
Ll o R ¥ I Y I e |

2008-8-14 12:1:55 SYSTEM

To view a specific version of the asset, click the Inspect icon next to the desired
version. Content Server displays that version’s “Inspect” view in a separate window.

Click on the other version(s) you wish to compare to the currently open version. Each
version you select opens in its own separate window. You can arrange these windows
so that you can compare the different versions side-by-side.
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Reverting to a Previous Version (Rollback)

To roll back an asset

SOFTWARE

1.
2.
3.

6.
7.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

Find the asset you want to roll back and open its “Inspect” form:

a. In the button bar, click Search.

b. In the “Search” form, click the asset type of the asset you want to roll back.
c. Enter the desired search criteria (if any) and click Search.

For more information on searching, see the section “Finding Assets,” on page §3.
In the search results list, navigate to the desired asset and click its Inspect icon.
Content Server displays the asset’s “Inspect” form.

In the action bar, click Rollback.

Content Server displays a list of the asset’s versions:

Rollback Article: Financial-A679-2001Mar9 version 6

Name: Financial-A675-2001Mar% version §

Description: Financial Services Funds Perform Best; Tech Sector Slumps

Status: Edited

Version 7

ID: 984156698158

Type: Article

Meodified: Aug 14, 2008 12:04:25 PM by fwadmin
PO 7 2008-8-14 12;24:11  fwadmin
PO [ 2008-8-14 12:4:36 fwadmin Fixed spelling error
J-INe] 5 2008-8-14 12:4:7 fwadmin  Added text
PO 4 2008-8-14 12:2:31 fwadmin Version created by Edit
f-INe) 3 2008-8-14 12:2:13 fwadmin Wersion created by Edit
PO 2 2008-8-14 12:2:4 fwadmin WVersion created by Edit
el 1 2008-8-14 12:1:55 SYSTEM

Select the version that you want to roll back to and then click Rollback.

Note

If the asset is already checked out to another user, you cannot roll it back to a
previous version. In such cases, Content Server displays a message informing
you of this situation. To roll the asset back, wait until the user working on it
finishes his/her work and checks the asset back in.

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

A confirmation message appears. Note that rolling back an asset creates another
version of it.

P s 2008-8-14 12:28:50 fwadmin Version created by Rollback
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Part 3
Using Engage

This part describes tasks and responsibilities performed by marketers who want to target

site visitors for marketing campaigns using Engage, an optional Content Server
application.

This part contains the following chapters:
* Chapter 10, “Engage Overview”
e Chapter 11, “Grouping Visitors into Segments”

Chapter 12, “Creating and Configuring Recommendations”

e Chapter 13, “Creating Promotions”
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With Content Server, you can use the flex asset model to create an online catalog offering
products and content for sale. If you want to divide your market into segments that define
specific groups of customers and then target those segments with personalized
promotional or marketing messages, the solution is Engage.

Engage adds merchandising features to Content Server and extends the XML and JSP
object methods available for programming your e-commerce site. It enables you to design
online sites that gather information about your site visitors and customers, evaluate that
information, and then use that information to personalize the product placements and
promotional offerings that are displayed for each visitor.

This chapter contains the following sections:

* About Merchandising Assets

* Using Segments to Categorize Visitors

* Making Recommendations to Segmented Visitors

* Basing Promotions on Buying Patterns
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About Merchandising Assets

ut Merchandising Assets

With Engage, you use merchandising assets to do the following:

* Collect visitor data using the “Visitor Attribute,” “History Attribute,” and “History
Definition” assets

* Use that visitor data to define visitor segments (using “Segment” assets)

* Recommend products and content to visitors based on the segments they belong to
(using “Recommendation” assets)

* Run promotions that apply to all or specific segments (“Promotion” assets)

Developers and administrators create and manage the visitor data and underlying business
logic, while marketers create and manage the “Segment,” “Recommendation,” and
“Promotion” assets. As with any of the other Content Server applications, you create and
work with assets on the management site. Then, when assets are approved, you publish
them to your delivery site.

Marketers and developers are expected to collaborate extensively to implement effective
merchandising efforts.

Using Segments to Categorize Visitors

Segments are assets that categorize groups of visitors based on the visitor data that you are
gathering about them. You build segments by determining which kinds of visitor data to
use as filtering criteria and then setting the values that qualify or disqualify a visitor for the
segment.

You use the “Segment Filtering” forms in Engage to categorize groups of visitors based on
the visitor attributes, history attributes, and history definitions created by the developers.

Segments are the key to personalization with Engage. When visitors browse your site, the
information they submit is used to qualify them for segment membership. When the site
displays a page with a recommendation or promotion, Engage determines which segments
a visitor belongs to and displays the product recommendations or promotional messages
that are designated for those segments.

2

For detailed information on segments, see Chapter 11, “Grouping Visitors into Segments.

Making Recommendations to Segmented Visitors

You create “Recommendation” assets and then configure them by rating assets based on
their importance to the segments that you have created.

Recommendations are assets that determine which products or content should be featured
or “recommended” on a site page. These assets are rules that are based on the segments the
visitors qualify for, and, in some cases, relationships between the product or content
assets.

Recommendations have templates. A recommendation returns a list of assets to its
template when the template is rendered on a site page. The items in a list of recommended
assets are rated according to their importance to the current visitor based on the segments
that the visitor belongs to.
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For detailed information on recommendations, see Chapter 12, “Creating and Configuring
Recommendations.”

Basing Promotions on Buying Patterns

Promotions are assets that define an offer of value (a discount) to the visitors based on the
products that the visitor is buying and the segments that the visitor qualifies for. This value
can be offered in several ways:

e A discount off the purchase price of the promoted products

* A discount off the entire value of the shopping cart

* A discount off shipping charges

* A combination discount: a shipping discount with a price or cart discount

Promotions use the same templates as recommendations. You decide which
recommendation the promotion overrides, and Engage uses that recommendation’s
template to render the promotion on the site page.

For detailed information on segments, see Chapter 13, “Creating Promotions.”
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Segments are assets that categorize visitors into groups on the basis of visitor data that you
gather. You build segments by determining which kinds of visitor data to use as filtering
criteria and then setting values that qualify or disqualify a visitor for the segment.

This chapter describes segments and presents procedures for creating them. It includes the
following sections:

* About Segments

* About the Segment Forms
* Creating Segments

e Sample Segment Assets

* Publishing Segments

* After You Publish
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About Segments

Segments are used to create recommendations and promotions. The segments determine
which content in the recommendations and promotions visitors qualify for and display that
content to the visitors.

Segments are the key to personalization and merchandising with Engage. You, as a
marketer, create the visitor segments that the site pages depend on because you know
which merchandising messages should be associated with specific visitor segments.

When you create a segment, you specify filtering criteria that a visitor must match in order
to be included as a member of that segment. This is comparable to when database or site
administrators create a database query, and they specify parameters that a database record
must match in order to be included in the results of the query.

Segments and Visitor Data Assets

You build segments by using the visitor data assets as filtering criteria. There are three
kinds of visitor data assets: visitor attributes, history attributes, and history definitions.

* Visitor attributes hold types of information that specify one characteristic only. For
example, there can be attributes named years of experience, job description, or
number of children.

When visitors change the data, the new data overwrites the old. For example, if a
visitor changes her job description from analyst to marketing specialist, there is no
record of the fact that the visitor used to be an analyst.

* History attributes are individual information types that you group together to create
a single type of historical record.

* This historical record is a history definition. For example, a history definition called
purchases could be made up of the history attributes SKU #, itemname, quantity, and
price.

Engage treats the data recorded as a history definition as a whole unit of information.
It assigns a timestamp to and stores each instance of the data, which means that you
can create segments based on counts or sums of history definitions.

Developers create the visitor data assets based on the kinds of information that the
marketing and design teams want to collect and analyze. You and the other marketers can
use those assets to create segments that categorize your visitors, and the developers
program your site pages to collect and store visitor information.

Developing Segments: Process Overview

There are five general steps for creating segments:

1. Planning. A cross-functional design team including developers and marketers
determines the data you want to gather about your site visitors.

2. Creating visitor data assets. The developers create and define the necessary visitor
attributes, history attributes, and history definitions using the forms in Engage.

3. Creating segments. You (the marketers) use the “Segment” forms in Engage to
categorize visitors on the basis of visitor attributes, history attributes, and history
definitions.
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About the Segment Forms

4. Collecting visitor data. The developers program the appropriate site pages to collect
and store visitor data. For example, they might create an online registration form for
visitors to fill out with information that qualifies them for segments. When visitors
browse your site, the information they submit is stored in the Content Server database.

5. Segmenting visitors. Now when visitors browse your site, the information they
submit is used to qualify them for segment membership. The promotional messages
and recommended products are personalized based on the segments that visitors
qualify for.

ut the Segment Forms

You will use two forms when creating segments, the “Segment Filtering Criteria” form
and the “Segment Definition” form. This section describes these forms.

“Segment Filtering Criteria” Form

SOFTWARE

The “Segment Filtering Criteria” form displays the visitor data assets that you can use to
create segments. In this form you select the criteria that will define your segment.

Categories

The visitor data assets in the “Segment Filtering Criteria” form are organized within
categories that are listed across the top of the form. For example:

Segment Filtering Criteria:Classic Movie Fan
Buyer Contact »Profile »User FBuyerhistory FHistory FShopping Cart

When you click a category, the form displays the visitor attributes or the history
definitions in that category.

Because visitor data assets are so varied, developers assign them to categories to organize
them. (Developers create categories when they define visitor data assets.) For example,
the above image displays the category Profile, which developers created for visitor
attributes that are related to personal information about the visitors.

Note

The actual categories of visitor data assets will likely differ for your installation,
depending on the installation options and what your developers have defined. See
your developers if you need information about categories or visitor data assets.
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The “Shopping Cart” Form

“Shopping Cart” is listed with the categories on the segment filter forms but the shopping
cart is a special, default feature rather than a category of attributes.

Segment Filtering Criteria:Classic Movie Fan
» Buyer Contact b Profile PUser PBuyerhistory PHistory Shopping Cart

Shopping Cart

* Ilnclude 'l Total value of items in the cart Iis equal to j $| _ $|
O Ilnclude 'l Total count of items in the cart Iis equal to j I _I

Restrict to specific products:

& o restrictions

) Restrict ta specific iterns from the tree. (Select items from the appropriate tab in the tree; then
click Add}).:

i Add Selected Items I

Mo products or product categories have been selected,

((Cancel This Criterion ]  ( Add This Criterion ]

You can use the “Shopping Cart” form to create segments based on the following kinds of
conditions:

* The total value of all the products in the shopping cart

*  Whether a specific product is in the shopping cart

*  Whether a certain number of products are in the shopping cart

*  Whether a certain number of specific products is in the shopping cart

If you want to implement a promotion based on the current state of a visitor’s shopping
cart, use this form to build a segment and then use the segment in the promotion.

The “Shopping Cart” form is always available for defining your segments. Therefore,
even before your site developers create visitor attributes or history definitions, you can
create segments defined by shopping cart information.
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While you’re creating a segment, Engage displays each condition (criterion) that you add
to the segment in a form similar to the following:

Segment: Classic Movie Fan

*Name: |Classic Mavie Fan
Description: I
Filtering This segment includes:
Criteria: All Visitors
Y
Restrict Visitars
Include Include |Eluyer Comactj
iewer Slapstick Miewer romance| [ Include Others
Preference Preference
Edit Delete Edit Delete
Y
Restrict Visitars
Buyer Contact |7
| Restrict Further
Y
This segment is:
Classic Movie Fan

[ Cancel ] [ Save Changes ]

As you add criteria to a row (across the table), you create a more inclusive segment. In the
preceding form, the visitor can be interested in either suspense movies or romance movies
or both kinds of movies to be included in the segment. In other words, you add more

factors that can qualify a visitor for a segment by working across the table, adding criteria

to the same row.

As you add criteria to a column (down the table), you create a more restrictive segment. In

the following example, a visitor belongs to the segment only if both the criteria are true:

Filtering Criteria: This segrnent includes:
Al Visitors
¥
Restrict Visitors
[Include IBuyerContactj
| Viewer Preference Slapstick| 7 Indude Others
Edit Delete
Y
Restrict Visitors
Include |BuyerContactj
Suitable Ages 18 - 30 T Include Others

[ Edit Delete

Restrict Visitors

IEIuyerContact 'l
| Restrict Further

Y

This segment is:

Classic Movie Fan

The visitor must be interested in slapstick movies and be between the ages of 18 and 30 to
belong to the segment. In other words, you add restrictions to a segment by working down
the form, adding them to the column.

In summary, segments broaden as you add criteria across the table and narrow as you add
criteria down the table.
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Before you create segments, be sure the following tasks have been completed:

The marketing, design, and development teams met to determine the kinds of data that
you want to collect about your visitors.

The developers created the visitor attributes, history attributes, and history definitions
that the cross-functional team decided are necessary.

You (the marketers) obtained a list or overview of the visitor data assets that were
created and you understand what they mean and how they are categorized.

: Name and Define the Segment

If Content Server’s interface is not open, log in.

If prompted, select the site you want to work with.
In the button bar, click New.

Content Server displays the “New” form.

In the “New” form, select New Segment.

Note

If New Segment does not appear in the “New” form, stop here. You do not have
the permissions to create segments. Consult your administrator for more
information on your permissions.

Content Server displays the “New Segment” form:

Segment
*Name:
Description:
Farmat: yyyy-mm-dd hh:mm:ss
Start Date:
Farmat: yyyy-mm-dd hh:mm:ss
End Date:

[Cancel ] [Save ] [Conllnue ]

In the Name field, enter a unique, descriptive name for the segment. You can enter up
to 64 alphanumeric characters, including spaces. The first character must be a letter.

In the Description field, enter a brief description of the segment. You can enter up to
128 alphanumeric characters.

In the Start Date and End Date ficlds, use the date picker to select the date range that
the segment will be used on the web site.

Click Continue.
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Content Server displays the “Segment Filtering Criteria” form. The categories of
visitor attributes and history definitions you can use to build your segment are listed
across the top of the form.

Segment Filtering Criteria:Classic Movie Fan

Buyer Contact » Profile »User FBuyer history FHistory ¥ Shopping Cart

Buyer Contact

Include % | Login name | is equal to v

Buyer Contact Criteria:

Lagin name

Street address

Additional street address information
City name

Two character country code

County name

Ernail address

Fa¥ nurnber

Locale setting

Mame of person

additional narme information about a person such as a title
Postal ar zip code

State or province name

Telephone number

W address (URL)

(Cancel This Criterion ] [ Add This Criterion ]

Note that filtering on text strings is case-sensitive unless it is explicitly set not to be so.

9. Do one of the following:

- If you want to create a segment based on a buyer contact information, go to
“Step 2: Create Segment Filtering Criteria with Visitor Attributes,” on page 297.

- If you want to create as segment based on the user profile, go to “Step 2: Create
Segment Filtering Criteria with Visitor Attributes,” on page 297.

- If you want to create a segment based on buyer history, go to Step 3: Create
Segment Filtering Criteria with History Definitions.

- Ifyou want to create a segment based on a history definition, go to Step 3: Create
Segment Filtering Criteria with History Definitions.

- If you want to create a segment based on the shopping cart, go to Step 4: Define
the Segment with Shopping Cart Criteria.

Step 2: Create Segment Filtering Criteria with Visitor Attributes

1. In the “Segment Filtering Criteria” form, click the name of a category that lists visitor
attributes.

Engage displays a list of the attributes in the category.

Click the name of the attribute that you want to use to define the segment.

The form displays constraint fields that are meaningful for that attribute.

Use the form to set the attribute values that include a visitor in the segment or exclude
a visitor from the segment.
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For example, if the attribute is “age” and you want to include people between the ages
of 18 and 30, set the values as follows:

Profile
IIncIude 'l Suitable Ages |is hetweaen j |18 - |30

To exclude people who are in that age range, set the values as follows:

Profile

IEchude 'I Suitable Ages |is hetween = |18 - |3IZI

To include only people who are 18, set the values as follows:

Profile

IIncIude 'I Suitable Ages |is equal to j |18 |

Click Add This Criterion.

The criterion is added to the segment.

Segment: Classic Movie Fan

*Name: |Classic Movie Fan
Description: I
Filtering Criteria: This segment includes:
all Visitors
Y

Restrict Visitors

Include |Eluyer Contactj

. Sultab@ Ages 18 - 30| (Ticiude others
Edit Delete

Y

Restrict Visitors

IEluyer Contact 'l
| Restrict Further

Y

This segment is:

Classic Movie Fan

[ Cancel ] [ Save Changes ]

Do one of the following:

- Ifyou are finished creating this segment, click Save.

- To add another criterion to the segment, continue this procedure.
Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the drop-
down list under (in the next row) the criterion that you just added, and click
Restrict Further.
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8. Do one of the following:
- If you selected a visitor attribute category, go back to step 2 of this procedure.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

- Ifyou selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.
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Step 3: Create Segment Filtering Criteria with History Definitions

1. In the “Segment Filtering Criteria” form, click on a category for a history definition.

The “Segment Filtering Criteria” form for history definitions is displayed. It shows the
first history definition in the category. For example:

Buyer history - Purchase summary

[ |Include j Total |--F'ick Attrihute--j |is equal to j |
o |Include j Count |is equal to j |
O[include [B] Earliest date recorded [is equal to |
e lm Latest date recorded |i8 equal to =
[5an B2 TRw07 st El:[FF |[PME] time zone [05:00
Restrict to a specific time period: History Attributes
@ Overall & No restrictions
O The Iasd— lm O Walues for selected attributes

Pick Attribute
© & specific time period: Purchase summary attributes:

between |Jan j I22 IZDD? s Store ID

at I"1 'l : I3? IPM 'l time zone |'053DD 'l

and [Jan gl [22 |]z007

‘3'5|"1 j' =|3? Im time zone Im * Amount of sales

e MNurnber of iterns

e Product list

Additional Buyer history criteria:

® Purchase summary

((Cancel This Criterion ]  ( Add This Criterion ]

It has three general areas that you use to restrict or filter items:
- The options area at the top of the form
- The time restriction area on the left of the form

- The history attribute restriction area on the right of the form. This section lists the
history attributes that define the history definition.

Note

To use a different history definition from the one displayed in the form,
select one from the Additional Criteria list at the bottom of the form.

2. Use one or more of the following options to create simple or complex criteria by using
all three areas in the “Segment Filtering Criteria” form to restrict or filter one item.
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Option 1: Filtering Based on a Total

You can define the segment based on a total, such as the total amount spent, a total price,
or a total number of items.

For example, a site developer could create a history definition named Purchase History,
which would be a historical record of purchases made by site visitors. One of the history
attributes in this definition could be number of items. Using this history definition, a
marketer could create a segment based on the total number of items purchased by site
visitors.

To define a segment based on a total, complete the following steps:

1.

Select the Total option and then set the values that include a visitor in the segment or
exclude a visitor from the segment.

For instance, the example history definition Purchase History could be set to include
visitors who have purchased 10 items or more:

o IIncIude j Total |Numher of itemsj |is greater than ar equal toj |1D

Under Restrict to a specific time period, specify the time period to use for the total.

For example, to include visitors who bought the specified number of items during the
last six months, the time option values for the Purchase History history definition
could be set as follows:

® The last |6 |m0nths 'I

To include visitors who bought the specified number of items on a specific day—
perhaps a holiday—the values could be set as follows:

{* & specific time period:

between IJU| j I"l IZDDE
at I12 'l : IDD— Im time zone lm
and |Jul 5] f4 [2008

at |11 'l : |59 IF'M 'l time zone I-DS:DD 'l

(Optional) To further restrict this criterion by adding a history attribute to it, go to
Option 5: Adding a History Attribute to Further Define the Segment.

4. Click Add this Criterion. The criterion is added to the segment.

SOFTWARE

Filtering Criteria: This segment includes:

All Wisitors

Y

Restrict Visitors

Include {Purchase surmmary) IEluyer CDntaCtj

Total Number of iterms == 10 L:
Last 6 months Include Others
[ Edit ) ( Delete

Restrict Visitors

IEluyer Contact 'l
| Restrict Further

Y

This segment is:

Classic Movie Fan
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5. Do one of the following:

- Ifyou are finished creating this segment, click Save.

- To add another criterion to the segment, continue this procedure.
6. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.

7. Do one of the following:

- Ifyou selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions

- Ifyou selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria

Option 2: Filtering Based on a Count

You can define the segment based on the total number of times this history definition was
recorded for a visitor.

For instance, using the Purchase History history definition described in

Option 1: Filtering Based on a Total, a marketer could define a segment based on the
number of times Purchase History was recorded for a visitor. The effect of this criterion
is that Engage would consider how many times a visitor purchased anything instead of
considering what they bought or how much they spent.

To define a segment based on a count, complete the following steps:

1. Select the Count option at the top of the form and then set the values that include a
visitor in the segment or exclude a visitor from the segment.

For example, the Purchase History history definition could be set to include visitors
who have purchased something (anything) at least five times:

[ |Include j Count |is greater than ar equal toj |5

2. Under Restrict to a specific time period, specify the time period to use for the count.

For example, to include visitors who bought during the last six months, the time
option values for the Purchase History history definition could be set as follows:

® The last IE Imonths 'l
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To include visitors who bought something on a specific day—perhaps a holiday—the
values could be set as follows:

{* & specific time period:

between IJU| j I"l IZDDE
at I12 'l : IDD— Im time zone lm
and |Jul 5] f4 [2008

at m : I59 IPM 'l time zone |'053DD 'l
(Optional) If you want to further restrict this criterion by adding a history attribute to
it, go to Option 5: Adding a History Attribute to Further Define the Segment
Click Add this Criterion.

The criterion is added to the segment.

Filtering Criteria: This segment includes:

All Wisitors

Y

Restrict Visitors

Include {Purchase surmmary) IEluyer CDntaCtj

ansutng .:; n?:hs L@
Y
Restrict Visitors
IEluyer Contact 'l
Y
This segment is:

Do one of the following:

- Ifyou are finished creating this segment, click Save.

- To add another criterion to the segment, continue this procedure.
Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.

Do one of the following:

- Ifyou selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions

- If you selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.
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Option 3: Filtering Based on the First Time a History
Definition Was Recorded

You can define the segment based on the first time the history record was recorded for
visitors.

For instance, using the Purchase History history definition described in

Option 1: Filtering Based on a Total a marketer could define a segment based on the first
time the visitor purchased something—in other words, the first time a Purchase History
record was recorded for the visitor.

To define the segment based on the first time the definition was recorded, complete the
following steps:

1. Select the Earliest option at the top of the form and then set the values that include a
visitor in the segment or exclude a visitor from the segment.

For example, the Purchase History history definition could be set to include visitors
who purchased something on or before January 1, 2007:

@ IInu:Iude 'I Earliest date recorded |is less than or equal to j
[Jan [ |1 2007 at 123 ;oo |AavEl time zone I-DS:DD -]

2. Under Restrict to a specific time period, specify the time period to use for this
condition.

For example, if a marketer wanted to include visitors who purchased something on or
before a specific date (in this example, January 1, 2007) but did not want to include
them if the date of that purchase was more than two years ago, the Purchase History
time values could be set as follows:

® The last I2 IYears j'

3. (Optional) If you want to further restrict this criterion by adding a history attribute to
it, go to Option 5: Adding a History Attribute to Further Define the Segment.

4. Click Add this Criterion.
The criterion is added to the segment.
Filtering Criteria: This segment includes:

All Wisitors
Y

Restrict Visitors

Include {Purchase surmmary) IEluyer CDntaCtj

First date <= lanuary 1, 2007 | ¢ Indude Others
Last 2 years
[ Edit ) ( Delete

Restrict Visitors

IEluyer Contact 'l
| Restrict Further

Y

This segment is:

Classic Movie Fan
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5. Do one of the following:

- Ifyou are finished creating this segment, click Save.

- To add another criterion to the segment, continue this procedure.
6. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the drop-
down list under (in the next row) the criterion that you just added, and click
Restrict Further.

7. Do one of the following:

- Ifyou selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

- Ifyou selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.

Option 4: Filtering Based on the Last Time a History
Definition Was Recorded

You can define the segment based on the last time (the most recent time) the history
definition was recorded for a visitor.

For instance, using the Purchase History history definition described in

Option 1: Filtering Based on a Total a marketer could define a segment based on the most
recent time the visitor purchased something—in other words, the last time a Purchase
History record was recorded for the visitor.

To define the segment based on the last time the history definition was recorded, complete
the following steps:

1. Select the Latest option at the top of the form and then set the values that include a
visitor in the segment or exclude a visitor from the segment.

For example, to include visitors who have purchased something since January 1, 2007,
the Purchase History values could be set as follows:

* IIncIude 'l Latest date recorded |is greater than j

[Jan 5] |1 fo07 | acf1zf] oo []amE]l tme zone [-05:00 [F

2. Under Restrict to a specific time period, specify the time period to use for this
condition (Overall in our example).

3. (Optional) If you want to further restrict this criterion by adding a history attribute to
it, go to Option 5: Adding a History Attribute to Further Define the Segment.
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4. Click Add this Criterion.

The criterion is added to the segment. For example:

Filtering Criteria: This segment includes:

All Wisitors

Y

Restrict Visitors

|Inc:|ude {Purchase surnmary)
| Last date = January 1, 2007

| Edit | [ Delete

|Eluyer Contactj

| Include Others

Y

Restrict Visitors

IEluyer Contact 'l
| Restrict Further

Y

This segment is:

Classic Movie Fan

5. Do one of the following:

- If you are finished creating this segment, click Save.

- To add another criterion to the segment, continue this procedure.
6. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.

7. Do one of the following:

- If you selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

- Ifyou selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.

Option 5: Adding a History Attribute to Further Define the
Segment

You can add a history attribute to create a more complex segment—one that further
restricts the count, total, first, or last record by taking a specific attribute into
consideration.

To add a history attribute to further define the segment, complete the following steps:

1. Select and configure one of the four options at the top of the form (Count, Total,
Earliest, or Latest). If you need help with this step, go to one of these procedures:

- Option 1: Filtering Based on a Total

- Option 2: Filtering Based on a Count

- Option 3: Filtering Based on the First Time a History Definition Was Recorded
- Option 4: Filtering Based on the Last Time a History Definition Was Recorded
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Under History Attributes (on the right side of the form), select the Values for
selected attributes option.

Under the attribute list for this history definition, click the history attribute that you
want to use as a filter.

The form displays constraint fields that are meaningful for that attribute.

Use the constraint fields to set the attribute values that further constrain the criterion.
For example:

{* Yalues for selected attributes
Store ID |1 *I

Under Restrict to a specific time period, specify the time period to use for this
condition.

Click Add this Criterion.

The criterion is added to the segment.

Do one of the following:

- Ifyou are finished creating this segment, click Save.

- To add another criterion to the segment, continue this procedure.
Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.

Do one of the following:

- Ifyou selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

- If you selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.
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Option 6: Adding Products to Further Define the Segment

You can add products to create a more complex segment—one that further restricts the
count, total, first, or last record by taking specific products into consideration—if the
history definition that you use to define this segment has a product list history attribute.

To add a product to the segment definition, complete the following steps:

1.

Select and configure one of the four options at the top of the form (Count, Total,
Earliest, or Latest). If you need help with this step, go to one of these procedures:

- Option 1: Filtering Based on a Total

- Option 2: Filtering Based on a Count

- Option 3: Filtering Based on the First Time a History Definition Was Recorded
- Option 4: Filtering Based on the Last Time a History Definition Was Recorded

Under History Attributes (on the right side of the form), select the Values for
selected attributes option.

Under the attribute list, select Product List.
The form displays a Select button.
In the tree, select the Product tab.

Click the product that you want to select. To select more than one product use
Ctrl-click or Shift-click.

Click Select.

Engage lists the product parents and products that you selected. For example:
¥ Walues for selected attributes

Product list

ProductGroups Cormedy
ProductGroups Mystery and Suspense

Under Restrict to a specific time period, specify the time period to use for this criterion.
Click Add this Criterion.

The criterion is added the segment.

Do one of the following:

- Ifyou are finished creating this segment, click Save.

- To add another criterion to the segment, continue this procedure.

10. Do one of the following:

SOFTWARE

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.
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11. Do one of the following:

- Ifyou selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

- Ifyou selected Shopping Cart, go to Step 4: Define the Segment with Shopping
Cart Criteria.

Step 4: Define the Segment with Shopping Cart Criteria

SOFTWARE

Click Shopping Cart.
Engage displays the “Shopping Cart” section of the “Segment Filtering Criteria” form:

Segment Filtering Criteria:Classic Movie Fan
» Buyer Contact b Profile PUser PBuyerhistory PHistory Shopping Cart

Shopping Cart

* Ilnclude 'l Total value of items in the cart Iis equal to j $| _ $|
O Ilnclude 'l Total count of items in the cart Iis equal to j I _I

Restrict to specific products:

& o restrictions

) Restrict ta specific iterns from the tree. (Select items from the appropriate tab in the tree; then
click Add}).:

i Add Selected Items I

Mo products or product categories have been selected,

((Cancel This Criterion ]  ( Add This Criterion ]

Do one of the following:

- To define this segment based on the total value of the items in a visitor’s shopping
cart, select the first option and then set the values. For example, to include visitors
who have at least $50 worth of products in their carts, set the values as follows:

@ IIncIude 'l Total value of items in the cart |is greater than or equal to [z $|50 - $|

- To define this segment based on the total number of items in the visitor’s shopping
cart, select the second option and then set the values. For example, to include
visitors who have three or more items in their carts, set the values as follows:

o Ilnclude 'l Total count of iters in the cart Iis greater than or equal toj |3 - I

To restrict the item count or cart value to specific products in the catalog:
a. Select Restrict to specific items from the tree.
b. In the tree, select the Product tab.

c. Click the product that you want to select. To select more than one product, use
Ctrl-click and Shift-click.

d. In the “Segment Filtering” form, click Add Selected Items.
Click Add this Criterion.
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The shopping cart criterion is added to the segment.

Filtering Criteria: This segment includes:

All Wisitors

Y

Restrict Visitors

Include {Shopping Cart) IEluyer CDntaCtj

. count - ==3 | Include Others
Edit Delete
Y
Restrict Wisitars
IEluyer Contact 'l
Y
This segment is:
Classic Mavie Fan

5. Do one of the following:

- Ifyou are finished creating this segment, click Save.

- To add another criterion to the segment, continue this procedure.
6. Do one of the following:

- To add another criterion that qualifies a visitor for this segment, select a category
name from the drop-down list to the right (in the same row) of the criterion that
you just added, and click Include Others.

- To add more restrictions to the segment, select a category name from the
drop-down list under (in the next row) the criterion that you just added, and click
Restrict Further.

7. Do one of the following:
- Ifyou selected Shopping Cart, return to step 2 in this procedure.

- Ifyou selected a visitor attribute category, go to Step 2: Create Segment Filtering
Criteria with Visitor Attributes.

- Ifyou selected a history definition category, go to Step 3: Create Segment
Filtering Criteria with History Definitions.

Sample Segment Assets

When you install Engage with the Burlington Financial sample site, you get two sample
segment assets, BFfrequentvisitors and highriskinvestors, which appear in the
Marketing tab in the tree. These segments are designed to work in concert with the
sample “Recommendation” and “Promotion” assets that also appear in the Marketing tab.
Use these sample segments as templates for creating segment assets for your site.

Publishing Segments

When your segments are ready, you must approve them so they can be published to your
delivery system. Engage can then use the segments to assess visitors and recommend the
appropriate items to them.
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After You Publish

Be sure to examine or inspect your segments to verify that you configured them correctly
before approving them for publishing.

For more information about approving and publishing assets, see Chapter 7, “Publishing.”

After You Publish

After you have created, verified, and published the segments, you must assign ratings to
the products and content that are significant to members of each segment. For details, see
Chapter 12, “Creating and Configuring Recommendations.”

You can also create promotions after you have created segments. For more information,
see Chapter 13, “Creating Promotions.”

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

SOFTWARE



Chapter 11. Grouping Visitors into Segments 312

After You Publish
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Chapter 12
Creating and Configuring Recommendations

SOFTWARE

Recommendations are assets that determine which assets are featured or “recommended”
on a site page. Recommendations calculate which assets to recommend based on the
segments the visitors qualify for, and, in some cases, context-based relationships between
assets (for example, movies related to each other by genre).

After you create the “Recommendation” assets, (typically, marketing people create
“Recommendation” assets), you configure them by rating their child assets based on their
importance to the segments that visitors qualify for. Assets are recommended (or are not
recommended) based on those ratings. Additionally, the Related Items recommendation
defines relationships between assets that allow for cross- or up-selling items according to
how those items are related to one another. You determine which assets have those
relationships.

This chapter contains the following sections:

Recommendation Assets

Asset Selection Factors

Creating Recommendation Assets

Editing Recommendation Assets

Configuring Assets to Be Recommended

Configuring Asset Relationships Using Related Items Recommendations
Verifying Recommendation Assets

Publishing Rated Flex Assets
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Recommendation Assets

SOFTWARE

A “Recommendation” asset collects, assesses, and sorts assets, and then recommends the
most appropriate of these assets to the current visitor. How does it determine which assets
are the most appropriate? By consulting the list of segments that the visitor belongs to and
any confidence set in the recommendation for each asset. (For information about
confidence, see “Confidence,” on page 319.)

You create segments and then rate the flex assets for their importance to each segment.
When a “Recommendation” asset is invoked from a site page, Engage determines which
segments the current visitor qualifies for, and then selects the assets that are identified by
the recommendation to have the highest rating for those segments. These are the assets
that are recommended to the visitor.

Engage provides the following types of recommendations:
* Static Lists — operates in two modes, List and Recommendation:

- In List mode, a Static Lists recommendation holds and returns a single static,
preselected list of assets regardless of segments (or whether segments apply at
all). Confidence values are automatically assigned to assets on the list based on
their position on the list; the first asset receives a confidence value of 100%, the
next one 99%, and so on, in descending order.

- In Recommendation mode, a Static Lists recommendation holds and returns static,
preselected lists of recommended assets when the visitor qualifies for segments
defined in the recommendation, and also when no segments apply.

When a template invokes the recommendation, the recommendation returns the
assets on the static lists. For each asset that you add to a segment’s static list, you
can assign a confidence value for In Segment and Out of Segment ratings. (A
variant of this type of recommendation was formerly known as “manual.”)

You create a static lists recommendation by selecting assets from your Active List and
adding them to each segment’s list (recommendation mode) or the common list (list
mode). Because this is a static lists recommendation, the assets in the list(s) remain the
same until you change them (or delete them from the database).

* Dynamic Lists — references a special asset called a “CSElement” asset, which your
developers have coded as a type of program known as an element. When a template
invokes the Dynamic Lists recommendation, it executes the element, which returns a
list based on the conditions defined in the element. For example, you could create a
recommendation named “New Products” whose referenced element selects only those
“Product” assets that have been added to the database in the past five days.

You create a Dynamic Lists recommendation by selecting a “CSElement” asset
(which contains the logic for generating the list) in the tree. You can then test the
selected element by displaying the current list results.

As its name implies, this type of recommendation is dynamic: each time it is invoked
by a template, the recommendation executes the element, which regenerates the list,
based on the current state of the database.

* Related Items — holds the name of a relationship between flex assets that are related
to one another based on context (for example, similarly themed movies). When a
template invokes a Related Items recommendation, assets are returned
(recommended) only if they are manually configured to have the relationship named
by the recommendation with the asset that is currently displayed on the page.
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Recommendation Assets

Typical relationships between assets are cross-sell and up-sell relationships. For
example, a Related Items recommendation named “Cross-Sell” displays a list of
science fiction movies on rendered pages that display suspense movies because the
marketers determined that people who buy science fiction movies also buy suspense
movies.

You create a Related Items recommendation by naming it and specifying that it is a
Related Items recommendation. You must then determine which flex assets should
have the relationship represented by this recommendation with other flex assets. You
assign these relationships in the parent asset’s “New” or “Edit” form, and you assign a
confidence value to each asset on the list for each segment.

When the recommendation is rendered by its template, Engage does the following:

- Identifies which assets have the relationship named by the recommendation with
the currently displayed asset.

- Examines the ratings for those assets to determine whether those assets are
relevant for the current visitor.
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Recommendation Assets

The functionality of each of the available types of “Recommendation” assets is
summarized in the following table:

Ratings (by segment) | Yes Yes Yes Yes
Confidence (by Determined by asset’s | Yes Yes Yes
segment) position in the list; no

segment distinction.

Selection Criteria Highest only Highest, Random Highest, Random Highest, Random
Sort Order Descending by Yes Yes Yes
confidence only
Options e Can return the ¢ Can return the ¢ Can return the e Can return the
children of children of children of children of
recommended assets recommended assets recommended assets recommended assets
* Can be overridden by| ¢ Can be overridden by| ¢ Can be overridden by| ¢ Can be overridden by
promotions promotions promotions promotions
¢ Can apply to all or ¢ Can apply to all or ¢ Can apply to all or ¢ Can apply to all or
select asset types select asset types select asset types select asset types
Build Built by manually Built by manually Built in realtime by Built by adding assets to

adding assets to the list
and setting their order in
the list.

assigning assets to and
setting their confidence
values for each
segment’s list.

code in the assigned
“CSElement” asset.

each segment’s list in
the parent asset’s “New”
and “Edit” forms.
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Asset Selection Factors

When Engage determines which assets are the most appropriate to recommend to the
current visitor through a given recommendation, it multiplies each asset’s individual
rating in the segment by the confidence value assigned to the asset in the
recommendation to obtain the asset’s weighted rating. The following sections describe
these concepts in detail.

Ratings

SOFTWARE

An asset’s individual rating establishes how important the asset is to the visitor belonging
to a particular segment. You manually assign the rating to the asset in the asset’s “New” or
“Edit” form.

Note

Only flex assets can be rated for segments. Basic assets do not support ratings and
are ignored by the recommendation if placed in it. Consult your administrator to
make sure you are only placing flex assets in the recommendations you create.

You can assign three kinds of ratings to an asset:

In Segment Used when the current visitor is a member of a specific
segment.
Out of Segment Used when the current visitor is not a member of a

specific segment.

When no segment ratings Used when no segments are defined for the current site,

apply or the asset is placed in a recommendation that does not
recognize segments (Static Lists recommendation in
List mode).

There is also a system default rating for flex assets or flex parents that have not been
assigned any of these specific ratings. The system default is set to 50 unless you and your
development team decide to change it (through an XML or JSP object method on your site
pages). The system default represents the average or middle point in the rating scale for your
site, which is why FatWire recommends that you keep the system default rating set to 50.

Range of Ratings

The valid range for individual ratings is 0 through 100. The individual values of 0 and 100
are special and affect an asset’s rating as follows:

* An asset rating of O for a segment tells Engage to never recommend the asset to a
member of the segment. For example, you might want to make sure that your site never
recommends PCs or PC software to members of a segment named “Macintosh Users.”

* An asset rating of 100 for a segment tells Engage to always recommend the asset to a
member of the segment.
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Asset Selection Factors

Inheritance of Ratings

Flex assets and flex parents inherit “In Segment,” “Out of Segment,” and “When No
Segment Ratings Apply” (“fallback”) ratings from their parents. The asset’s or parent’s
final rating is the average of its individual rating (which is the system default rating if it
has no individual rating) plus its inherited rating. The asset’s inherited rating is the final
rating of its parent, as illustrated by the following formula:

individual rating + inherited rating
2

Final rating =

where,
individual rating = system default if custom rating is not specified
inherited rating = parent’s final rating

For example:

Asset Parent A 70 no rating 70

(top-level group) inherited

Asset Parent B 60 70 (60 +70)/2 =265
(child of Asset Parent A)

Asset 1 95 65 (95+65)/2=280
(child of Asset Parent B)

If the flex asset inherits a rating for a segment that it does not have an individual rating for,
Engage averages the inherited rating with the system default rating (which is typically 50)
to determine the final rating. For example:

Asset Parent A 80 nothing 80
(top-level group) inherited
Asset Parent B none, so the 80 (50+80)/2 =165
. system default
(child of Asset Parent A) of 50 is used
Asset 1 70 65 (70 +65)/2=67.5
(child of Asset Parent B)

Because the values of 0 and 100 have special functions, the following rules apply to them
when inheritance is concerned:

* Ifeither the individual or the inherited rating is 0, the final rating is 0.
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Asset Selection Factors

* Ifeither the individual or the inherited rating is 100, the final rating is 100 unless the
other value is 0.

If the current visitor belongs to more than one segment and the asset has ratings for those
segments, the following rules apply:

* The highest of the ratings is the final rating.

* If one of those ratings is 0, the final rating is 0.

dence

Confidence in Engage indicates how likely your visitors are to want to view a particular
piece of content; thus, Engage uses confidence values assigned to each asset in a
recommendation to decide how often a piece of content is to be recommended to the
visitor. When a recommendation assesses an asset against a given segment, the asset’s
rating (either individual or final, depending on the scenario) is multiplied by the
confidence value for that segment in the recommendation to produce the asset’s weighted
rating. The weighted rating is then used by the recommendation to determine how relevant
the asset is to the current visitor. Confidence is therefore a scaling factor for the asset’s
rating. Keep in mind that neither an asset’s individual rating nor its confidence value alone
can be used to recommend the asset to the visitor; the weighting process applies to all
assets assigned to a given recommendation.

Note that when an asset is assessed by multiple recommendations, its respective weighted
ratings are calculated independently of one another; that is, the confidence values assigned
to the asset in one recommendation do not affect the asset’s rating “visible” to the other
recommendation. For example, if an asset has an individual rating of 80, a 60%
confidence for Segment A in Recommendation 1, and a 90% confidence for Segment A in
Recommendation 2, both recommendations use the asset’s individual rating of 80 when
calculating its respective weighted rating.

The way confidence is assigned depends on the type of recommendation:

- For Static Lists recommendations in List mode, Engage automatically assigns a
confidence value to each asset in the list based on the asset’s position in the list:
the first asset on the list gets a value of 100%, the second 99%, the third 98% and
so on, in descending order.

- For Static Lists recommendations in Recommendation mode, you manually assign
confidence values to assets for each segment in the recommendation via the
recommendation’s “New” or “Edit” forms.

- For Related Items recommendations, you manually assign confidence values to
assets for each segment in the recommendation via the parent asset’s “New” or
“Edit” form.

- For Dynamic Lists recommendations, confidence values are returned to Engage
by the selected “CSElement” asset and assigned to the respective assets
automatically.

Range of Confidence Values

Because confidence is a scaling factor, it is presented as a percentage. The valid range of
percentage values is 0 through 100. The values of 0% and 100% affect an asset’s rating as
follows:
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A confidence value of 0% means the asset will never be returned by that
recommendation because the asset’s rating is multiplied by 0% (0), which results in a
rating of 0.

A confidence value of 100% means the asset’s rating is not scaled or affected by the
confidence at all because the asset’s rating is multiplied by 100% (1).

Inheritance of Confidence Values

Typically you designate relationships between flex assets and assign a confidence value to
that relationship at the parent level because assets inherit the confidence value assigned to
their parents by the recommendation.

If the asset has more than one confidence value for the same recommendation, Engage
uses the highest value (even if one of those values is 0); it does not average them.

Selection Criteria

SOFTWARE

Note

List mode Static Lists recommendations do not support the Random selection
criterion.

Selection Criteria is a configuration option that allows you to specify how the
“Recommendation” asset selects assets to be returned to the template that requests them.

The method that you select for Selection Criteria determines how Engage selects assets
from the database. There are two Selection Criteria methods:

Highest — Engage selects the assets with the highest weighted rating for the current
segments (that is, the segments that the current visitor belongs to).

Random — Engage uses a weighted random algorithm (operating on the assets’
weighted ratings) to select the assets from the list. Use this selection criterion to
design a recommendation that rotates its message, keeping the recommended assets
current or different each time a visitor returns to the site page. The selections are still
based on the weighted ratings of the assets, however, because this is a weighted
random algorithm. The higher the asset’s rating for the current segment, the more
likely it is to be chosen.

For example, a template is coded to call a recommendation that uses the random
selection criteria method for one asset. The possibilities include these three products:

Movie 123 95
Movie ABC 87
Movie RedYellowBlue 65

The probability of the product being selected is its rating divided by the sum of all the
ratings (247). Therefore, “Movie 123" has a 38% chance of being selected, “Movie
ABC” has a 35% chance, and “Movie RedYellowBlue” has a 26% chance.
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Sort Criteria

Sort Criteria is a configuration option that allows you to specify the order in which the
template should render the assets returned to it by the recommendation. Sort Criteria are
applied to the list of returned assets after the Selection Criteria method determines which
assets to include in the list.

By default, you can sort the list of selected assets by the following attributes:

e “ ASSETTYPE ” —sorts the assets in the list alphabetically by asset type. For
example, “Article” assets are first, then Image assets, and then the Product assets. (By
default, assets are sorted in ascending order; you can reverse the sort order by
selecting the Descending sort direction.)

* “ CONFIDENCE _” - sorts the returned assets by their confidence values.

e “ RATING_” —sorts the returned assets by their rating (individual or final, if
applicable).

For each attribute, you can specify either ascending or descending sort order.

Sort options specific to the asset types available on your site are set up by your

administrator. As an example, a site could be set up to include the following attribute types
and corresponding attributes:

*  “Product Attribute” — sorts by product attributes such as Price, SKU, or Color, and
so on (depending on which product attributes are used in your system).

* “Content Attribute” — sorts by content attributes such as Headline, Filename, or
Author, and so on (depending on which content attributes are used in your system).
Note that content attribute means only those attributes that are used to define flex
assets, not basic assets.

You can add as many sort options as you want to a recommendation. Engage uses these
options in the order in which they appear on the recommendation form.
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Asset Recommendation Processes

The following section explains how Engage determines which assets to pass to the
template for each type of recommendation.

Static Lists in List Mode

List mode allows you to create a simple static list with the marketing options (such as selection
and sort criteria) fixed to specific values (see table on page 316 for this information). When a
List mode Static Lists recommendation is invoked by a template, all assets in the list will
always be displayed in the order you specify within the “Recommendation” asset.

e Ifatemplate invokes a List mode Static Lists recommendation but it does not ask for a
specific number of assets, the recommendation examines the ratings of the assets in
the recommendations and eliminates assets with a rating of 0. The recommendation
then returns all the assets on its list that are not rated 0, regardless of the segment(s)
the visitor belongs to.

*  When a template invokes a List mode Static Lists recommendation and it requests
fewer assets than are on the recommendation’s list, Engage recommends the assets
with the highest weighted ratings (the random weighted algorithm is not supported in
List mode).

The recommendation calculates the weighted ratings of the assets on its list as follows:

1. It examines each asset on the recommendation’s list to determine whether that asset
has a “No segment ratings apply” rating.

2. For each asset that has such a rating, Engage multiplies the rating by the confidence
value for the asset (determined by the asset’s position in the list). This value is the
asset’s weighted rating. For example, if the rating is 90 and the confidence is 75%, it
calculates the weighted rating to be 67.5 (that is, 90 x 0.75).

3. Engage recommends the assets using the Highest selection criterion to determine
which assets to return (the Random selection criterion is not supported in List mode).
For more information on selection criteria, see the section “Selection Criteria,” on
page 320.

Static Lists in Recommendation Mode

SOFTWARE

In contrast to List mode, when a Recommendation mode Static Lists recommendation is
invoked by a template, the order of the displayed assets is determined by segments and
ratings, not by the list order. Furthermore, the application of segments and ratings can
result in some assets in the list being filtered out entirely.

e Ifatemplate invokes a Recommendation mode Static Lists recommendation but it
does not ask for a specific number of assets, the recommendation examines the ratings
of the assets in the recommendations and eliminates assets with a rating of 0. The
recommendation then returns all the assets on its list that are not rated 0 for the current
visitor.

*  When a template invokes a Recommendation mode Static Lists recommendation and
it requests fewer assets than are on the recommendation’s list, Engage uses the
Selection Criteria method specified in the recommendation to determine which
assets to return.
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The recommendation calculates the weighted ratings of the assets on its list as follows:

1.
2.

It determines which segments the current visitor belongs to.

It examines each asset on the recommendation’s list to determine whether that asset
has a rating for any of the segments that apply to the current visitor.

For each asset that has a rating for the segment(s) the current visitor belongs to, Engage
multiplies the rating by the confidence value assigned in the recommendation for that

asset. This value is the asset’s weighted rating. For example, if the rating is 90 and the
confidence is 75%, it calculates the weighted rating to be 67.5 (that is, 90 x 0.75).

If the Selection Criteria method is Highest, Engage recommends the assets with the
highest weighted ratings. If the Selection Criteria method is Random, Engage uses a
weighted random algorithm to select and return the recommended assets (based on
their weighted ratings). For more information on selection criteria, see the section
“Selection Criteria,” on page 320.

Dynamic Lists

When a Dynamic Lists recommendation is invoked by a template, the order of the
displayed assets is determined by segments and ratings. Furthermore, the application of
segments and ratings can result in some assets in the list being filtered out entirely.

If a template invokes a Dynamic Lists recommendation but it does not ask for a
specific number of assets, the recommendation returns all the assets it obtains from the
generated list. Engage does not calculate weighted ratings in this case.

If a template invokes a Dynamic Lists recommendation and it requests fewer assets
than are on the recommendation’s list, Engage uses the Selection Criteria method
specified in the recommendation to determine which assets to return.

Engage calculates the asset ratings as follows:

1.
2.

It determines which segments the current visitor belongs to.

It examines each asset returned by the element to determine whether that asset has a
rating for any of the segments that apply to the current visitor.

For each asset that has an appropriate rating, it multiplies the rating by the confidence
value for that asset (from the element). This value is the asset’s final rating. For
example, if the rating is 90 and the confidence is 0.75, it calculates the final rating to
be 67.5 (90 x 0.75). If the element does not return a confidence value, Engage assigns
a confidence value of 1 to each asset in the list.

If the Selection Criteria method is Highest, Engage recommends the assets with the
highest final ratings. If the Selection Criteria method is Random, Engage uses a
weighted random selection to return the recommended assets.

Related Items

SOFTWARE

In this example, a template that displays a product description for a “Movie” asset named
Movie 123 invokes a Related Items recommendation named “Cross-Sell.” The template
for “Cross-Sell” asks for five assets that have the “Cross-Sell” relationship with Movie
123.

Engage does the following:

1.

Determines which segments the current visitor belongs to.
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Examines the Related Items section of the asset form for Movie 123 to determine
which assets are listed for the “Cross-Sell” recommendation. It also examines the
related assets for all parents of Movie 123.

Creates a preliminary list of all “Movie” and “Product” assets that have the
“Cross-Sell” relationship with Movie 123. (This list includes all the “Product” assets
that inherited this relationship from their parents.) This list also determines the
confidence value for each asset.

Examines the Ratings section on the asset forms for all of the “Movie” and
“Products” assets on the preliminary list.

Constrains the preliminary list to include only those “Movie” and “Product” assets
that have applicable ratings for the segments that the current visitor belongs to.

Multiplies the rating by the confidence for each asset on the constrained list.

If the Selection Criteria method is Highest, Engage recommends the five assets with
the highest final ratings. If the Selection Criteria method is Random, Engage uses a
weighted random algorithm (operating on the assets’ weighted ratings) to return the
five recommended assets.
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Creating Recommendation Assets

Reco

Note

Typically, marketing people create “Recommendation” assets and set confidence
values for assets referenced by Static Lists and Related Items recommendations.
(Confidence for Dynamic Lists recommendations is coded into the template that
renders the assets being recommended).

Business users assign individual ratings to assets referenced by recommendations
created by marketing.

mmendation Development Overview

The basic steps for setting up recommendations are as follows:

1. Designers and developers meet with the marketing team to define all the
merchandising messages that you want to display on your site and to plan how to
represent those messages using recommendation and promotion assets.

2. The designers and developers design and code templates for the recommendations. If
Dynamic Lists recommendations will be used, they also write “CSElement” assets
designed to generate dynamic lists.

3. Marketing then uses Engage Recommendation forms to create “Recommendation”
assets (that is, name and configure the recommendations).

4. Using the Engage flex asset forms, you rate how important the assets are to each
segment, and, therefore, to the individual visitors who become members of those
segments. (Typically, you assign ratings to flex parents instead of to individual flex
assets.)

For each Related Items recommendation, you assign to flex assets the assets with
relationships that are defined by that recommendation. (Typically, you specify
relationships for flex parents instead of for individual flex assets.)

This section describes how to create and configure “Recommendation” assets (step 3
above). The section “Configuring Assets to Be Recommended,” on page 346 describes
how to assign ratings to assets and how to assign flex assets to flex parent assets via the
relationships defined in a Related Items recommendation (step 4 above).

This section covers the following procedures:

* Creating Static Lists Recommendations in List Mode

* Creating Static Lists Recommendations in Recommendation Mode
* (Creating Dynamic Lists Recommendations

* Creating Related Items Recommendations

Creating Static Lists Recommendations in List Mode

SOFTWARE

List mode allows you to create a simple static list with the marketing options (such as
selection and sort criteria) fixed to specific values (see table on page 316 for this
information). When a List mode Static Lists recommendation is invoked by a template, all
assets in the list will always be displayed in the order you specify within the
“Recommendation” asset.
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To create a Static Lists recommendation in List mode

Note

You can click Save as you progress through the sections of the “New
Recommendation” form in this procedure to save the changes you have made up to
and in that section.

Before you can assign assets to a recommendation, you should add the source asset(s) to
your Active List for easy retrieval during the creation of the recommendation.

1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. Find the assets to be included in the recommendation and add them to your Active List:
a. In the button bar, click Search.
b. In the “Search” form, select the asset type of the asset(s) you want to find.
c. Enter the desired search criteria (if any) and click Search.
d

In the search results list, navigate to the asset(s) you want to add to your Active
List, and select the check box(es) next to it. (You can select the boxes for all of the
assets you want to add to your Active List to add them all at once.)

e. When you have selected your assets, click Add To My Active List.

For more information on searching for assets and building your Active List, see the
sections “Finding Assets,” on page 83 and “Saving Search Results,” on page 88.

4. In the button bar, click New.
Content Server displays the “New” form.

5. In the “New” form, click New Recommendation.
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6.

Creating Recommendation Assets

Content Server displays the “Recommendation” form. Notice the names of the form’s

sections near the top. When you create a new “Recommendation” asset, the Name
section of the form is displayed.

Recommendation

Name » Options » Build
*Name:

Description:

Subtype: (no subtype)

Select a Template: | FeatureFund +

Format: yyyy-mm-dd hh:mm:ss

Start Date: :I
Format: yyyy-mm-dd hh:mm:ss
End Date: :I
Locale:
List
Mode: Ouis

O Recommendation

[Cancel ] [Save ] [Conllnue ]

Note

When creating or editing a “Recommendation” asset, you can switch between
the sections of the “New” or “Edit” form by clicking the name of the section you
want to switch to.

In the Name section of the “Recommendation” form, do the following:

a. Inthe Name ficld, enter a unique, descriptive name for the list. You can enter up

to 64 alphanumeric characters, including spaces. The first character must be a
letter.

b. In the Description ficld, enter a brief description of the list. You can enter up to

128 alphanumeric characters.

c. In the “Subtype” drop-down list, select a subtype for the recommendation. A

subtype is a way of categorizing lists. If the design team did not define subtypes

for this type of recommendation, the drop-down list is empty. Consult your
developers for information on available recommendation subtypes (if any).

d. In the “Template” drop-down list, select a template for the recommendation.

Note

If the Template field does not include a drop-down list, it means that no
templates have been created for recommendations on your site. Consult your
developers for information on recommendation templates.

e. In the Start Date and End Date fields, select a date range in which the asset will
display online. For more information on Start/End dates, see “Using Start and End

Dates,” on page 189.
f. In the Mode field, select the List radio button.
g. Click Continue.
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Content Server displays the “Options” section of the “Recommendation” form:

Recommendation:
» Name » Type Options ¥ Build ¥ Selection » Sort
Options:
& Bring back children of returned assets,
O Do NOT bring back children of returned assets.
® Promotions can override this recommendation,
(@] Prormotions cannot override this recornmendation,
® This recornmendation applies to all asset types.
(@] This recormrendation applies to the following asset types:
Article »
Article Flex
Attribute Editor
Calestion
Callection
Caontent _ :ﬂRemwe
Content Attribute
Content Attribute
Cantent Definition
Cantent Definition b
(cancel ] [save ] [ Continue ]

7. In the “Options” section, set the options appropriately for the list’s intended purpose.
When you are done, click Continue.

Content Server displays the Build section of the “Recommendation” form:

Recommendation:

» Name » Options Build
Static Lists:
Display
Order:
I d Add selected Items
Remove ;I

8. Inthe tree, click the Active List tab and select the assets you want to add to the list.
You can select multiple assets by Ctrl-clicking each desired asset; you can also select
a range of assets by Shift-clicking the first and last assets in the range.

9. C(Click Add Selected Items.

10. (Optional) You can change the order in which the assets in the list are organized by
selecting the asset(s) in the list and clicking the up or down arrow button to move the
asset(s) up or down the list. You can select multiple assets by Ctrl-clicking each
desired asset; you can also select a range of assets by Shift-clicking the first and last

assets in the range.

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

328



Chapter 12. Creating and Configuring Recommendations

Creating Recommendation Assets

11. Click Save.

Content Server displays the new recommendations’s “Inspect” form.

Creating Static Lists Recommendations in Recommendation
Mode

SOFTWARE

In contrast to List mode, when a Recommendation mode Static Lists recommendation is
invoked by a template, the order of the displayed assets is determined by segments and
ratings, not by the list order. Furthermore, the application of segments and ratings can
result in some assets in the list being filtered out entirely.

Keep the following in mind:

If you are going to use segments, make sure you know which assets belong in which
segments.

If the segments you need do not exist, you can create them (assuming you have the
appropriate permissions). See Chapter 11, “Grouping Visitors into Segments” for
information on creating and configuring segments.

You should know in advance the confidence values (in segment, out of segment, and
when no segments apply) you will assign to the assets you are adding to the list.

Before you can assign assets to a recommendation, you should add the source asset(s) to
your Active List for easy retrieval during the creation of the recommendation.

To create a Static Lists recommendation in Recommendation mode

Note

You can click Save as you progress through the sections of the “New
Recommendation” form in this procedure to save the changes you have made up to
and in that section.

If Content Server’s interface is not already open, log in.

If prompted, select the site you want to work with.

Find the assets to be included in the recommendation and add them to your Active List:
a. In the button bar, click Search.

b. In the “Search” form, select the asset type of the asset(s) you want to find.

c. Enter the desired search criteria (if any) and click Search.
d

In the search results list, navigate to the asset(s) you want to add to your Active
List, and select the check box(es) next to it. (You can select the boxes for all of the
assets you want to add to your Active List to add them all at once.)

e. When you have selected your assets, click Add To My Active List.

For more information on searching for assets and building your Active List, see the
sections “Finding Assets,” on page 83 and “Saving Search Results,” on page 88.

In the button bar, click New.
Content Server displays the “New” form.

In the “New” form, click New Recommendation.
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Content Server displays the “Recommendation” form. Notice the names of the form’s

sections near the top. When you create a new “Recommendation” asset, the Name
section of the form is displayed first:

Recommendation

Name » Options » Build
*Name:

Description:

Subtype: (no subtype)

Select a Template: | FeatureFund +

Format: yyyy-mm-dd hh:mm:ss

Start Date: :I
Format: yyyy-mm-dd hh:mm:ss
End Date: :I
Locale:
List
Mode: Ouis

O Recommendation

[Cancel ] [Save ] [Conllnue ]

Note

When creating or editing a “Recommendation” asset, you can switch between
the sections of the “New” or “Edit” form by clicking the name of the section you
want to switch to.

In the Name section of the “Recommendation” form, do the following:

a. Inthe Name ficld, enter a unique, descriptive name for the recommendation. You
can enter up to 64 alphanumeric characters, including spaces. The first character

must be a letter.

b. Inthe Description ficld, enter a brief description of the recommendation. You can

enter up to 128 alphanumeric characters.

c. In the “Subtype” drop-down list, select a subtype for the recommendation. A

subtype is a way of categorizing lists. If the design team did not define subtypes

for this type of recommendation, the drop-down list is empty. Consult your
developers for information on available recommendation subtypes (if any).

d. In the “Template” drop-down list, select a template for the recommendation.

Note

If the Template field does not include a drop-down list, it means that no
templates have been created for recommendations. Consult your developers
for information on creating templates for recommendations.

e. In the Start Date and End Date fields, select a date range in which the asset will
display online. For more information on Start/End dates, see “Using Start and End

Dates,” on page 189.
f. In the Mode field, select the Recommendation radio button.

g. Click Continue.
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Content Server displays the Type section of the “New Recommendation” form:

» Name Type ¥ Build b Selection b Sort

Recommendation Type: ©  Related Iterns (generated by an elerment)
{*  Static Lists (optionally by segrment)

' Dynarnic Lists (generated by an elerment)

8. In the Type section of the “New Recommendation” form, do the following:
a. Select Static Lists.
b. Click Continue.

Content Server displays the Options section of the “New Recommendation” form:

Recommendation:
» Name » Type Options ¥ Build b Selection b Sort
Options:
® Bring back children of returned assets.
] Do MOT bring back children of returned assets,
® Promotions can override this recommmendation.
] Promotions cannot override this recornmendation.
® This recornmendation applies to all asset types,
] This recornmendation applies to the following asset types:
Adicle -
Article Flex
Attribute Editor
CSElement TR
Collection
Caontent ) :Me
Content Attribute
Caontent Attribute
Content Definition
Cantent Definition b
(cancel ] (save ] [ Continue )

9. In the Options section of the “New Recommendation” form, do the following:

a. Set the options appropriately for the recommendation’s intended purpose.
b. Click Continue.

Content Server displays the Build section of the “New Recommendation” form:

Recommendation: Static List

» Name » Type » Options Build b Selection b Sort

Static Lists:

New Static List: |<Select Segment= 'l

If No Segments Apply:

Itern Name Confidence
-- Mo items specified --

i Add Selected Items I

Hint: Select iterns from the tree, then click Add Selected Items.

[ Cancel ] [ Save Changes ] [ Continue ]

10. In the Build section of the “New Recommendation” form, do the following:
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In the “New Static List” drop-down list, select a segment.
Content Server creates a new static list for the segment and displays it in the form.

In the tree, click the Active List tab and select the assets you that you want to add
to this segment’s list. You can select multiple assets by Ctrl-clicking each asset,
or select a range of assets by Shift-clicking the first and last asset in the range.

Click Add Selected Items.

Assign a confidence value for each asset, both In Segment and Out of Segment.
Confidence is a weighting factor for the recommendation to use in determining
which assets to return for the current visitor when that visitor is a member of the
segment and when that visitor is not a member of the segment. The defaults are
100% and 0% respectively.

For additional information, see “Confidence,” on page 319.

Repeat steps a — d for as many segments as you want to include. After you select a
segment, it no longer appears in the drop-down list.

(Optional) Repeat steps b — d for the If No Segments Apply category and assign
confidence values as appropriate.
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The completed form will look similar to the following:

Recommendation:
» Name F Type » Optons Build b Selection k Sort
Static Lists:

Mew Static List: | <Select Segment:»j

fiilf Segment: BFfrequentvisitors

In Segment Out of Segment
Confidence Confidence

il ASP-ASE-2001Mard {Article) |1DD o ID %,
it AMD-ASE0-2001Mar? {Article) |85 o |15 o

[l _Add Selected Items |

Item Mame

Hint: Select iterns fror the tree, then click Add Selected Items.

il Segment: highriskinvestors

In Segrment Out of Segrment
Item Name Confidence Confidence
it 0J Index (Product) I'IEIEI %, Il:l o,
il Convertible Bond {Praduct) I'IEIEI o, Il:l o,

[l Add Selected Items |

Hint: Select iterns frorm the tree, then click Add Selected Items,

If No Segments Apply:

Iterm Mame Confidence

fiif Index Article {Article) |1E|E| g,

[ Add Selected Items |

Hint: Select iterns from the tree, then click Add Selected Items.

[ Cancel ] [ Save Changes ] [ Continue ]

g. Click Continue.

Content Server displays the Selection section of the “New Recommendation” form:

» Name » Type » Options ¥ Build Selection b Sort

Selection Criteria: ) Random (weighted by rating)

{* Highest Rating

[Cancel ] [Save ] [Conllnue ]

11. In the Selection section of the “New Recommendation” form, do the following:

a. Choose the selection criterion for the recommendation. For more information, see
the section “Selection Criteria,” on page 320.

b. Click Continue.
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Content Server displays the Sort section of the “New Recommendation” form:

Recommendation: Dynamic List

» Name b Type » Options ¥ Build b Selection Sort

New Sort Criteria:

Attribute Type Attribute Direction
=Pick Type= w| | =Pick Attribute= % | & Ascending

(O Descending

| Add Sort Criteria

Sort Criteria:

12. In the Sort section of the “New Recommendation” form, do the following:

a. In the “Attribute Type” drop-down list, select the type of attribute by which you
want to sort the asset list. By default, only the Special attribute type is available,
allowing you to sort by asset type, confidence, and rating. Attribute types specific
to the nature of the assets on your site are set up by the administrator and
developers.

For more information, see the section “Sort Criteria,” on page 321.

b. In the “Attribute” drop-down list, select the attribute by which you want to sort
the asset list. The contents of the list depend on the option that you selected in the
Attribute Type field. For example, if you selected the Special attribute type in
step a, the Attribute field will contain the options, ASSETTYPE _,
_CONFIDENCE_, and _RATING _.

Note that attributes specific to the nature of the assets on your site must be set up
by the administrator and developers before you can use them.

c. In the Direction field, choose whether the sort direction should be ascending or
descending.

d. Click Add Sort Criteria. Your criteria appear at the bottom of the form.

e. (Optional) To add more sort criteria, repeat steps a —d. Be sure to add the new sort
criteria in the order in which you want Engage to sort the assets in the list. For
example, you might want to sort assets first by asset type, and then by rating.

f.  When you have selected the desired sort criteria, click Save. Content Server
displays the recommendation’s “Inspect” form.
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Creating Dynamic Lists Recommendations

Note

Before beginning this procedure, Consult your developers to find out which
“CSElement” asset(s) should be used with the Dynamic Lists
recommendation(s) you want to create.

To create a Dynamic Lists recommendation
1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. In the button bar, click New.
Content Server displays the “New” form.
4. In the “New” form, click New Recommendation.

Content Server displays the “New Recommendation” form. Notice the names of the
form’s sections near the top. When you create a new “Recommendation” asset, the
Name section of the form is displayed first:

Recommendation

Name » Options » Build
*Name:

Description:

Subtype: (no subtype)

Select a Template: | FeatureFund +

Format: yyyy-mm-dd hh:mm:ss

Start Date: :I
d Format: yyyy-mm-dd hh:mm:ss
End Date: :I
Locale:
*) List
Mode: Ou

O Recommendation

[Cancel ] [Save ] [Conllnue ]

Note

When creating or editing a “Recommendation” asset, you can switch between
the sections of the “New” or “Edit” form by clicking the name of the section you
want to switch to.

5. In the Name section of the “New Recommendation” form, do the following:

a. Inthe Name field, enter a unique, descriptive name for the recommendation. You
can enter up to 64 alphanumeric characters, including spaces. The first character
must be a letter.

b. Inthe Description field, enter a brief description of the recommendation. You can
enter up to 128 alphanumeric characters.
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c. In the “Subtype” drop-down list, select a subtype for the recommendation.
A subtype is a way of categorizing lists. If the design team did not define subtypes
for this type of recommendation, the drop-down list is empty.

d. In the “Template” drop-down list, select a template for the recommendation.

Note

If the Template field does not include a drop-down list, it means that no
templates have been created for recommendations. Consult your developers
for information on creating templates for recommendations.

e. Inthe Start Date and End Date fields, select a date range for the asset to display
in Site Preview. For more information on Start/End dates, see “Using Start and
End Dates,” on page 189.

f. Inthe Mode field, select the Recommendation radio button.
g. Click Continue.

Content Server displays the Type section of the “New Recommendation” form:

» Name Type » Options ¥ Build b Selection b Sort
Recommendation Type: O Related Iterns (defined on asset farms)
) Static Lists (optionally by segrent)

)  Dynaric Lists (generated by an elerment)

[Cancel ] [Save ] [Conllnue ]

6. In the Type section of the “New Recommendation” form, do the following:
a. Select Dynamic Lists.
b. Click Continue.
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Content Server displays the Options section of the “New Recommendation” form:

Recommendation: Dynamic List

» Name » Type Optons ¥ Build b Selection b Sort

Options:
® Bring back children of returned assets,
O Do MOT bring back children of returned assets,
® Promotions can override this recornmendation,
] Promotions cannot override this recormendation.
® This recomrendation applies to all asset types.
O This recornmendation applies to the following asset types:
Article ~
Adticle Flex
Attribute Editor
CSElernent T
Caollection
Content ) :ERemove
Caontent Attribute
Content Attribute
Cantent Definition
Content Definition bt

[Cancel ] [Save ] [Conllnue ]

7. In the Options section of the “New Recommendation” form, do the following:

a. Set the options appropriately for the recommendation’s intended purpose.
b. Click Continue.

Content Server displays the Build section of the “New Recommendation” form:

Recommendation: Dynamic List

» Name b Type » Options Build b Selection b Sort

CSElement: -- No element specified --

| Add Selected Element

Hint: Select one element from the tree, then click Add Selected Element.

[Cancel ] [Save ] [Conllnue ]

8. In the Build section of the “New Recommendation” form, do the following:

a. In the tree, click the Design tab and select the “CSElement” asset you want your
recommendation to use. Note that you can select only one “CSElement” asset.

b. Click Add Selected Element.

Content Server refreshes the form showing the added “CSElement” asset:

Recommendation: Dynamic List

» Name » Type » Options Build b Selection b Sort

CSElement:  dynarmiclist
[ Update Selected Element

Hint: Select one element from the tree, then click Update Selected Element.

Display Results

Hint: Click Display Results to see the list generated by the selected elerment,
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If you want to replace the currently chosen “CSElement” asset, select another asset
in the Design tab and click Update Selected Element to replace the current one.

Click Display Results to view the list that the element will currently generate.

A form similar to the following appears:

Update Selected Element

Hint: Select one element from the tree, then click Update Selected Element.

Display Results

Hint: Click Display Results to see the list generated by the selected element,

Results:

Asset Name

Income {Class A, Max Load)
Domestic Equity Portfolio
Ermerging Markets Equity Fund
=mall Cap

Mid Cap Stock Fund

Global Fund

EastSouth Fund

Tech Titans

Financial Titans Fund

Large Cap Growth {Class A, Max Load)
International Titan Funds

Ero Titans

Wwarldwide Spectrum

small Cap {Class A, Max Load)
Convertible Bond

=mall Cap Growth

0] Index

Ultra Risk Int'l

=mall Gain Tax Hedge

Energy Sector

Financial Services Specialty
Health Care

Comrmunications

Utilities Specialist
International Index Fund
Select Industrial Equipment
Tax-Managed U5, 5-10 Value
Doculab Super Fund

Asset ID

993403544495
993403844773
993403845336
993403545588
993403845840
993403846085
993403846326
993403846578
993403846823
993403847128
993403847744
993403847970
993403545918
993403549555
993403549979
993403850319
993403551044
993403551295
993403851802
993403852228
993403852438
993403852046
993403853236
993403553445
993403554142
993403555059
993403855278
993559376745

Asset Type

Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products
Products

Confidence

100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%
100.0%

The element is required to return a list of a specific type containing these columns:

Asset Name — the name of the asset, which is guaranteed to be unique for the site

Asset ID — generated identifier of the asset

Asset Type — the name of the asset type (for example, “Products™)

Confidence — a value that is either calculated by the developer, or assigned by

Engage as 1 (100%)

Remember that the list is dynamic, so the list contents are likely to change if assets
have changed in your database when the recommendation is invoked by the template.
If you select another “CSElement” asset from the tree, the currently displayed list
results will be cleared.

When you click Display Results, several other outcomes are possible:

The element fails to return the expected list type.

The returned list is missing a required column.

The element encountered the displayed error condition.

The element fails to return any assets (not necessarily an error; the expected assets
may not yet exist, in which case, you should contact your administrator).

If you encounter any of these conditions, select another “CSElement” asset and
try again or consult your developers to troubleshoot the faulty “CSElement” asset.

Click Continue.
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Content Server displays the Selection section of the “New Recommendation” form:

» Name » Type » Options ¥ Build Selection b Sort

Selection Criteria: ) Random (weighted by rating)

{* Highest Rating

[Cancel ] [Save ] [Conllnue ]

9. In the Selection section of the “New Recommendation” form, do the following:

a. Choose the selection criterion for the recommendation. For more information, see
the section “Selection Criteria,” on page 320.

b. Click Continue.
Content Server displays the Sort section of the “New Recommendation” form:

Recommendation: Dynamic List

» Name b Type » Options ¥ Build b Selection Sort

New Sort Criteria:

Attribute Type Attribute Direction
=Pick Type= w| | =Pick Attribute= % | & Ascending

(O Descending

| Add Sort Criteria

Sort Criteria:

10. In the Sort section of the “New Recommendation” form, do the following:

a. In the “Attribute Type” drop-down list, select the type of attribute by which you
want to sort the asset list. By default, only the Special attribute type is available,
allowing you to sort by asset type, confidence, and rating. Attribute types specific
to the nature of the assets on your site are set up by the administrator and
developers.

For more information, see the section “Sort Criteria,” on page 321.

b. In the “Attribute” drop-down list, select the attribute by which you want to sort
the asset list. The contents of the list depend on the option that you selected in the
Attribute Type field. For example, if you selected the Special attribute type in
steps a, the Attribute field will contain the options, ASSETTYPE_,
_CONFIDENCE_, and _RATING _.

Note that attributes specific to the nature of the assets on your site must be set up
by the administrator and developers before you can use them.

c. In the Direction field, choose whether the sort direction should be ascending or
descending.

d. Click Add Sort Criteria. Your criteria appear at the bottom of the form.

e. (Optional) To add more sort criteria, repeat steps a —d. Be sure to add the new sort
criteria in the order in which you want Engage to sort the assets in the list. For
example, you might want to sort assets first by asset type, and then by rating.

f. When you have selected the desired sort criteria, click Save.

Content Server displays the recommendation’s “Inspect” form.
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Creating Related Items Recommendations
To create a Related Items recommendation
1. If Content Server’s interface is not already open, log in.
2. If prompted, select the site you want to work with.
3. In the button bar, click New.
Content Server displays the “New” form.
4. In the “New” form, click New Recommendation.

Content Server displays the “New Recommendation” form. Notice the names of the
form’s sections near the top. When you create a new “Recommendation” asset, the
Name section of the form is displayed first:

Recommendation

Name » Options » Build
*Name:

Description:

Subtype: (no subtype)

Select a Template: | FeatureFund +

Format: yyyy-mm-dd hh:mm:ss

Start Date: :I
Format: yyyy-mm-dd hh:mm:ss
End Date: :I
Locale:
List
Mode: Ouis

O Recommendation

[Cancel ] [Save ] [Conllnue ]

Note

When creating or editing a “Recommendation” asset, you can switch between
the sections of the “New” or “Edit” form by clicking the name of the section you
want to switch to.

5. Inthe Name section of the “New Recommendation” form, do the following:

a. Inthe Name ficld, enter a unique, descriptive name for the recommendation. You
can enter up to 64 alphanumeric characters, including spaces. The first character
must be a letter.

b. Inthe Description ficld, enter a brief description of the recommendation. You can
enter up to 128 alphanumeric characters.

c. In the “Subtype” drop-down list, select a subtype for the recommendation. A
subtype is a way of categorizing lists. If the design team did not define subtypes
for this type of recommendation, the drop-down list is empty. Consult your
developers for information on available recommendation subtypes (if any).
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d. In the “Template” drop-down list, select a template for the recommendation.

Note

If the Template field does not include a drop-down list, it means that no
templates have been created for recommendations. Consult your developers
for information on creating templates for recommendations.

e. Inthe Start Date and End Date fields, select a date range for the asset to display
in Site Preview. For more information on Start/End dates, see “Using Start and
End Dates,” on page 189.

f. Inthe Mode field, select the Recommendation radio button.
g. Click Continue

Content Server displays the Type section of the “New Recommendation” form:

» Name Type ¥ Build b Selection b Sort

Recommendation Type: * Related Iterns (generated by an elernent)

" Static Lists (optionally by segrent)

' Dynarnic Lists (generated by an elerment)

In the Type section of the “New Recommendation” form, do the following:
a. Select the Related Items radio button.
b. Click Continue.

Content Server displays the Options section of the “New Recommendation” form:

Recommendation: Related Items

» Name » Type Options ¥ Build b Selection » Sort
Options:

® Bring back children of returned assets,

4] Do MOT bring back children of returned assets,

® Promotions can override this recormmendation.

4] Promotions cannot override this recornmendation.

® This recornmendation applies to all asset types,

@] This recommendation applies to the following asset types:

Article -

Article Flex

Aftribute Editor

CSElement T

Caollection

Content ) :l”move

Content Attribute

Content Attribute

Content Definition

Content Definition b

(cCancel ] [save] [(Continue ]

In the Options section of the “New Recommendation” form, do the following:

a. Set the options appropriately for the recommendation’s intended purpose.
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b. Click Selection at the top of the form (Related Items recommendations have no
“Build” step).

If you click Continue, the following message appears:

» Name » Type Build b Selection b Sort

Recommendation Type "Related Iterns" does not have a Build step. Related iterns are defined on asset forms,

In such a case, click Continue again to go to the Selection section of the form.
Content Server displays the Selection section of the “New Recommendation” form:

» Name » Type » Options ¥ Build Selection b Sort

Selection Criteria: ) Random (weighted by rating)

{* Highest Rating

[Cancel ] [Save ] [Conllnue ]

8. In the Selection section of the “New Recommendation” form, do the following:

a. Choose the selection criterion for the recommendation. For more information, see
the section “Selection Criteria,” on page 320.

b. Click Continue.
Content Server displays the Sort section of the “New Recommendation” form:

Recommendation: Dynamic List

» Name b Type » Options ¥ Build b Selection Sort
New Sort Criteria:

Attribute Type Attribute Direction
=Pick Type= w| | =Pick Attribute= % | & Ascending
(O Descending

Add Sort Criteria

Sort Criteria:

9. In the Sort section of the “New Recommendation” form, do the following:

a. In the “Attribute Type” drop-down list, select the type of attribute by which you
want to sort the asset list. By default, only the Special attribute type is available,
allowing you to sort by asset type, confidence, and rating. Attribute types specific
to the nature of the assets on your site are set up by the administrator and
developers.

For more information, see the section “Sort Criteria,” on page 321.

b. In the “Attribute” drop-down list, select the attribute by which you want to sort
the asset list. The contents of the list depend on the option that you selected in the
Attribute Type field. For example, if you selected the Special attribute type in
step a, the Attribute field will contain the options, ASSETTYPE _,
_CONFIDENCE_, and _RATING _.

Note that attributes specific to the nature of the assets on your site must be set up
by the administrator and developers before you can use them.
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c. In the Direction field, choose whether the sort direction should be ascending or
descending.

d. Click Add Sort Criteria. Your criteria appear at the bottom of the form.

e. (Optional) To add more sort criteria, repeat steps a —d. Be sure to add the new sort
criteria in the order in which you want Engage to sort the assets in the list. For
example, you might want to sort assets first by asset type, and then by rating.

f. When you have selected the desired sort criteria, click Save.
Content Server displays the recommendation’s “Inspect” form.

This recommendation now appears in the Related Items section of the “New” and “Edit”
forms for flex assets and flex parent assets. You can now configure relationships for flex
assets.

For more information, see “Configuring Asset Relationships Using Related Items
Recommendations,” on page 347.
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Editing Recommendation Assets

To edit a “Recommendation” asset

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with.

3. Find the “Recommendation” asset you want to edit and open its “Edit” form:

a.

b
c.
d

In the button bar, click Search.

In the “Search” form, select the asset type of the asset(s) you want to find.

Enter the desired search criteria (if any) and click Search.

In the search results list, navigate to the desired asset and click its “Edit” (pencil) icon.

For more information on searching, see the section “Finding Assets,” on page §3.
Content Server displays the recommendation’s “Edit” form.

Recommendation: FSIIAdvertisement

[ Cancel ] [ Save Changes ]

*Name: FSllAdvertisement
Description: Advertisement
Subtype: (no subtype)
Select a Template: | /FSIiLayout v
Format: yyyy-mm-dd hh:mm:ss
Start Date: :I
Format: yyyy-mm-dd hh:mm:ss
End Date: :I
Locale: en_US v
Mode: @Llst
(O Recommendation
Options: (_change )

Does NOT bring back children of returned assets.

Promotions can override this recommendation.

This recommendation applies to all asset types.

Type: Static Lists
Static Lists: | Change
Item Name Confidence

FSII IES_HDTV.jpg (Media) 100%

Selection Criteria: Highest Rating

Sort Criteria:
Attribute Type Attribute Direction
1. Special _CONFIDENCE_  Descending

Created: 2005-07-08 16:32:36 by firstsite
Modified: 2005-07-17 21:57:08 by firstsite

[ Cancel ] [ Save Changes ] [ Continue ]

4. Click the Change button next to the section you want to edit. For example, to edit the
sort criteria, click the corresponding button.
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Content Server displays the corresponding section of the recommendation’s “Edit”
form with the current configuration options preselected:

Recommendation: Static List

» Name » Type » Options ¥ Build b Selection Sort

New Sort Criteria:

Attribute Type Attribute Direction
| <Pick Type> Bl [=Pick Attribute> 5] @  Ascending

) Descending

Sort Criteria:
Attribute Type Attribute Direction
& 1. Special _COMNFIDEMCE_  Descending
fi 2, Pattributes FundFarnily Ascending
fi 3, Pattributes Description Ascending

[ Cancel ] [ Save Changes ]

5. Make your edits and click Save Changes to complete the operation.

Content Server redisplays the asset’s “Inspect” form.
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Configuring Assets to Be Recommended

The next step is to configure the segment ratings and asset relationships for the assets that
you want to promote using recommendations. Specifically, you need to use the flex asset
and flex parent asset forms in Content Server’s interface to do the following:

Rate how important the assets and parent assets are to the members of each segment.

Configure the asset relationships that are represented by the Related Items
recommendations.

Note

Typically, business users configure assets to be recommended.

Assigning Ratings to an Asset

SOFTWARE

You can assign ratings to individual flex assets or to flex parents. FatWire recommends
using asset parents to assign ratings, for the following reasons:

It is much easier to manage the ratings for multiple assets if those assets reside in
groups. In fact, it is often a good idea to create flex parents whose sole purpose is to
assign ratings to child assets. You can make all of the assets that have identical rating
conditions children of the same parent. Then, you can modify the ratings for all the
child assets by making a single change.

It is easier to compare the ratings for one group of assets to the ratings of another
group than it is to compare the ratings of individual assets.

Ratings are calculated more quickly because there are fewer assets with individual
ratings; this speeds up system performance.

You should avoid using ratings to try to promote a specific flex asset in a specific
circumstance. Instead, you should recommend specific assets, using either a Static Lists
recommendation or a promotion to accomplish your goal.

Before you begin, be sure to complete the following tasks:

Examine the segments to understand how they are defined and then determine which
flex parents are significant for which segments.

Ask your site developers whether they changed the system default rating for unrated
assets. If they did not override the system default rating, that default rating is 50. This
rating represents the average or middle point in your rating scale. Make a note of this
value and keep it in mind while you rate assets. For example, rating an asset at lower
than the system default rating means that it is unlikely that it would ever be
recommended to a site visitor.

To assign ratings to an asset

1.
2,
3.

If Content Server’s interface is not open, log in.

If prompted, select the site you want to work with.

Find the flex asset or flex parent you want to assign ratings to and open its “Edit” form:
a. In the button bar, click Search.

b. In the “Search” form, select the asset type of the asset you want to find.
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c. Enter the desired search criteria (if any) and click Search.
In the search results list, navigate to the desired asset and click its Edit (pencil) icon.

For more information on searching, see the section “Finding Assets,” on page §3.
Content Server displays the asset’s “Edit” form.

In the asset’s “Edit” form, scroll to the Ratings section. This section of the form lists
all the segments that have been created for this site. For example:

Ratings: Segment In Segment Out of Segment
AffluentYoungSingles I I
Classic Movie Fan I I

no segment ratings apply I

Using a range of 0 through 100 (100 is the highest value), rate this asset for the
segments in the list:

- Enter a value in a segment’s In Segment column to rate the asset for members of
this segment.

- Enter a value in a segment’s Out of Segment column to rate the asset for visitors
who are not members of this segment.

- Enter a value in the no segment ratings apply field to assign an intrinsic rating to
the asset; this rating is used when no segments are defined or the asset is assigned
to a recommendation that does not recognize segments (List mode Static Lists
recommendation).

For more information about ratings, see “Ratings,” on page 317.
Click Save Changes.

The segment ratings are now assigned to the asset.

Configuring Asset Relationships Using Related Items
Recommendations

SOFTWARE

Before you begin, be sure to complete the following tasks:

Ask the developers to describe each of the Related Items recommendations so that you
are familiar with the relationships the Related Items recommendations represent.

Find out whether the recommendation is programmed to display a combination of flex
assets, for example, “Product” and “Content” assets, so that you can configure the
relationships correctly.

To configure relationships between assets

1.
2,
3.

If Content Server’s interface is not open, log in.
If prompted, select the site you want to work with.

Find the flex parent that has the Related Items relationship(s) that you want to
configure and open its “Edit” form:

a. In the button bar, click Search.
In the “Search” form, select the asset type of the asset(s) you want to find.

b
c. Enter the desired search criteria (if any) and click Search.
d

In the search results list, navigate to the desired asset and click its Edit (pencil) icon.
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(For more information on searching, see the section “Finding Assets,” on page 83.)
Content Server displays the asset’s “Edit” form.

4. In the parent asset’s “Edit” form, scroll to the Related Items section, which will look
similar to the image below:

Related Items: [hide local recommmendations ]

Related Items (recormnrmendation)
[no related items]

| | Add Selected Items | (Select items from the appropriate tab in the tree;

then click Add.)
Similar Funds (recormmendation)
[no related items]

I d Add selected Items

In the tree, select the tab containing the flex asset that you are setting up a relationship to.

In the tree tab, click to select the flex asset or flex parent. To select more than one
asset, use Ctrl-click and Shift-click.

7. In the “Edit” form, under the name of the recommendation that defines this
relationship, click the Add Selected Items button.

If the tree is toggled off, the Add Selected Items button becomes a right arrow, which,
when clicked, opens a pop-up window where you can select items from your active
list and history.

Engage lists the assets under the recommendation.

8. In the Confidence column next to an asset or asset parent, enter a confidence value
that represents the weight of this relationship; confidence is expressed as a percentage
ranging between 0 and 100. If you enter O or leave the field empty, the asset is
excluded from this recommendation. For example:

Related Items: [hide local recommmendations ]
Related Items (recormnrmendation)

i}

Dodi-A594-2001Mar9 (Article) Confidence = | 100 %

| | Add Selected Items | (Select items from the appropriate tab in the tree;

then click Add.)
Similar Funds (recormmendation)

@ Mid Cap Stock Fund {Product) Confidence = 100 i

I d Add selected Items

For more information on confidence, see “Confidence,” on page 319.
9. Repeat step 8 for each asset in the list.

10. Repeat steps 5 — 9 for each recommendation listed in the Related Items section of the
asset’s “Edit” form.

11. Click Save Changes.

The asset relationships for the asset are now configured.
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Verifying Recommendation Assets

To verify that you configured your “Recommendation” assets correctly, complete the
following kinds of exercises:

* Create some test segments (see Chapter 11, “Grouping Visitors into Segments” for
information on creating segments).

* In the flex asset and flex parent asset forms (for example, “Product” and “Product
Parent”), assign ratings for the segments.

* Browse your site as a visitor and register yourself so that you qualify for the test
segment.

e Examine the items that the “Recommendation” assets return.

* Ifyou find problems, ask your developers to write test pages that isolate the problem.

Publishing Rated Flex Assets

SOFTWARE

Since asset ratings and relationships take effect only after they are published, you must
approve the assets whose ratings and relationships you configured so they can be
published to your delivery system.

For more information about approving and publishing assets, see Chapter 7, “Publishing.”
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Chapter 13
Creating Promotions

Promotions are merchandising assets that offer some type of value or discount to your site
visitors based on the products the visitors are buying and the segments they qualify for.

This chapter describes how promotions work and how to create them. It contains the
following sections:

* About Promotions
* Creating Promotions
* Sample Promotion Asset

* Publishing Promotions
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About Promotions

Promotions offer some type of value to your site visitors and customers based on the

segments the visitors belong to and products that they buy or view. This value can be
offered in several ways:

* A discount off the purchase price of the promoted products.

* A discount off the entire value of the shopping cart.

* A discount off shipping charges.

* A combination discount: a shipping discount with a price or cart discount.
You (the marketers) define your promotions by using the following criteria:

* The segment members who qualify for the promotion. Promotions can be offered to
everyone or to visitors in selected segments.

* The products to promote.
* The value the customers receive when they purchase the promoted product.

* The duration of the promotion.

* The text or graphics (or both) that appear on the rendered site page that notifies
visitors of the promotion.

* The location of the notification. Promotions are displayed on the live (public) site
pages by replacing the recommendation that would normally appear there.

About Promotions and Recommendations

“Recommendation” assets are the delivery mechanism for all promotional content. When
you create a promotion asset, you determine where you want the promotion to be
displayed by selecting a “Recommendation” asset. The promotion replaces, or overrides,
the recommendation and uses the template assigned to that recommendation to render the
promotion in place of the recommendation that would normally be displayed.

Consequently, when Engage calculates the recommendation that a template asks for, it
automatically checks whether there are any promotions that should override the
recommendation. If so, it passes the promotion back to the recommendation’s template
and the template displays the promotion instead.

When Promotions Overlap

SOFTWARE

More than one promotion can use the same recommendation. What happens, then, when a
visitor qualifies for more than one promotion and those promotions are using the same
recommendation? It is easiest to explain with an example:

Example: Overlapping Promotions

There are two promotions running and both override the same recommendation:

Name: End-of-Summer Sale
Discount: 10% off the entire contents of the visitor’s shopping cart
Segments it All segments

applies to:

Content Server 7.5 Patch 4 Advanced Interface User’s Guide

352



Chapter 13. Creating Promotions 353
About Promotions

Name: Printer Sale

Discount: 30% off all printers
Segments it 1) Home Office Worker
applies to: 2) Back to School

Note

Promotions do not have segment ratings. Either the promotion applies to the
segment or it doesn’t.

Question: How does Engage decide which promotion to display if the visitor is from
either the Home Office Worker segment or the Back to School segment? And which
discount is applied?

Answer: Engage randomly selects which promotion to display (each has a 50/50 chance)
but it applies both discounts. However, applying both discounts does not mean that
printers are discounted twice.

Examine the contents of this shopping cart:

Item in Cart

box of paper
printer
toner cartridge

Before Engage applies the discounts, it lists and compares the promotions for all the items

in the cart:

Item in Cart Summer Sale Printer Sale
box of paper 10%

printer 10% 30%

toner cartridge 10%

Engage then applies the largest discount to each item. Therefore, on the final bill, the box
of paper and the toner cartridge are 10% off and the printer is 30% off (not 40%).

Question: Only one of the promotions was displayed: how do the shoppers understand the
total on the invoices?

Answer: If you (the marketers) created the promotions correctly, you entered a
meaningful description of the discount in the Engage discount forms. Those descriptions
are printed on the invoice next to the discounted items.
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To create a promotion
Before you create your promotions, be sure that you complete the following tasks:

* Ask your site developers for a list of all the recommendations in your system and a
description of where each one is programmed to appear.

* Ifyou are creating promotions that apply to specific segments, you and the other
marketers must create the segments.

Step 1: Name and Define the Promotion

Note

You can click Save as you progress through the sections of the “New Promotion”
form in this procedure to save the changes you have made up to and in that section.

If Content Server’s interface is not open, log in.
If prompted, select the site you want to work with.

In the button bar, click New. Content Server displays a list of assets can create.

Ao N

In the “New” form, click New Promotion.

Note

If New Promotion is not on the list, stop here. You do not have the permissions
to create promotions. If you have questions about your permissions, contact your
CS administrator.

Content Server displays the “New Promotion” form. Notice the names of the form’s
sections near the top. When you create a new “Promotion” asset, the Name section of
the form is displayed:

Promotion

Name b Goals F Segments b Discount ¥ Duration » Display

Mame & Description

*Name:

Description:
Format: yyyy-mm-dd hhimm:ss

Start Date:
Farmat: yyyy-mm-dd hh:mm:ss

End Date:

(cancel ] [save ] (Continue ]

Note

When creating or editing a “Promotion” asset, you can switch between the
sections of the “New” or “Edit” form by clicking the name of the section you
want to switch to.
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5. Inthe Name section of the “New Promotion” form, do the following:

a. Click in the Name field and enter a unique, descriptive name for the
recommendation. You can enter up to 64 alphanumeric characters, including
spaces. The first character must be a letter.

b. Click in the Description field and enter a brief description of the promotion. You
can enter up to 128 alphanumeric characters.

c. Click Continue.
Content Server displays the Goals section of the “New Promotion” form.

Even though you can skip to any section of the “New Promotion” form, be sure that you
create your first promotions in the sequence that takes place when you use the Continue
button. Remember that the information you enter on any form is not saved to the database
until you click Save.

Step 2: Define the Goals for the Promotion

Promotion: Winter Special

» Name Goals F Segments b Discount » Duration b Display

Goals
Optionally, enter in wour goals for this promotion. This information will be included in the Promotion Summary .

1.
Z,

3.

[Cancel ] [ Save ] [Conllnue ]

A statement of goals is useful if your work is to be reviewed by others. Additionally, you
might want to document why you designed the promotion a certain way after the
promotion is complete.

In the Goals section of the “New Promotion” form, do the following:
1. Click in the first Goal field and describe a goal.

2. Enter goals in the second and third Geal fields, as needed.

3. Click Continue.

The “Segment” form appears, as shown in the next step.
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Step 3: Define Which Visitors Are Eligible for the Promotion

New Promotion: Winter Special

» Name b Goals Segments b Discount » Duration b Display

Segments
* apply to all visitors

" Apply to the selected segments:

Segment Name Description
- Comedy Mavie Segment  Customers who buy at least 2 comedy movies in 12 months
- Indie Movie Segment Customers who buy at least 2 indie movies in 12 months
- Classic Movie Segment Customers who buy at least 2 classic movies in 12 months
[~ Harrar Movie Segment Customers who buy at least 2 horror movies in 12 months

[Cancel ] [Save ] [Conllnue ]

Use the Segment section of the “New Promotion” form to select the visitors who are
eligible for the promotion. If you do not make any selections on this form, all visitors to
the site are eligible for the promotion.

1. Do one of the following:
- To offer the promotion to all visitors to the site, select Apply to all visitors.

- To restrict the promotion to visitors from certain segments, select Apply to
selected segments and select the segments to whom you want to offer the
promotion.

2. (Optional) If you need to create a new segment for the promotion, complete the
following steps:

a. Open a new browser window by clicking the arrow icon in the upper right corner
of the form.

b. Create a new segment in the new window. For help with this step, see “Creating
Segments,” on page 296.

c. Click the Refresh icon in the parent window (the window in which you are
creating the promotion).

d. Repeat the first step in this procedure to include this segment in the promotion.
3. Click Continue.

The Discount section of the “New Promotion” form appears, as shown in the next step.
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Step 4: Define the Discount

Promotion: Winter Special

» Name b Goals » Segments Discount » Duration b Display

Discount Yalue

Purchases:
& Mo Discount

e I IPEFCem 'lof‘f the promoted products

) Every product in the catalog
¢ Specific itern(s) from the tree, (Select iterns from the appropriate tab in the tree; then click Add.):

i Add Selected Items I

Describe purchase discount for display on invoices ar receipts: [item

Zhipping Fees:
I Ipercent 'loff shipping fees

Describe shipping fee discount for display on invaices ar receipts: |shipping

Store ID is ID 'l

[Cancel ] [Save ] [Conllnue ]

Note

To configure the discount to be based on the current state of a visitor’s shopping cart,
create a segment based on the shopping cart. Then, select that segment for the
promotion. For information about creating segments based on the shopping cart, see
“Step 4: Define the Segment with Shopping Cart Criteria,” on page 309.

To define the discount use the following options:

* Option 1: Discounting the Entire Shopping Cart
* Option 2: Discounting Specific Products

* Option 3: Discounting the Shipping Costs

You can combine either of the first two options with the third option, but you cannot
combine the first two options.

Option 1: Discounting the Entire Shopping Cart
In the Discount section of the “New Promotion” form, do the following:

1. Select the second option under Purchases and then set the values that define the
discount.

For example, to offer $5.00 off, set the values as follows:

Purchases:
) Mo Discount

lo |5 IdU”arS 'lof‘f the promoted products

To offer 10% off, set the values as follows:

Purchases:
) Mo Discount

lo |1D IPEFCem 'lof‘f the promoted products
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2. Select Every product in the catalog.

3. Click in the Describe purchase discount text box and enter a meaningful description

of the discount. The text that you enter in this field is displayed on the invoice or
receipt next to the items that it applies to. Use it to describe to your visitors how their
bill is calculated. For example:

Describe purchase discount for display on invoices or receipts: Im% Winter Special

4. Either click Continue or go to Option 3: Discounting the Shipping Costs.

Option 2: Discounting Specific Products

In the Discount section of the “New Promotion” form, do the following:

1.

Select the second option under Purchases and then set the values that define the
discount.

For example, to offer $5.00 off, set the values as follows:

Purchases:

) Mo Discount

lo |5 IdU”arS 'lof‘f the promoted products

To offer 10% off, set the values as follows:

Select the products that the discount applies to:

Purchases:

) Mo Discount
lo |1D IPEFCem 'lof‘f the promoted products
Select Specific item(s) from the tree.

In the tree, select the tab appropriate to the flex asset you are applying a discount
to. For the Burlington Financial sample site, it is the Product tab.

c. Click to select the product or product category from the tree. To select more than
one, use Ctrl-click and Shift-click.

d. In the “Promotion” form, click Add Selected Items.
The flex assets or flex parents that you selected are listed on the form. For example:

¢ Specific itern(s) from the tree, (Select iterns from the appropriate tab in the tree; then click Add.):

fiit Satire (ProductGroups)
fiit Pencil Nose (Products)

i Add Selected Items I

Click in the text box and enter a meaningful description of the discount. The text that
you enter in this field is displayed on the invoice or receipt next to the items that it
applies to. Use it to describe to your visitors how their bill is calculated.

For example:

Describe purchase discount for display on invoices or receipts: Im% Winter Special

Either click Continue or go to the procedure Option 3: Discounting the Shipping Costs.
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Option 3: Discounting the Shipping Costs

You can discount shipping in addition to, or instead of, discounting purchases. In the
Discount section of the “New Promotion” form, do the following:

1. Under Shipping Fees, set the values that define the discount.

For example, to offer 15% off shipping set the values as follows:

Shipping Fees:

|15 IPEFCem 'lof‘f shipping fees

2. Click in the Describe shipping fee discount text box and enter a meaningful
description of the discount. The text that you enter in this field is displayed on the
invoice or receipt next to the items that it applies to. Use it to describe to your visitors
how their bill is calculated. For example:

Describe shipping fee discount for display on invoices ar receipts: I-l b%: shipping

3. Click Continue.

The Duration section of the “New Promotion” form appears, as shown in the next step.

Step 5: Define the Promotion’s Duration

Promotion: Winter Special

» Name b Goals » Segments b Discount Duration b Display
Duration
Specify a start date: [2006 [ Dec [g][01 at[12E: p0 [amEl o500 [

Specify an end date:
O Apply until deleted

O apply forl Idays 'l
@ apply until; [2007  ||Feb [3]j28 [ ELEs [PMEl[ 0500 [

[Cancel ] [Save ] [Conllnue ]

Note

If you do not specify how long the promotion should run, the promotion runs until
you delete it.

In the Duration section of the “New Promotion” form, do the following:
1. Under Duration, set a start date and start time.
2. Specify when the promotion will end. Do one of the following:

- If you want the promotion to run until you delete it or change its duration, select
Apply until deleted. Use this option if you are designing an ongoing promotion
with an indefinite duration. When you want to cancel it, you can either delete it or
you can edit it and apply an end duration date.

- If you want the promotion to run for a certain period of time after the start time
that you specified in step 1, click Apply for. Enter a whole number (not a fraction
or decimal) in the text box and choose hours, days, weeks, months, or years from
the drop-down field.
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- Ifyou want the promotion to run until a specific date, select Apply until and enter
the date and time that you want it to end. The current date and time are displayed
by default.

3. Click Continue.

The Display section of the “New Promotion” form appears, as shown in the next step.

Step 6: Advertise the Promotion on Your Site

Promotion: Winter Special

» Name » Goals » Segments ¥ Discount » Duration Display

Site Display

Use the following text or other media to display the promotion. {Select iterns from the appropriate tab in the tree; then click Add.):

i Add Selected Items I

In the Display section of the “New Promotion” form, do the following:

1. In the tree, select the tab appropriate to the asset that you want to use to advertise the
promotion.

2. Click to select the name of the asset that you want to use to advertise this promotion.
(Typically a promotional banner is stored as either an article or an image.)

Note

You can select multiple assets by Ctrl-clicking each asset you want to select; you
can also select a range of assets by Shift-clicking the first and last assets in the
range.

If you select multiple assets, when the promotion is displayed on your site pages,
Engage displays the content that was rated the highest for the segments that the
visitor belongs to. In other words, if you are using this promotion for more than
one segment, you can use segment-specific ad banners for the promotion.

3. Click Add Selected Items.

The items appear on a list in the form with a drop-down list box of recommendations
next to each name. For example:

T This promotions uses Winter Special {Article) with _-Pick recommendation-

i Add Selected Items I

4. In the Pick recommendation field next to the first item, select the name of the
recommendation that you want to replace or override with this item.
(The recommendation provides the location for the text you selected in step 3.)
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Sample Promotion Asset

For example:

This promotions uses Winter Special {Article) with | FFPROYNE]
i} Monthly 5

L3 add selected Items

Repeat step 4 for each item that you selected in step 3.
Click Save.

The “Inspect” form appears, displaying a summary list of information about the
promotion.

Sample Promotion Asset

When you install Engage with the Burlington Financial sample site, you get a sample
promotion asset, High Risk Discount, that appears on the Marketing tab in the tree.
This promotion is designed to work in concert with the sample “Segment” and
“Recommendation” assets that also appear on the Marketing tab. Use the sample
promotion as a template for creating promotion assets for your site.

Publishing Promotions

SOFTWARE

After you create a promotion, it must be approved before it can be published to your
delivery system. The promotion takes effect only after it is published. Be sure to examine
or inspect your promotion to verify that you configured it correctly before you approve it
for publishing.

For more information about approving assets, see Chapter 7, “Publishing.”
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Publishing Promotions
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Appendices

This part contains the following appendices:
e Appendix A, “The Flex Asset Model”
* Appendix B, “When There Is No Tree”
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Appendix A
The Flex Asset Model

As a content provider, you do not need to understand all of the details of the flex asset

model. The purpose of this appendix is to help you develop a general understanding of this
data model and how it relates to you as a content provider.

This appendix contains the following sections:
[ ]

Overview of the Flex Asset Model
* Flex Asset Functionality
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Overview of the Flex Asset Model

Overview of the Flex Asset Model

As mentioned in Chapter 1, “Overview” Content Server developers use two asset data
models to create asset types and define how asset data is stored in the Content Server
database: the basic asset model and the flex asset model.

The flex asset model is more complex than the basic asset model. Unlike basic assets,
where the information for one instance of an asset is stored in one row of a database table,
the information for one instance of a flex asset is stored in multiple database tables.

Whereas basic asset types are standalone asset types, flex asset types are composed of
families of asset types. The members of a flex family are:

* Flex attribute type (required)

* Flex asset type (required)

* Flex definition (required)

* Flex parent (required)

* Flex parent definition (required)
* Flex filter type (optional)

The members of a flex family form an asset inheritance tree, where child assets inherit
various attributes from their parents.

As a content provider, you will not directly work with all of the members of the flex
family. In fact, you will mainly be working with flex assets, which are the key members of
flex families (all of the other members of a flex family contribute to the flex asset in some
way). If you have the appropriate permissions, you may also be responsible for creating
new flex attributes, which are characteristics of flex assets.

Flex Asset Functionality

In many of your daily activities as a content provider, the distinction between basic asset
types and flex asset types is not relevant, because the majority of the functions you
perform are the same whether you are working with flex or basic assets. However, in some
of your activities, you may encounter functionality that is unique to flex assets.

Note

Your access to such functionality depends on your role and the permissions set by
your CS administrator.

When Working with Engage

SOFTWARE

You can use Engage with both basic assets and flex assets. However, more Engage
functionality is available when used with flex assets.

* Only flex assets and flex parents can be rated for segments. Basic assets cannot be
rated for segments. See “Ratings,” on page 317 for more information on rating assets.

* You can create a Related Items recommendation only with flex assets. See “Related
Items,” on page 323 and “Configuring Asset Relationships Using Related Items
Recommendations,” on page 347 for information on related items recommendations.
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Flex Asset Functionality

When configuring sort order for a “Recommendation” asset, flex attributes only (not
basic attributes) are available as a sorting option. See “Sort Criteria,” on page 321 for
more information.

When Searching for Assets

Searching for specific attributes is available only for flex assets. See “Running an
Advanced Search,” on page 85 for more information.

When Creating New Assets

SOFTWARE

When creating a new flex asset, you may see a field (in the content entry form) that
prompts you to select a parent or multiple parents for the new asset.

- Depending on how your developers configured the asset type, this field could be
required or optional.

- You will either see (S) or (M) next to the parent selection field. (S) indicates that
you can only select one parent; if this field is required, you must select one parent
before saving the new asset. (M) indicates that you can select more than one
parent; if this field is required, you must select at least one parent before saving
the new asset.

- Depending on the design implemented by your developers, you will either use
select boxes or you will select from the tree to choose parents.

If you have the appropriate permissions, you may be responsible for creating new flex
attributes. When naming flex attributes, note that flex attribute names cannot contain
spaces.
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Flex Asset Functionality
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Appendix B
When There Is No Tree

This appendix contains supplemental information that you will find helpful when working
in Content Server’s Advanced interface.

It contains the following section:
*  Working With Assets When There Is No Tree
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Working With Assets When There Is No Tree

Working With Assets When There Is No Tree

The tree can be disabled by your administrator by denying you the permissions that allow
the display of the tree. (For example, your organization’s security policy might not allow
the execution of Java applets on employee machines.) You can also toggle the tree off and
back on yourself (unless it was disabled by the administrator):

1. If Content Server’s interface is not already open, log in.

2. If prompted, select the site you want to work with.

3. In the top bar, click the Toggle Tree button.

4. The interface refreshes and displays the “My Work™ view.

When the tree is off, Content Server’s interface becomes all workspace (see “Workspace,”
on page 60), as shown below:

FatWire | Content Server 7 P user: fuwadmin | Help | Logout
[Tadvanced || dash || insite | -

Ef vew Q search [ Mywork & Workflow < Site Plan <& Publishing ) Admin History | Options = ™ Burlington Financial |
My Work

My Assignments

Asgets not in Workflow Group

Article 100-A637-2001Mar9 100 Blank Passports Still Missing in D.C.  BF:Workflow Initiated 1d 7h 23m

Show my completed assignments still pending
My Checkouts

There are no assets checked out by fwadmin

My Active List

W £ # Article 100-A637-2001Mar9 100 Blank Passports Still Missing in D.C. 2008-07-02 16:49:02

]
W £ # Article AMD-AS80-2001MarS AMD Completes Sale of Communications Business  2008-07-02 16:49:02 ¥l
O

H P # Article ASP-ASE-2001Marg An Asp Opportunity for Java Developers 2008-07-02 16:49:02

Remove

Functions that you access via the tree are available on the button bar:

* Display the site plan in the workspace by clicking Site Plan on the button bar (see
“Site Plan,” on page 52).

* Display the “My Work™ view by clicking the My Work button (see “My Work,” on
page 51).

* View the contents of other asset-specific tabs by performing asset type searches (see
“Finding Assets,” on page 83).

* Access administrative functions such as accessing sites, creating flex families, and
managing user profiles through the Admin button.

* View the last assets with which you worked by clicking the History button.

The absence of the tree also has an impact on creating and editing assets. Many “New”
and “Edit” asset forms support data selection from the tree; that is, when filling in the
form, you can select values (assets) from the tree and click a button to add your selections
to the asset definition.
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Working With Assets When There Is No Tree

For example, in the “New Article” form, you can add assets from a pre-associated asset
type — in this case, the “Collection” asset type (the administrator creates these
associations):

Associated Collection:
Related Stories

[inone) [ Add Selected Ttems | il

When the tree is on, you select “Collection” assets in the tree and click Add Selected
Items to include them as “Article” asset associations.

When the tree is toggled off, the Add Selected Items button is replaced by a Browse
button:

Related Stories

ooro) a

When you click the Browse button, a tabbed pop-up window appears:

Select asset for Related Stories

j Search Y Active List T History T My Assignments}

Asset Type: Collection

Search For: I

Total Collections: 32

This window contains “Search,” “Active List,” “History,” and “My Assignments” tabs.
Through this window you can search for an asset to associate with the new asset you are
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Working With Assets When There Is No Tree

creating, or add an asset that’s already in your Active List, your History, or your “My

Assignments” list.

Select asset for Related Stories

J Search l Active List | Hiﬂ | M: Assianments

Asset Type: Collection

Search For: |

Items 1 to 10 of 31

MNext 10

HomePage Stories @
HomePage Columns @
Columnist Top
Recent Oil Stories
MarketsFeature
Editor's Pick
NewsTop
MarketsTop

PortfolioTop

I 00ONDODDODITDI
CIRCICHCIRCICINCINC)

CompaniesTop

Close Window

Once you have located the document asset you want to use, click it to associate it with
your new product asset. The popup window will automatically close.

The following asset management tasks support this dual selection capability:

* Making asset associations for basic assets

* Selecting parents for flex assets

* Selecting attribute values for attributes of type asset that use the PickAsset attribute

editor

* Adding segment filtering criteria

* Setting up asset relationships for recommendations

* Selecting flex assets and flex parents for promotions
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To create and publishan asset. .. ........ ... ... . .. 22
To log in to Content Server’s Advanced interface ............................. 46
To view the Active List. . ... ... 72
To add assets to the Active List from a list of searchresults ..................... 73
To add an asset to the Active List using the asset’s “Inspect” form................ 73
To remove an asset from the Active List. .. ......... ... ... i i 74
Tocreate anew aSSEL. . . ...ttt e 76
TO COPY AN ASSEE . . vttt 79
Torunasimplesearch. . ....... ... . .. . . e 84
Torun an advanced assetsearch . ....... ... .. i, 85
Tosave search results. . . ... ... 88
Tosave search Criteria. .. ... .o 89
Torunasavedsearch ... ..... ... . . i 90
Toeditasavedsearch ... ... ... . . i 90
To edit an asset in the Advanced interface . ............. .. ... ... ... ....... 91
TO PIreVIEW AN @SSEL. . . . v ottt et ettt e e 96
To add or replace content on a page using the InSite interface. . ................. 102
To remove content from a page using the InSite interface . . .................... 105
To position content on a page using the InSite interface. . . ..................... 105
To search for assets from within the InSite interface .......................... 107
To finish a workflow assignment using the InSite interface. .................... 108
To obtain an InSite URL foranasset .......... ... ... ... 111
To associate an image asset with a parent asset using the Image Picker. ........... 115
To compose an image using the Online Image Editor. . ................. ... ... 118
To compose Flash content. ....... ... ... .. . . . . i, 121
To enter a date using the Date Picker . ............... ... .. ... ..., 123
Test the linked image: .. .. ... ... . . . . . . . . 137
To create an unmanaged linktoa URL. . ............... .. ... ... ... ...... 150
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Tocreatealink asset. ... ... ... 154
To add an asset to your Active List: .. ........ ... .. i 158
To insert an internal link into the editor field of anasset ....................... 159
Tocreatea Link asset:. . .. ... o 161
To insert an external link in a text field of anasset. .. ........... ... ... ...... 163
To add an asset to your Active List. . ... ... .. 165
To embed another asset’s contents in the text field of anasset .................. 165
Toshare an asset . .. ... 168
Tobuildacollection . ...... ... . 169
To add assets to your Active List .. ........... .. 173
T @SSOCIALE ASSELS. . . . v vttt et e e 174
To disassoCiate aSSetS . . . ..ot ittt 175
Todelete an @SSet. . . ..o v ittt e e 179
To set or change an asset’s locale designation .. ............................. 182
To create a translation of anasset . . .......... ... .. i 183
To check whether a specific translation of an asset exists ...................... 186
To delete a translation of anasset . . .......... ... i 187
To change the master asset of a multilingualset. .. ........................... 188
Toassignadate range to an asset . . . ... oottt ettt 195
To preview a site as it will appear ata futuretime .. .......................... 197
To manually approve an asset for publishing .. .............................. 206
To check an asset’s approval status. . .. ...ttt 209
To resolve an asset’s approval conflicts ... ............. ... ... .. 213
To resolve approval conflicts globally for a destination........................ 215
To remove an asset from the publishingqueue. .............................. 217
To set an asset as an export starting point. . .. ...ttt .. 219
To publish approved assets . .. ...t i e e e e 222
To examine current publishing activity. . ........... ... .. .. ... ..., 224
To view scheduled publishing activity ..................iiriirnnan .. 226
To view the publishing history . ......... ... ... . . . i 226
To view the status of an asset from the “My Assignments” list .. ................ 238
To view the status of an asset from the “Inspect” form. ........................ 238
To view the status of an asset from the “Edit” form............. ... ... .. .... 239
To view the status of an asset fromthetree ............. ... ... ... ........... 239
To manually assign an assetto aworkflow. ................................. 241
Tosetaprocessdeadline. . .......... ... i 245
To set an assignmentdeadline. ............... .. ..., 247
To finish your assignment foranasset . ................... it iiiirenrnn... 249
To delegate an assigNMENt. . . . ...ttt ottt et e e 252
To abstain from voting on an assignment . . .. .............oitirenranennann.. 253
To vote again on an assignment (to resolve a deadlock)........................ 254
To remove an asset from workflow. . ........ ... ... ... ... ... ... .. ... ... ... 256
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To examine an asset’s participant (assignee) list ............................. 257
To set workflow participants. . .......... ottt e 258
To examine the workflow progress of anasset................ ... ... .. ....... 260
Tosetup aworkflow group. .. ... 262
To add a single asset to a workflow group . .......... ... ... ... 265
To add multiple assets to a workflow group . . .. ......... .. ... ... 266
To remove an asset from a workflow group .. ........ ... .. ... ... ... ... ..... 267
To edit or delete a workflow group. .. ......... .. . 268
To setup and run a workflow report. .. ... .. .. 270
To save a Workflow report. . . . ... oot 272
Torun a saved workflow report . ........ ... ... . . . . . 273
To edit a saved workflow report . ... ... . . 273
To delete a saved workflow report . ........ ...ttt 274
Tocheckoutan asset. . . .......... it e 279
Toundoacheckout . .. ... ... i e 280
Tocheckinan asset. .. ...ttt e e e e 281
To examine an asset’s revision history .. .......... ..., 282
To Compare VErSIONS . . . ..ottt ittt e et e e e e e e 283
Toroll back an asset . . ... ...t 284
To create a Static Lists recommendationin Listmode . . ....................... 326
To create a Static Lists recommendation in Recommendation mode . . ............ 329
To create a Dynamic Lists recommendation. . ............................... 335
To create a Related Items recommendation ............. ... ... ... ... ...... 340
To edit a “Recommendation” asset. . ...ttt 344
To assign ratingsS to AN ASSEt . . . ..ottt ittt 346
To configure relationships between assets . ............. .. ... ... .. ... ... 347
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0
confidence value 320
rating 317, 318

100
confidence value 320
rating 317, 318

A

Abstain from voting form 254
accidental checkouts 277
action bar 54, 60
Action Taken field (workflow) 109, 250, 255
Action to Take field (workflow) 109, 250, 256
active list

adding assets 61, 73

removing assets 74

uses of 52

viewing 72
Add Selected Items button (promotions) 358,

360

Add this Criterion button (segments) 298
Add to My Active List button 63, 73
adding

assets to the active list 61, 73

assets to workflow groups 265, 266
advanced searches 84
Apply options

for (promotions) 359

to all visitors (promotions) 356

to selected segments (promotions) 356

until (promotions) 360
until deleted (promotions) 359
applying a discount 358
approval
dependencies 35, 202
status 211
approving assets
for publishing 35, 202, 206
procedure 206
resolving dependencies 215
article assets
embedded links 149, 150, 158, 161, 165
asset associations 372
asset types
link 30
page 29, 34
promotion 289
query 30
recommendation 288
segment 288
sorting by for a recommendation 321
assets
adding to workflow groups 265, 266
approving 35, 202, 206
assigning locale designation 182
changing master asset 187
checking in 276, 281
checking out 276, 279
defining relationships 347
deleting 178
deleting translation 187
dependencies 35, 202
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editing 91
embedding an external link 162

embedding an internal link 126, 132, 153,

159
embedding asset content 130, 165
functions 60
multilingual 180
participants list 257
permissions to work with 33
previewing 60, 96
publishing 222
ranking 171
removing from workflow 256

removing from workflow groups 267

rolling back 283
sharing 168
subtype 204
translating 183
viewing status 238
viewing translations 186
workflow variations 230
assigning
duration to promotions 359
export starting point 219
ratings 346
assignments
abstaining from voting 232
canceled 233
delegating 233, 252
due by 232
finishing 249
in workflow 36
keeping 250
queued 233
still pending 237
time due 237
viewing 232, 237
voting 232
assignments list 232
associations
assets 35

Attribute field (recommendations) 334, 339,

342

Attribute Type field (recommendations) 334,

339, 342
attributes
history 292, 306
visitor 292

automatic checkout or checkin 276

basic assets
dependencies 202
description 30
building
collections 169
button bar
Content Server interface 49
My Work 51
New 49, 75
Publishing 56
Search 50
Site Plan 52

C

calculating

ratings 317-319
cart, See shopping carts
case sensitivity

in searches 83
check in

definition 276

performing 281
check out

definition 276

performing 279
checkins

automatic 276
checkouts

automatic 276
child pages 55
Clear All command 59
collections

building 169
commands

Clear All 59

Delete 59

Edit 59

Inspect 59

New 59

Place Page 59

Preview 59

Refresh 59

Refresh All 59
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Status 59
completing assignments 249
confidence 319
column (flex asset form) 348
inheritance 320
range 319
sorting by 321
configuring
relationships between assets 347
Content Server Desktop
client software 82, 93
creating Word assets 82
editing Word assets 93
online Help 82, 93
Content Server DocLink
client software 82, 93
creating file assets 82
editing file assets 93
online Help 82, 93
Content Server interface
button bar 49
work area 60
Count field (segments) 302
creating
assets 75
promotions 354
segments 296, 354
workflow groups 262
CS-Desktop, See Content Server Desktop

D

deadlines
workflow assignment 246
workflow process 244
deadlocks
definition 233
resolving 254
default approval template 204
default rating 317
defining
discounts for promotions 358
duration for promotion 359
relationships between assets 347
segments eligible for promotions 356
Delegate My Assignment form 252
Delete command 59
deleting

assets 178
workflow groups 268
delivery types
Export Assets to XML 202
Export to Disk 202
Mirror to Server 202
dependencies
basic assets 202
exact 203
exists 203
flex assets 202
publishing 35
resolving 208, 215
Describe purchase discount field
(promotions) 358
Describe shipping fee discount field
(promotions) 359
Description field
promotions 355
segments 296
design assets 29
Direction field (recommendations) 334, 339,
343
discount description field (promotions) 358
discounts 352
description for invoice 358
entire shopping cart 357
on products 358
on specific products 358
shipping costs 359
displaying a promotion 360
document asset
definition 28
duration of promotions 359
dynamic lists recommendations 314
rating calculation 323
dynamic publishing, See Mirror to Server
publishing

E

Earliest date recorded option (segments) 304
Edit command 59
editing

assets 91

saved searches 90

workflow groups 268

workflow reports 273, 274
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e-mail notifications
deadlocks 233
delegated assignments 233, 253
workflow assignments 232
embedded links
asset content 130, 165
external 162
internal 126, 132, 153, 159
types of 124
Engage
overview 287
Every product in the catalog option
(promotions) 358
exact dependency 203
exists dependency 203
Export Assets to XML publishing
external destination 202
export starting point
assigning 219
definition 204
template 221
Export to Disk publishing
default dependent type 204
static destination 202

F
FCKEditor 113
filtering
based on a count 302
based on a history attribute 306
based on a total 301
based on the first record 304
based on the last record 305
based on the shopping cart 309
Finish My Assignment form 249
first time (for history definition) 304
Flash
composing content 121
flex assets
dependencies 202
description 31
forms
Abstain from voting 254
Delegate My Assignment 252
Finish My Assignment 249
New 50
Results of Workflow Report 271

Save Workflow Report 272
Search Assets 89

Set Participants 243
Workflow Group 263
Workflow Report 270

G
Goal field (promotions) 355
group deadlocks 233

H

Highest option (selection criteria) 320
history attributes 292

using to define segments 306
history definitions 292

using to define segments 300
History tab 58

ImagePicker 115
In Segment
column 347
rating 317
Include Others 298
incremental publishing 205
inheritance
confidence 320
ratings 318
InSite Interface
accessing 95
editing assets 99
finishing workflow assignments 108
InSite URLs 111
managing page content 101
searching for assets 107
Inspect command 59

K

keeping workflow assignments 250

L
last time (for history definition) 305

Latest date recorded option (segments) 305

length of promotions 359
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link assets

as a core asset type 30
links, See embedded links
location for promotions 360

M

Microsoft Word
See also Content Server Desktop
creating assets 75, 82
modifying assets 75, 93

Mirror to Server publishing
dynamic destination 202

N

Name field
promotions 355
segments 296

New command 59

New Recommendation form 327, 330, 335,

340

no segment ratings apply field 317, 347
Normal Article Process sample workflow 206,

234

(0

Online Image Editor
composing images 118
Out of Segment
column 347
rating 317
overlapping promotions 352

P

page assets
as a core asset type 29, 34
pages
unplacing 53
participants
definition 231
setting 258
viewing 257
permissions
approving for publishing 206
for functions 60

granted to roles 36, 231

sharing assets 168

working with assets 33
persistent list, See active list
Place Page command 59
planning

recommendations 325
Preview command 59
previewing

assets 60
product attributes

sorting by for a recommendation 321

promotions

and segments 292

based on the shopping cart 294

creating 354

defining a value 289

defining the discount 358

displaying 360

duration 359

goals 355

naming 354

overlapping 352

overview 352

replacing recommendations 352
Publish Console

button bar 56

definition 222

publishing 222

publish point, See export starting point
publish starting point, See export starting point

publishing
assets 222
dependencies 35
Export Assets to XML 202
export starting point 204
Export to Disk 202
incremental 205
Mirror to Server 202
resolving dependencies 208, 215
rules 205

publishing approval
automated 236
default template 204
exact dependencies 203
exists dependencies 203

publishing methods, See delivery types

Purchases option (promotions) 358
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Q

queries
collections 169
query assets
as a core asset type 30

R

Random option (selection criteria) 320
range

confidence value 319

ratings 317
Rating column (flex asset form) 347
ratings

assigning to assets 346

calculating 317-319

default 346

in segment 317

inheritance 318

out of segment 317

range 317

rules when 0 or 100 318

sorting by 321

system default 317

when more than one segments apply 319

when no others apply 317
Ratings section on asset form 324
recommendations

and ratings 314

and segments 292

defining relationships between assets 347

developing 325
dynamic lists 314
overview 313
rating assets for 288
related items 314
replaced by promotions 352
static lists 314
testing 349
Refresh All command 59
Refresh command 59
related assets 347
related items recommendations 314
rating calculation 323
Related Items section on asset form 324
removing assets from the active list 74
rendering template 204
resolving deadlocks 233, 254

resolving dependencies 208, 215
resolving group deadlocks 256
Restrict Further 298
Restrict to specific products option
(segments) 309
Restrict to specific time period fields
(segments) 301
Results of Workflow Report form 271
reverting to a previous version 283
revision history 278, 282
revision tracking
automatic checkout or checkin 276
check in 37, 276, 281
check out 37,276,279
revision history 278, 282
rollback 38, 278, 283
show versions 282
undo checkout 38, 276, 280
roles
granted permissions 48
workflow 231
rollback 278, 283
rules for publishing 205

S
sample workflow 206, 234
Save Workflow Report form 272
saved searches

editing 90
saving

search criteria 51, 89

workflow report criteria 272
Search Assets form 89
search characteristics 83
Search Style option 320
searches

advanced 84

basics 83

entering criteria 84

results 84, 88

running a basic search 83

saving 51

saving criteria 89

saving results 88

sharing 51

SQL 83
Segment Definition form 295
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Segment Filtering Criteria forms 297
segments
based on a count 302
based on a history attribute 306
based on a total 301
based on the first record 304
based on the last record 305
based on the shopping cart 309
categorizing visitors 288
creating 296, 354
defining with history definitions 300
defining with visitor attributes 297
eligible for promotions 356
naming 296, 354
overview 291
ratings 346
selecting
assets that are related 348
assets with the tree toggled off 372
products for a shopping cart segment 309
products to be discounted (promotions) 358
segments for promotions 356
site on login 46
session definition 58
Set Participants form 243
sharing
assets 168
shipping costs (discounted) 359
Shipping Fees option (promotions) 359
shopping carts 294
discounting items in 357
using to define segments 309
Show My Checkouts 277
Site Display 360
site plan
button bar view 52
path in button bar view 54
tree view 57
site root node 53, 57
sites
selecting on login 46
Sort function
asset type 321
confidence 321
options 321
product attributes 321
rating 321
Specific products or product groups option

(promotions) 358

SQL searches 83

Start Menu 75

states
sample workflow 234
workflow 230

static lists recommendations 314
rating calculation 322

static publishing, See export to disk

Status command 59

Status form 211

steps
sample workflow 234
workflow 230

structured content asset
definition 28

subtypes 204

system default rating 317

T

tabs, See tree tabs
template assets 325
default approval 204
export starting point 221
Template field (recommendations) 327, 330,
336, 341
testing
recommendations 349
Time restriction options (segments) 300
Total
field (segments) 301
number of items in cart option
(segments) 309
value of items in cart option (segments) 309
translations
associated assets 181
creating 183
viewing 186
tree tabs
Active List 58
Admin 58
custom 58
Design 58
History 58
Marketing 58
Query 58
Site Plan 58
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visitors eligible for promotions 356
voting
deadlocks 233
revoting to resolve deadlocks 254
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Windows applications
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Desktop
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