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EKTRON, INC. SOFTWARE LICENSE AGREEMENT

** READ THIS BEFORE LOADING SOFTWARE**

YOUR RIGHT TO USE THE PRODUCT DELIVERED IS SUBJECT TO THE TERMS AND CONDITIONS SET OUT IN THIS LICENSE
AGREEMENT. USING THIS PRODUCT SIGNIFIES YOUR AGREEMENT TO THESE TERMS. IF YOU DO NOT AGREE TO THIS SOFTWARE
LICENSE AGREEMENT, DO NOT DOWNLOAD.

CUSTOMER should carefully read the following terms and conditions before using the software program(s) contained herein (the “Software”).
Downloading and/or using the Software or copying the Software onto CUSTOMER’S computer hard drive indicates CUSTOMER'’S acceptance of
these terms and conditions. If CUSTOMER does not agree with the terms of this agreement, CUSTOMER should not download.

Ektron, Inc. (“Ektron”) grants, and the CUSTOMER accepts, a nontransferable and nonexclusive License to use the Software on the following
terms and conditions:

1. Right to use: The Software is licensed for use only in delivered code form. Each copy of the Software is licensed for use only on a single
URL. Each license is valid for the number of seats listed below (the “Basic Package”). Any use of the Software beyond the number of authorized
seats contained in the Basic Package without paying additional license fees as provided herein shall cause this license to terminate. Should
CUSTOMER wish to add seats beyond the seats licensed in the Basic Package, the CUSTOMER may add seats on a block basis at the then
current price for additional seats (see product pages for current price). The Basic Packages are as follows:

Ektron CMS100 — Licensed for ten seats (10 named users) per URL.

Ektron CMS200 — Licensed for ten seats (10 named users) per URL.

Ektron CMS300 — Licensed for ten seats (10 named users) per URL.

Ektron CMS400.NET — Licensed for ten seats (10 named users) per URL.

Ektron eWebEditPro — Licensed for ten seats (10 named users) per URL.

Ektron eWebEditPro+XML — Licensed for ten seats (10 named users) per URL.

For purposes of this section, the term “seat” shall mean an individual user provided access to the capabilities of the Software.

The CUSTOMER may not modify, alter, reverse engineer, disassemble, or decompile the Software. This software product is licensed, not sold.

2. Duration: This License shall continue so long as CUSTOMER uses the Software in compliance with this License. Should CUSTOMER
breach any of its obligations hereunder, CUSTOMER agrees to return all copies of the Software and this License upon notification and demand by
Ektron.

3. Copyright: The Software (including any images, “applets,” photographs, animations, video, audio, music and text incorporated into the
Software) as well as any accompanying written materials (the “Documentation”) is owned by Ektron or its suppliers, is protected by United States
copyright laws and international treaties, and contains confidential information and trade secrets. CUSTOMER agrees to protect the confidentiality
of the Software and Documentation. CUSTOMER agrees that it will not provide a copy of this Software or Documentation nor divulge any
proprietary information of Ektron to any person, other than its employees, without the prior consent of Ektron; CUSTOMER shall use its best efforts
to see that any user of the Software licensed hereunder complies with this license.

4. Limited Warranty: Ektron warrants solely that the medium upon which the Software is delivered will be free from defects in material and
workmanship under normal, proper and intended usage for a period of three (3) months from the date of receipt. Ektron does not warrant the use
of the Software will be uninterrupted or error free, nor that program errors will be corrected. This limited warranty shall not apply to any error or
failure resulting from (i) machine error, (ii) Customer's failure to follow operating instructions, (iii) negligence or accident, or (iv) modifications to the
Software by any person or entity other than Company. In the event of a breach of warranty, Customer’s sole and exclusive remedy, is repair of all
or any portion of the Software. If such remedy fails of its essential purpose, Customer’s sole remedy and Ektron’s maximum liability shall be a
refund of the paid purchase price for the defective Products only. This limited warranty is only valid if Ektron receives written notice of breach of
warranty within thirty days after the warranty period expires.

5. Limitation of Warranties and Liability: THE SOFTWARE AND DOCUMENTATION ARE SOLD “AS IS” AND WITHOUT ANY
WARRANTIES AS TO THE PERFORMANCE, MERCHANTIBILITY, DESIGN, OR OPERATION OF THE SOFTWARE. NO WARRANTY OF
FITNESS FOR A PARTICULAR PURPOSE IS OFFERED. EXCEPT AS DESCRIBED IN SECTION 4, ALL WARRANTIES EXPRESS AND
IMPLIED ARE HEREBY DISCLAIMED.

NEITHER COMPANY NOR ITS SUPPLIERS SHALL BE LIABLE FOR ANY LOSS OF PROFITS, LOSS OF BUSINESS OR GOODWILL, LOSS
OF DATA OR USE OF DATA, INTERRUPTION OF BUSINESS NOR FOR ANY OTHER INDIRECT, SPECIAL, INCIDENTAL, OR
CONSEQUENTIAL DAMAGES OF ANY KIND UNDER OR ARISING OUT OF, OR IN ANY RELATED TO THIS AGREEMENT, HOWEVER,
CAUSED, WHETHER FOR BREACH OF WARRANTY, BREACH OR REPUDIATION OF CONTRACT, TORT, NEGLIGENCE, OR OTHERWISE,
EVEN IF COMPANY OR ITS REPRESENTATIVES HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH LOSS.




6. Miscellaneous: This License Agreement, the License granted hereunder, and the Software may not be assigned or in any way transferred
without the prior written consent of Ektron. This Agreement and its performance and all claims arising from the relationship between the parties
contemplated herein shall be governed by, construed and enforced in accordance with the laws of the State of New Hampshire without regard to
conflict of laws principles thereof. The parties agree that any action brought in connection with this Agreement shall be maintained only in a court
of competent subject matter jurisdiction located in the State of New Hampshire or in any court to which appeal therefrom may be taken. The parties
hereby consent to the exclusive personal jurisdiction of such courts in the State of New Hampshire for all such purposes. The United Nations
Convention on Contracts for the International Sale of Goods is specifically excluded from governing this License. If any provision of this License is
to be held unenforceable, such holding will not affect the validity of the other provisions hereof. Failure of a party to enforce any provision of this
Agreement shall not constitute or be construed as a waiver of such provision or of the right to enforce such provision. If you fail to comply with any
term of this License, YOUR LICENSE IS AUTOMATICALLY TERMINATED. This License represents the entire understanding between the parties
with respect to its subject matter.

YOU ACKNOWLEDGE THAT YOU HAVE READ THIS AGREEMENT, THAT YOU UNDERSTAND THIS AGREEMENT, AND UNDERSTAND
THAT BY CONTINUING THE INSTALLATION OF THE SOFTWARE, BY LOADING OR RUNNING THE SOFTWARE, OR BY PLACING OR
COPYING THE SOFTWARE ONTO YOUR COMPUTER HARD DRIVE, YOU AGREE TO BE BOUND BY THIS AGREEMENT'S TERMS AND
CONDITIONS. YOU FURTHER AGREE THAT, EXCEPT FOR WRITTEN SEPARATE AGREEMENTS BETWEEN EKTRON AND YOU, THIS
AGREEMENT IS A COMPLETE AND EXCLUSIVE STATEMENT OF THE RIGHTS AND LIABILITIES OF THE PARTIES.

Copyright 1999 - 2005 Ektron, Inc. All rights reserved.
LA10031, Revision 1.5
Trademarks

All terms in this manual that are known to be trademarks have been capitalized. Ektron, Inc. cannot attest to the accuracy of this information. Use
of a term in this manual does not affect the validity of any trademark.

The following trademarks might appear in Ektron manuals:

Active Directory®, ActiveX®, Authenticode®, BackOffice®, ClearType®, Developer Studio®, FrontPage®, IntelliSense®, JScript®, Microsoft ®,
MS-DOS®, SharePoint ® Visual C++®, Visual C#®, Visual InterDev®, Visual J++®, Visual J#®, Visual Studio®, Visual Web Developer TM,
Win32®, Win32s®, Windows®, Windows NT®, Windows Server TM, Windows Server System TM, Netscape®, Netscape Navigator®, Mozilla TM,
Firefox TM




What's New in the 5.1 Release

What's New In the 5.1 Release

* The Workarea search now includes assets and library items.
See "Searching the Workarea” on page 54

= A new workflow report has been added. See "Site Update
Activity Report” on page 127. Also, you can now filter report
data by folder and email workflow reports. See "Selecting
Content by Folder” on page 112 and "emailing Reports” on
page 115.

= Improvements to HTML forms:

- A wizard makes it easier to create HTML forms. See
"Creating a New Form” on page 141.

- New field types and validation give you more flexibility when
creating forms. See "Inserting Form Fields” on page 147
and "Validation Options” on page 155.

— You can assign a task to a form. See "Assigning a Task to a
Form” on page 170

= The Library search results can include a thumbnail of any
images found. See "Displaying Search Results” on page 194

« Macintosh support has been improved. See "Macintosh
Support for Ektron CMS400.NET Clients” on page 529
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Introduction to Ektron CMS400.NET

Introduction to Ektron
CMS400.NET

Using Ektron CMS400.NET to manage Web content is easy once
you know the basics of setting up and maintaining your site. This
documentation explains how to maintain an Ektron CMS400.NET
site from a user’s point of view. By reading this documentation, you
will gain an understanding of how Ektron CMS400.NET works.

This section introduces basic concepts that you should understand
when beginning to work with Ektron CMS400.NET through the
following subtopics.

= "What is a Content Block?” on page 1

= "Workflow in Ektron CMS400.NET” on page 5

= "Editing Content” on page 6

e "The Lifecycle of Content” on page 7

What is a Content Block?

Any Web site consists of several pages. Each page is made up of
one or more blocks of content. For example, the home page of the
sample Web site that is installed with Ektron CMS400.NET is below.
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Introduction to Ektron CMS400.NET

Our Company Intranet

At the heart of Acre is our commitment to our customers, and our dedication
to finding a better way to conduct business effectively and efficiently., Cur
rissian is to develop best-of breed solutions that encarmmpass scalahility,
flexibility, and ease-of-use without losing focus of being affordable.

In 1993, william Acmefounded Acme Services
based on the philosophy that services should be
simple and affordable. Today, Acme is based on
the same principle.

acrme released its first product, a services tool
that allows users to deliver services quickly and
easily, Because thistool is so easy to intearate
and use, sales quickly grew and Acme expanded
with offices in Amherst, Mew Hampshire, the

#a United Kingdom, and Germany. Acmes services
tool has become a leader in the industry, and
partnerships have been made with every major services vendar,

After you sign in, notice that, as you move the cursor, colored
borders appears around one or more areas of the page. Each
surrounded area is content that can be edited independently. The
border disappears when you move the cursor out of the area. Your
system administrator controls the design of each page and
determines where the content appears.

NOTE The colored borders appear when you are not in site preview mode. See Also:
"Site Preview” on page 11. Also, your administrator can set up your system so that
the borders always appear on a page, instead of appearing only when you move
the mouse over them.
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Introduction to Ektron CMS400.NET

Our Company Intranet

At the heart of Acrme is our commitment to our customers, and our dedication
to finding a better way to conduct business effectively and efficiently, Qur n
mission is to develop best-of breed solutions that encormpass scalability,
flexibility, and ease-of-use without losing focus of being affordable,

In 1993, william Acmefounded Acrme Services
based an the philosophy that services should be
simple and affordable. Today, Acme is based on
the sarme principle.

Acme released its first product, a services tool
that allows users to deliver services quickly and
easily. Because thistool is 50 2asy to inteqgrate
and use, sales quickly grew and Acme expanded
with offices in Amherst, New Hampshire, the

#s United Kingdorn, and Germany. Acmes services
“= tool has become a leader in the industry, and
partnerships have been made with every major services vendor.

The advantage of this feature is that you can see a Web page as it
will appear to visitors to your site. Continue editing until you are
satisfied with its appearance.

To learn what the border color indicates, see "Appendix A: Content
Statuses” on page 540.
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Introduction to Ektron CMS400.NET

The Floating Toolbar

When content’s border is visible, you can right click the mouse to
display a floating toolbar (an example is in the green box below).

Onr Camnanv

[¥ edit
[y view Histary o our customers,
'E[ Delet to conduct
— DElEtE ision is to develop
Add Task :alability, flexibility,
Title: Corporate[Published uing affordable.
P : L ] . ill Rogers founded
& Workarea for Application Administrator sed on the
& Logout that creating,
and managing Web

M SRR i\ ¥ content should be simple and
_ % affordable. Today, Ektron is

# based on the same principle.

Toolbar buttons let you act on the displayed content and view
important information about it. The toolbar buttons change
depending on the content’s status or your permissions for the
content. For example, one toolbar button lets you edit the content,
while another lets you view previous versions of it.

If granted permission by your administrator, you can create new
content, and edit or delete existing ones. Most of your work with
Ektron CMS400.NET involves working with content.

Buttons on the Menu

The following table describes each button that may appear.

Button Name Description More Information

B Approve Approve or decline a request to "Approving/Declining Content”
< publish or delete content on page 85

|j, Add Task Assign a task to a user "Managing Tasks” on page 335
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Button Name Description More Information
Delete Open View Content page. From it, "Viewing Content” on page 40
ﬁ you can delete the content.
D Edit Check out content for editing "Editing Content” on page 49
-53’; Logout Log out of Ektron CMS400.NET "Logging Out of the Sample
view of Web site Site” on page 13
El Preview Preview content before it is published
Properties Open content’s View Content page "Viewing Content” on page 40
View Display differences between a "Comparing Versions of
@ Content previous and published version of Content” on page 95
Difference content
Eﬁ View History | Open View History screen, where you "Viewing and Restoring
can view previous versions of content Previous Content” on page 102
% Workarea Opens Workarea, from which you can "The Workarea and Smart
perform all Ektron CMS400.NET Desktop” on page 15
tasks
NOTE Your administrator can set up your system to have borders always appear on a

page. In that case, the toolbar always appears in the content -- you don’t need to
click the mouse to make it appear. For information on the classic user interface,
see the Administrators Manual > “Introduction to Ektron CMS400.NET” > “Getting
Started” > “Recognizing Content” > “Returning to the Classic User Interface”

Workflow in Ektron CMS400.NET

Organizations typically want a Web site that is updated frequently
with the latest information. They also want to decentralize the
updating process, so that non-technical users from any department
can make changes. Further, organizations want oversight over
those changes to ensure the accuracy of the information, that the
content adheres to corporate guidelines, etc.
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Ektron CMS400.NET manages the lifecycle of content, from
creation through approval and publication. It helps your
organization set up a process for overseeing changes to a Web
site, indicate content’s status within that lifecycle, and inform the
next approver that it is their turn to review the content.

Editing Content

Finding Content

Much of your work involves editing existing content or creating new
content. Ektron CMS400.NET provides three methods for finding
content to be updated. You can use whichever method is easiest.

= Navigate through your Web site to the content you want to edit

= Find the content through the Workarea, which resembles
Windows Explorer and lets you find content by navigating
through a folder tree. See Also: "The Workarea and Smart

Desktop” on page 15

= Use the Search button (ﬂ), which appears on many screens.
When clicked, a screen prompts you to enter keywords and
then finds content containing the keywords.

The Editing Process

After you find content, click the Edit button ([_¥) to open it in an
editor. Below is an example of content within the editor.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 6



Introduction to Ektron CMS400.NET

Edit Content in Folder "Content™

by B @ X @

Title: |Ch-'15 Developer ... [English [L.5.1]

| Cuntent” Summary || Meta Data || Schedule || Cumment|

“@ [&pply Style) - Mamal - - 2(10pt) - A Og| B I U g[

[t mREBERARSE Y oo | ¥ e MG

“ﬁ- X % rhp @ @ M £ i - “;EEEE?E?‘ZEEEEGHED|f’|

A Native NET Content Management Solution

Improve developer productivity and
kt experience with drag-and-drop CMS
:?_J'Ciﬂ e components fortemplate deuelopment

ARAT AN M TIo e e e e e e

The editor resembles popular word processing software. You can
enter text, then select it and click a button to change its display
properties. For example, you can make text bold, change the color,
or copy and paste it. You can also insert images, tables, links to
other Web pages, and check spelling,

The Lifecycle of Content

After you edit content, you typically submit it for approval to one or
more individuals who oversee changes to your Web site. These
people can review, edit and approve the change. When the last
approver signs off, the new content becomes available on the Web
site.

In some cases, you are one of the content approvers. In this case,
you receive an email notifying you that content needs approval.
You look it over, change it as needed, then pass it on to the next
approver. If you do not agree with the changes, you can decline the
request. In this case, the user who made the edits is informed that
the change is not approved.

The following graphic illustrates the content approval cycle.
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Create or edit
cortent
Approval
|
. !
Publish to :
Dechin
Webh site ectine

To help track content’s position in this workflow, Ektron
CMS400.NET assigns a status to each content item. The status
determines what you can do with it, and indicates what must occur
in order for it to get published to the Web site. For more
information, see "Appendix A: Content Statuses” on page 540.
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Logging In and Out

This section explains how to log in and out of Ektron CMS400.NET,
and to use the site preview feature through the following subtopics.
= "Prerequisites” on page 9

= "Logging into the Sample Web Site” on page 9

e "Site Preview” on page 11

* "Logging Out of the Sample Site” on page 13

Prerequisites

Once your Webmaster or administrator installs Ektron
CMS400.NET, you need the following items before you can use it.

* URL (Web address) of Ektron CMS400.NET Web site

« Username and password

Once you acquire both, you can log into Ektron CMS400.NET and
begin managing Web site content.

NOTE This documentation uses the Ektron CMS400.NET sample Web site to
demonstrate the product.

Logging into the Sample Web Site

To access the Ektron CMS400.NET sample site, follow these
steps.

1. In your Web browser, navigate to the URL of your Ektron
CMS400.NET Web site. Your system administrator provides
this.
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2. Click the Login button on the screen.

Login

3. The Login dialog box appears.

‘3 Ektron CMS Login - Micr =[O %]

Enter your username and
password.

User; |

Pwd: |

4. Enter your username and password.

If you are using one of Ektron’s sample sites, you can use any of
three standard users that demonstrate Ektron’s flexible user-
permissions model. The table below lists the username and
password needed to log in as each user type, as well as the
permissions assigned to each user.

User Type Username Password Permissions
Administrator admin admin All
Standard user jedit jedit Basic (for example, add/edit content,

manage library files, etc.)

Membership user jmember jmember Read-only permission to private content

5. Click the Login button.
6. The Web page appears.
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You can navigate around your Web site as you could before
signing in. But now, the content is surrounded by a colored box
when you move the cursor over it (illustrated below).

Edit Content in Folder "Content"

B b @ X @

Title: |CMS Developer ... [English {LU.5.]]

| Content || Summary || Meta Data || Schedule || Cumment|

(g [dpply Style] - Momal - -~ 2(10pt] - £<&| B I U A[
|+ E2REABERAB P I | o (Ve AQEMG - LEYE R
“ﬁxjxg|nhsp@®TM€Ti*J_| ' | EEHEE’|,

il | @&

T
amm
11
ki

1|
‘M
]
1]

A Native NET Content Management Solution

Improve developer productivity and
kt experience with drag-and-drop CMS
eKiron components fortemplate development.

‘ M Q CMS400.MET's visual development

Site Preview

While logged into Ektron CMS400.NET, you can preview the Web
site as it would appear to visitors, or view it in regular view.

Button Status Description
Appearance
S Preview Content appears as last edited. The advantage of this mode is

Mode that you can see a Web page as it will appear when published
to your site. Continue editing until you are satisfied with its
appearance.
In Preview mode, click the Preview button to switch to regular
mode.
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Button Status Description
Appearance

- Regular View The most recently published version of content appears.
’ . i

In this mode, colored borders surround content when you
move the cursor over it.

In regular view, click the Preview button to switch to preview
mode.

Toggling Site Preview

To toggle site preview on and off, follow these steps.

1. Navigate to a page that includes the login/logout button.

q?}. Logout

Wrarkarea

WPy iew

2. Click the Preview button.
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3. The Web site is now in preview mode.

RL International

Home | Producs | Support | Mews | Caresrs | Search | Calendar

Logging into CMS300 is easy. Simply click on the Login button below, A& pop-up window
username adrin and the password agrin, This login will allow you to browse through the
Al the functionality of CMS300 is controlled from this workarea,

MOTE: The Ektron CMS5300 sample site has 3 content sections that use XML - RC C.
Human Resources. After logging in please use the site navigation or the following
is to work with XML within CMS300.

Products
careers
For a complete introduction to the administrator's workarea please refer to the CMS300 .

@ Logout

4. To turn preview mode off, click the (XFreview)) button on the
login screen.

Logging Out of the Sample Site

To log out of Ektron CMS400.NET, follow these steps.

1. Click the Logout button (42 ) in the content’s floating toolbar,

or click the Logout button ( on the Web page.
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2. The Logout confirmation box appears.

3. Click the Logout button.

4. You return to the Web page from which you logged out.
However, it is in standard view, not Ektron CMS400.NET view.
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The Workarea and Smart
Desktop

The Workarea is a central screen from which you can perform all
activities within Ektron CMS400.NET. From it, you can

= access the Smart Desktop

= view the system’s top level folders

= navigate through the folder structure

= perform actions on content

This chapter describes using the Workarea and Smart Desktop
through the following subtopics.

« "Accessing the Workarea” on page 15

« “Understanding the Smart Desktop” on page 20

= "Navigating Within the Smart Desktop” on page 22

= "Sending Instant Email” on page 28

Accessing the Workarea

To access your Workarea, follow these steps.

1. Click the Workarea button at the bottom of the screen

((warkarea)) or the Workarea button () in the content's

floating toolbar.
The Workarea appeatrs.

The following illustrates one of several screens that may
appear in the Workarea. Your system administrator determines
which screen appears for you.
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ﬁ Smart Desktop
®H3) Tasks
L"-:Ei'ﬁ_j Reports

Content Awaiting Approval { 0)

[¥ content Currently Checked Out ( 6 )

Tasks { 2)

Form Submission Tasks ( 1)

& Content To Expire { 0)

Closing the Workarea

To close the Workarea, click x| in the upper right corner of the
window. When you close the Workarea, you return to the Ektron
CMS400.NET view of your Web site. You do not exit Ektron
CMS400.NET.

Installing the Document Management Functionality

If the version of Ektron CMS400.NET that you are using includes the
optional Document Management functionality, the first time you
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access the Workarea, the following screen appears. It prompts you
to install the Document Management software onto your computer.

Ektron DMS400
Automatic
Download and Installation

The page yvou are trying to view contains Ektron
DMS400, It will appear within your browser, It
allows you to manage asset on web pages as
easily as using that application.

Before yvou can use Ektron DMS400, it must be
downloaded into vour browser, When vou click the
Install Now button at the bottom of this page,
Ektron DMS400 will be automatically downloaded
and installed. This process may take several
minutes depending on the speed of your network
connection. Once downloaded, Ektron DMS400 will
not need to download again unless upgrading to a
newer version,

You must have authorization to install programs
on your computer,

Follow these steps to install the Document Management software.

Read the screen above.
2. At the bottom of the screen, click Install Now.

The following screen appears. The line at the top of the screen
(circled in red) may appear, depending on your browser
security.
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q This site might require the Following Activey control: 'DMS400° Fram 'Ekkron Inc', Click here toinstall. .. )

Ektron DMS400
Automatic
Download and Installation

When the installation complete successfully, please close this window.

@ Click here ta inztall the following Active contral: 'DMS5400° from ‘Ektraon Inc'...

If a small red ¥ appears, try downloading the client installation program and running it

For additional assistance, visit Ektron's support page,

Close

4. If that text appears, click it. The following menu appears.

What's the Risk?

l D M S400 Infarmation Bar Help
omatic o
nd Installation I

5. Click Install ActiveX Control.
The following screen appears. Click Install.
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Internet Explorer - Security Warning El

Do you want to install this software?
Marne: DMS400
Publisher: Ektron Inc

Moregjtions Install ] | Don't Install |

@ ‘hile Files Frarm the Internet can be useful, this file bvpe can potentially harm
your computer, Only install software From publishers waou krust, What's the risk?

7. The following screen appears. Close it when you see Ektron

Asset Control in the top left corner of the screen (circled in red
below).

Ektron DMS400
Automatic
Download and Installation

YWhen the installation complete successfully, please close this window,

e )

1L~

If a small red ¥ appears, try downloading the client installation program and running it.

For additional assistance, visit Ektron's support page.

Close
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Understanding the Smart Desktop

The Smart Desktop is one of Ektron CMS400.NET’S main screens.
To access it from wherever you are working in Ektron CMS400.NET,
click the button in the top left corner (circled below).

lf:__:‘ 192, 168,01 71 /CME
H{3 Content

The Smart Desktop consists of three sections, illustrated below.

Smart Desktop for Application Administrator

= Smart Desktop

3 Tasks Content Awaiting Approval (1)
& all Open Tasks

Assigned To Me

5]

€ Assigned By Me
~& Created By Me
o
5]

[l¥ content Currently Checked Qut ( 1)

Assigned To Use
Mot Started

'[ ) Tasks { 2)

Tasks and
Content Reports

Form Submission Tasks { 1)

L=

B content TS Content To Exy| POPUIar reports and

. Forms | tasks (this section also
. displays content block

[od] Library ﬁ Top level folders ] information)

Modules

& Settings ‘
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= The right frame displays

Content awaiting approval - content that you need to
approve before it proceeds to the next approver or is
published if you are the final approver. See Also:
"Approvals Reports” on page 118

Content currently checked out - all content in a checked-
out status. This content cannot be edited by other users
until the user who checked it out or the system
administrator checks it in. See Also: "Checked Out Report”
on page 120

A list of tasks assigned to you See Also: "Managing Tasks”
on page 335

Any form submission tasks assigned to you See Also:
"Assigning a Task to a Form” on page 170

The Content to Expire Report - see "Content to Expire
Report” on page 125

NOTE The number to the right of each category lists the quantity of content items in that
category for you. When you click an item, up to five content items in a category
appear. To perform tasks on that content, and to view additional content in that
category, click the category.

If you select a folder from the left frame, the right frame
displays content in that folder. If you select content from the list,
information about it fills the right frame.

= The top left frame displays the folder tree for the Smart
Desktop folder, which has two subfolders

- Tasks (See "Managing Tasks” on page 335)

— Content Reports (see "Content Workflow Reports” on
page 108)

= The bottom left frame displays the top-level folders in Ektron
CMS400.NET. Your display may be different depending on
whether you are an administrator.

— Content folder (see "Working with Folders and Content” on
page 32)

- Forms folder (see the Ektron CMS400.NET Administrator
Manual chapter “Working with HTML Forms”)

— "Library Folder” on page 188

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 21



The Workarea and Smart Desktop

- Modules (see "Working with Collections” on page 254,
"Working with Menus” on page 274, "Working with
Calendars” on page 312, and “Private Content &
Memberships” section of the “Managing Users & User
Groups” chapter of the Ektron CMS400.NET Administrator
manual)

- Settings folder, which includes "Updating Your User Profile”
on page 358 and "Accessing Online Help” on page 363

Navigating Within the Smart Desktop

Ektron CMS400.NET's top level folders appear in the lower left
corner of the Smart Desktop. Use them to access all other folders.

To open any top level folder, click it. When you do, it appears in the
frame above. Typically, you would a click top-level folder to see its
subfolders, then click a subfolder to see its content.

The following graphic illustrates the location of Ektron
CMS400.NET’s major features from the Smart Desktop.
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Ektron CMS Workarea Site Map

I3 Srart Desktop
i|_| Tasks

il_| Reports

[ Content

E'i Forms

@ Libirary
Modules

& Settings

. Settings
ﬂ_| User Groups
ﬂ_| Configuration

content reports

content folders
form folders

library folders

I~ Modules

ﬂ_| Collections
ﬂ_| Calendars
ﬂ_| MemberShips

From the Smart Desktop, you can also:

= “Modify the Display of Top Level Folders” on page 23

= "Hide the Left Panel of the Workarea” on page 25

Modify the Display of Top Level Folders

The display of top level folders can appear in two formats.
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Format Illustration

A full button with an icon and text ‘@J Content |

An icon on the bottom of the left frame

The full display is easier to see, but the icon format allows more
space for the folder structure. You can decide which option best
suits your needs.

Switching Between Full Buttons and Icons
By default, top-level folders appear as full buttons. To switch the

display of all folders to icons, double click the down arrow circled
below.

To switch back to full buttons, double click the up arrow circled
above.

You can also switch the display of folders one at a time by clicking
the up or down arrow.

As an alternative method of switching the display, you can

1. Place the cursor on the bar above the display of top-level
folders. (The bar has several dots in the middle.)
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||Eh Content

E";; Forms

@ Libirary
Modules

Iﬁ} Administrate

2. When the cursor turns to a double headed arrow, drag it to the
bottom bar.
To return the display to full buttons, drag the same bar above.

Hide the Left Panel of the Workarea

You can hide the left frame of the Workarea to provide more space
for working in the right frame. Below is an example of the
Workarea with a minimized left frame. Note that you cannot see
the folder display in the left frame.
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View Content "abc test™

b [y & & & 2 7 €

Content Title: abc test

|Cuntent ID: 23

Status: Checked Out

Last User To Edit: admin

Last Edit Date: 11-May-2004 10:02 AM
Start Date: [Mone Specified]

End Date: [Mone Specified]

Date Created: 11-May-2004 10:02 AM
Approval Method: Do Mot Force &l Approvers
Approvals: ﬂ jeditﬂ admin

XML Configuration: [Mone Specified] HTML Content Assumediinherited)
Path Yabc
Content Searchable:Yes

History Comment;

Metadata:
Title:

Keywords:

To minimize the left frame, click the white X near the top of the left
frame.

192,168.0.171 /OME

The left frame remains minimized until you move the cursor to the
left of the bar circled below.
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View Content "abc test™

i [ @ € 8 o €«

ontent Title: ahr test

ontent ID: 25

tatus: Checked Out

ast User To Edit:  admin

ast Edit Date: 11-May-2004 10:02 &AM
tart Date: [Mone Specified]

nd Date: [Mone Specified]

ate Created: 11-May-2004 10:02 AM
pproval Method: Do Mot Force Al Approvers
pprovals: E jedit E adrmin

ML Configuration: [MNone Specified] HTML Conter
ath vabc
ontent Searchable:es

Using Auto Hide

The Workarea screen also provides an autohide feature, which
quickly switches between full right frame view and combination
right-left frame view.

When autohide is turned on, the left frame is minimized unless you
place the cursor to the left of the bar circled above. If you place the
cursor there, the left frame appears. As soon as you move the
cursor back to the right frame, the left frame disappears.

To turn on the autohide feature, click the push pin icon near the top
of the left frame.

on.
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To turn off autohide, move the cursor to the left frame and click the
push pin icon. When you do, the push pin returns to its original
position.

Sending Instant Email

Ektron CMS400.NET lets you send email instantly to a user or user
group from many screens available from the Smart Desktop. Your
ability to send instant mail is indicated by a small mail icon next to
a user or group name (indicated in red below).

Content Awaiting Approval (1)

liew All Approvals
Title Reguest Type Start Date Submitted by

Trinity In-Line Pipe Publis [None Specified] Edit, 1ohn| (=

When you click a user/group name or email icon, the email screen
appears, as shown below. Once you complete the screen and click
Send, an email is sent to designated users.
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To: |iedit@ektran.com

Fraom: jedit@ektron.com

Subject: |C|:|ntent: Trinity In-Line Fipe

TimesMewFoman = 3(12p) - A d% B I U A
BB oY o @
=
John Edit:
TTEL: http: /192168017 1L/ CWEE00 2 amplefindesx. aspfid=22
=

aend Email | Cancel |

The following sections explain how to set up and use Instant email.

"Conditions for Instant eMail” on page 29

"Where Instant email is Available” on page 30

"Modifying Instant eMail” on page 30

Conditions for Instant eMail

= You must have a valid email address set up in the user profile.
If not, email icons do not appear in Ektron CMS400.NET. See
Also: "Updating Your User Profile” on page 358

= Your system administrator must enable the feature.
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Where Instant email is Available

Smart Desktop
Tasks
Approvals
Reports

User and user group setup

Modifying Instant eMail

Instant email is available from several screens that display users
and user groups. Typically, you click a user name or the email icon
to launch an email. Screens in the following Ektron CMS400.NET
features support instant email.

Wherever instant email is available, one of the email icons
appears.

When the email screen appears, the following information is
copied from Ektron CMS400.NET into the email.

Field Source of Default Information Editable?

To User you selected to receive the email. If the user does Yes.
not have valid email address, an error message appears | | desired, you
on the screen (see below). If you then insert a valid can add
email address, the email is sent. recipients by

typing them

* Warning: Destination address is missing * *JERUCRYISEE 8
1 Administrator@Ektron.com
If you specify a group to receive the message, as long
as one group member has a valid email address, all
group members with valid addresses receive the email.

From You No

Subject If the email message is linked to content, its title Yes
appears.
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Field Source of Default Information Editable?
Body of If the email message is linked to content, a link to the Yes
message content appears.
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Working with Folders and
Content

Every content item resides in the Content folder or one of its
subfolders. So, to work with existing content or create a new
content, you must first navigate to its folder.

A typical content folder screen appears below. It consists of three
sections:

= The top left frame shows the folder structure. You can click any
folder to display its content in the right frame, while its
subfolders appear below it.

= The right frame shows content in the currently selected folder.
Above the right frame is a toolbar of buttons that represent
tasks you can perform on selected content.

* The lower left frame shows Ektron CMS400.NET’s top level
folders
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content

7 Hurman Besources

2 Marketing

3 Products
M RC Cars
M) RC Planes
= Support

o Syndication

&

Folder structure

_ontent

Forms

Library

View Contents of Folder "Content™ ©

(& [ B B B i |uiew:- Toolbar buttons

Title Langquage ID Status Date Modified

Contact Ektron 1 15 0o Z6-May-Z004 11::
Gresting 1 24 0 04-Dec-2003 10:t
Home Page Cantent 1 1 T 04-Dec-2003 10::
Introducing the RC Redstar 1 23 0C 04-Dec-2003 10::
my first content block 1 28 I 07-0Oct-2004 04:3
Private Content 1 2 A& 03-Mar-Z004 03:1
Support Page 1 a fa) 2F-A0g-2002 025
Trinity In-Line Pipe 1 22 I 04-Dec-2003 11:1

©

Content blocks in selected folder

In this chapter, you learn about adding, editing, publishing, and
deleting content through the following subtopics. (Permissions and
Approvals are explained in the Ektron CMS400.NET Administrator
manual.)

= "Workarea Toolbar Buttons” on page 34

= "Viewing a Folder” on page 37

= "Viewing Content” on page 40

= "Expanding the Content Area” on page 44
= "Adding Content” on page 46

= "Editing Content” on page 49

= "Adding Content” on page 46

e "Searching the Workarea” on page 54

e "Adding Subfolders” on page 62

= "Deleting Folders” on page 65
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Workarea Toolbar Buttons

The top of many Workarea screens feature a toolbar that contains
buttons for performing actions. This section explains the buttons’

functions.

Button Name Description

EI,}I Add Adds items in several places.

Ef.}l Add Calendar Event Accesses the add calendar event screen in the
Workarea.

D} Add Content In a content folder, opens the editor and allows you to
J create new content.

See Also: "Adding Content” on page 46

!}‘ Add Content Folder In a content folder, allows you to create a subfolder to
further organize your content.

See Also: "Adding Subfolders” on page 62

&=

Add Library Item In the library folder, allows you to upload an image or file,
or add a hyperlink or Quicklink to use in content.

See Also: "Library Folder” on page 190

&

Add Task Assign task to a user. See Also: "Managing Tasks” on
page 331

(o)

Approvals View approval chain for folder or content.
See Also: "Approving/Declining Content” on page 86

Approve Approve content that awaits your approval.

&

Approve All In the approvals folder, approves all content awaiting
your approval with one click.

(]

Archived Content If current content is being displayed, switch to display
archived content.

If archived content is being displayed, switch to display

current content. See Also: "Setting Archive Options” on
page 71
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Button Name Description
— Back Return to previous screen.
Calendar Lets you choose when content will go live.
See Also: "Working with Calendars” on page 309
¥ Cancel Cancels action you are performing without saving the
information.
Eﬁl| Check-in Saves and checks in content you are working on.
See Also: "Checked-In Content” on page 525
% Check-out Checks out content to edit; prevents others from
simultaneously working on it.
"Checked Out Content” on page 527
B Collection Accesses the collection area for content; lets you create,
edit, and delete collections. See Also: "Working with
Collections” on page 256
B Decline Declines an approval request submitted to you.
[H)
Delete Deletes selected item.

= =

Delete Content

Deletes multiple content items at once.

=]

Delete Folder

Deletes current content folder.

Do Not Apply XSLT

Removes XSLT applied to XML content viewed in the
content history area.

(=S

Edit

Edits content or specific criteria in the Workarea.

=

Insert Library Item

Inserts selected library item into content.
See Also: "Library Folder” on page 190
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=

Button Name Description
% Link Check Identifies content with a hyperlink to the current content.
You would typically use this feature to remove the links
before deleting content.
If you do not remove the links, they are inoperative after
the content is deleted.
[j? Overwrite Replaces an image or file with a newer version.
See Also: "Overwriting Files” on page 203
& Preview Previews item that was or will be added.
% Publish Save and publish the content.
— Remove Removes items from folders and lists in the Workarea.
m Reorder Changes the sequence of links in a collection.
£ See Also: "Working with Collections” on page 256
& Restore Restores previously published content.
See Also: "Viewing and Restoring Previous Content” on
page 103
= Save Saves content that was modified.
Search Searches content and library folder screens.

See Also: "Searching the Library” on page 194

IE3]

Show Calendar

Displays the calendar in the Workarea.

Gl

@] Submit Saves and submits content to next approver in the
approval chain.
= Update Changes are saved and content is updated.
View Date View all calendar events for a selected day.
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Button Name Description
@ View Difference Opens the View Content Difference feature.

See Also: "Comparing Versions of Content” on page 96
% View History View history of selected content.

See Also: "Viewing and Restoring Previous Content” on
page 103

@ View Published

Displays currently published version of content.

% View Staged

Displays staged content.
See Also: "Staged Content” on page 530

igwe | English (US
VlEW-I nglish (US) Select language

Selects the language of the content being displayed.

All Types

Office Documents
Managed Files

Select file type

Select the type of files to work with

Viewing a Folder

To view any folder under the content folder, follow these steps.

1. Access the Workarea, as described in "Site Preview” on

page 12.

2. Click Content from the left lower side of the Workarea.
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B Content

E'i Farms

le2] Library
Modules

& administrate

3. All content in the content folder and the selected language

appear on the right side of the screen. Subfolders appear in the
upper left frame.

4. To work with any folder or its content, click the folder. When you
do, its content appears in the right frame.

NOTE You can only view folders for which your system administrator has granted
permission.

5. If your system supports more than one language, you can
select content for a particular language or all languages using
the language dropdown list (illustrated below).

View Contents of Folder "Content™

EHESHE D AR | ve

| English (Us) ~| E

Title Language [

English (1S

;22 M,

Contact Ekiron 1 1

Grostin 1 French (Standard) I
=reeting German (Standard) '
Home Page Content 1 1. —1T TFOEC-=005 120 AM

- T T T Y T e e I R Tl N ¥ |

Each folder lists the following information about its content.

Field Description

Title The name of the content.
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Field

Description

Language

The language of the content.

The number assigned to the content by Ektron
CMS400.NET. It is used to retrieve the content from a

database.
Status The status of the content. See Also: "Appendix A:
Content Statuses” on page 523
Date The most recent date the content was added, edited, or
Modified published.
Last Editor The last user who accessed the content.

Each folder also provides the following toolbar options.

NOTE

Depending on your permissions, you may not see all toolbar buttons.

Button

Name

Description

More Information

K

Add Content

Opens the editor and creates new
content in the current folder

"Adding Content” on
page 46

Add several

Open a new window that lets find and

"Using the Document

If archived content is being displayed,
switch to display current content.

content items transfer non-CMS files to Ektron Management
CMS400.NET. Functionality” on
page 227
!} Add Folder Adds a subfolder to the current folder "Adding Subfolders” on
page 62
| Archived If current content is being displayed, "Setting Archive
= Content switch to display archived content. Options” on page 71

Delete Folder

Deletes the current folder

Note: You cannot delete the Content
folder.

"Deleting Folders” on
page 65
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Button Name Description More Information
% Collections View and work with collections "Working with
assigned to this folder Collections” on
page 256
Menus View and work with menus assigned "Working with Menus”
5 .
to this folder on page 273
ﬂ Search Look for content in the folder "Searching the
Workarea” on page 54
i View View the folder’s properties
Properties

Viewing Content

You can view all content in your Ektron CMS400.NET Web site.
Viewing content allows you to see the content, metadata,
summaries, and other information. To view content in Ektron
CMS400.NET, follow these steps.

Viewing Content from a Web Page

To view content from a Web page, follow these steps.

Signin.
Browse to the content whose history you want to view.

3. Click the Properties button (@).

Continue reading from "The View Content screen appears.” on
page 41.

Viewing Content from the Workarea

1. Navigate to the folder that contains the content, as explained in
"Viewing a Folder” on page 37.

2. If your system supports more than one language, you can
select an edition of the content in a particular language via the
language dropdown list (illustrated below).

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 40



Working with Folders and Content

e @p o @ (view:| English (U.S) -
German [Standard

EH Summary || SElarc:h EEnglish (.S
|French (Standard)

: Trinity In-Line Pipe

1 manifold are for rear exhaust engines and
3. Click the content.
4. The View Content screen appears.

View Content "CONTACTS"

Centurﬁ; Medmal SErw::ez encuuragez you to cn:untau:t us with your qu95t||:|n5 ar‘u:l feedback
about our products and services,

Worldwide Headquarters | S Northern Blvd, Bldg. 6

Amhberst, MH 03031 USA
Tel. +1 (603 594-0249

Fax. +1 (603) 594-0258
info@ektron.com

After you select the content, you have the following options.

NOTE Your options may vary according to your permissions and the status of the

content.
Button or Name Description For more information, see
Tab
Properties Content View the content’s properties "Properties” on page 43
Properties
Content View Content Displays content
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&

Button or Name Description For more information, see
Tab
Summary Edit Summary Edit content’s summary. "Adding a Content Summary”
on page 74
Metadata Edit Metadata Edit content’s metadata "Adding or Editing Metadata” on
page 78
Comment View Comment View comments on changes
made when editing content.
This comment also appears on
the View Content and Content
History screens.
Tasks Add/edit tasks Add or edit tasks for this content | "Managing Tasks” on page 331
Web Alerts Add/edit Web Add or edit Web Alerts for this Ektron CMS400.NET
Alerts content Administrator manual chapter
“Web Alert Feature”
D Edit Content Open content for editing "Editing Content” on page 49
% View History View older versions of content; "Viewing and Restoring
restore older version Previous Content” on page 103
View Staged Displays staged content "Staged Content” on page 530

B

View Difference

Compares current and earlier
versions of content

"Comparing Versions of
Content” on page 96

®

contentlinked to
this content

Quicklinks to this content

ﬁ Delete Delete content "Adding Content” on page 46
m Move/Copy Move or copy content to another This button is only available to
Content folder administrators. To learn more
about it, see the Ektron
CMS400.NET Administrator
Manual.
Check for Identify all content with "Checking for Broken

Quicklinks” on page 53
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Button or Name Description For more information, see
Tab
@h Add Task Attach a task to content "Task Module Toolbar” on
page 354
@ Properties View and modify settings The “Managing XML” chapter of
XML Configuration the Ektron CMS400.NET

Administrator manual

Content Searchable Check this box if the content
should be found when someone
searches your Web site.

— Return Go back to previous menu
View View If you can view content in more
(language) than one language, select a
language from the drop down
list.
Add Add Lets you copy current content "Translating Content to Another
-select -select into a new item and translate it Language” on page 50
language- language- to selected language.
Properties
The content properties screen contains information about the
content.
Field Description
Content Title The title assigned to the content
Content ID The ID number assigned to the content. The ID number is used to retrieve

content from a database.

Content language

The content’s language

Status

The current status of the content
See Also: "Appendix A: Content Statuses” on page 523
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Field

Description

Last User to Edit

The last user to edit this content

Last Edit Date

When the content was last edited

Start Date

When the content will go live on the Web site

End Date

When the content will be removed from the Web site

Action on End Date

What happens to the content when its end date and time are reached. See
Also: "Setting Archive Options” on page 71

Date Created

When the content was created

Approval Method

Whether all approvers must sign off on content before it is published;
managed by your system administrator.

Approvals

The users in the approval chain for this content. See Also: "Approving/
Declining Content” on page 86

XML Configuration

The XML Configuration applied to the content. This is typically managed by
your system administrator. See Also: "Managing XML” on page 718

Path

The folder path to the content’s folder. A slash (\) represents the Content
folder.

Content Searchable

Yes appears if the content will be found when someone searches your Web
site.

Expanding the Content Area

It is possible to expand the content area of the screen vertically.
This gives you more space to work on content. You can expand the
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content portion of the Workarea by clicking the up arrow (). The
arrow’s screen location is shown below.

Content in Folder "Content™

g [ X @)

. |CMS Develaper . | [English {U.5.)]

tent || Summary || Metadata | | Schedule || Cumment| @
-~ [&pply Style) ~ Heading 1 - - 312pY A B I U A

RRERBRARION v Y AAB0(R - IVE

£ % mp @@ M E - Hoe

Once the content area is expanded, the top row of buttons and title
are not visible.

User: ADMI

; Workarea Thursday, August 15, 200
ﬁ” Summary ||Metadata| |5chedu|e|| Cumment| v
[&pply Style) » Headngl - - 3M2ph -Ad B I UA
BREREERANS P oo Fe AQG0Q - JoE
2% mspeemE - Hoe BR

e

Click the down arrow (i) to return the content area to normal
size. The top row of buttons and title also return to the screen.
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If you have permission to add content to a folder, you can create
content for that folder. After you create the content, your system
administrator must insert in onto a page on your Web site.

The following flowchart illustrates a typical sequence of events

when working with content.

Working with Folders and Content

Create

Delete

w

Chack in

Edit

Check Out

-

!

wr

Approval
Chain

F

w

Publish o
Wab site

immediately

b

To add content, follow these steps.

a b~ w0 N PE

F S
N

on scheduled
start date
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Select a language from the language dropdown list.

Click the Add button ().
The Add Content window opens.
Create content in the editor using the following table.

@

Browse to the folder where you want to create the new content.
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Responding to the Fields on the Add Content Screen

Field Description

Title Enter a title for the content.

Add to Check if you want to save a Quicklink to this
Quicklinks content.

Table See Also: "A quicklink is a special kind of hyperlink

that jumps to another content item on your Web
site. (A regular hyperlink jumps to a Web page on
the internet.)” on page 191

Content Check this box if the content should be found when
Searchable someone searches your Web site.

After you respond to the above fields, the following options are
available.

Buttons on the Add Content Screen

Button

Name

Description

Submit

Submit the content into the approval chain. This action also
returns the changed content to the database and exits the editor.

See Also: "Approving/Declining Content” on page 86

Publish

Publish the content to the Web site.

Note: Only the last approver in the approval chain sees this button.

See Also: "Approving/Declining Content” on page 86

This action also returns the changed content to the database and
exits the editor.

Check In

Save and check-in the document. This action returns the changed
content to the database and exits the editor. It does not submit the
content into the approval chain. Rather, it allows you and other
users to continue changing it.
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Button Name Description

- | Save Save the content without leaving the editor. It is a good idea to
save your work frequently.

W Cancel Close the editor without saving changes.

Tabs on the Add Content Screen

Tab Name Description
Content Add/edit content | Insert content. For more information about using Ektron
CMS400.NET'’s editor, see "Introduction to eWebEditPro+XML”
on page 365.
Summary Edit Summary Enter or edit the summary for the content.
See Also: "Adding a Content Summary” on page 74
Metadata Edit Metadata Enter or edit this content’s metadata.
Note: All required metadata must be added before the content can
be submitted into the approval chain.
See Also: "Adding or Editing Metadata” on page 78
Comment Add Comment Briefly describe the content, or comment on changes made when
editing content.
The history comment appears on the View Content and Content
History screens.
Schedule Add Start and If you do not want to submit the content to the approval chain
End dates immediately, enter when it will be submitted.
See Also: "Scheduling Content to Begin and End” on page 67
If appropriate, enter a date when the content will no longer be
viewable on the Web site.
See Also: "Setting an End Date on Content” on page 70
Web Alerts Add or modify See the Ektron CMS400.NET Administrator Manual chapter
Web Alert “Web Alert Feature”
Information
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Editing Content

Ektron CMS400.NET content can be in any of several statuses, as
described in "Appendix A: Content Statuses” on page 523. You can
only edit content for which you have permission and in one of the
following statuses:

published
checked in
checked out by you

submitted for your approval

NOTE Once you check out content, it cannot be checked out by other users until you
check it in.

Steps in Editing Content
Accessing the Edit Content screen from a Web page

To access the Edit Content screen from a Web page, follow these
steps.

Sign in.
Browse to the content that you want to edit.

Right click the mouse and select @ Edit.

Continue reading at "From the Edit Content window, you can”
on page 49.

Accessing the Edit Content screen from the Workarea

To access the Edit Content screen from the Workarea, follow these
steps.

1.

Access the View Content screen for the content block you want
to edit, as described in "Viewing Content” on page 40.

Select the language whose content blocks you want to view.

Click the Edit button ([2¥).
The editor opens with the content block inserted.
From the Edit Content window, you can
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ecdit content

ecreate or edit a summary

especify metadata for the content
eenter or update a comment

=enter or update start and end dates

ereview and update Web Alert information (To learn more, see
the Ektron CMS400.NET Administrator manual chapter “Web
Alert Feature”)

esave changes

=check in content

=submit content for approval
=publish content to the Web site
=access the library

6. Make the necessary edits to the content. See Also: "Table of
Toolbar Buttons and Drop-Down Lists” on page 372

Or, you can choose a toolbar option or tab from the top of the

Edit Content window. These options are described in "Buttons
on the Add Content Screen” on page 47 and "Tabs on the Add
Content Screen” on page 48.

Translating Content to Another Language

NOTE The following procedure only works with HTML or XML content. You cannot
translate other file types as described below.

Use this procedure when you want to initialize a new foreign
language content item with content from a source language. This
copying should facilitate the translation.

For example, an editor is translating content from French to
German. The editor copies the French edition to new content
whose language is German. As the editor translates the French
edition into German, he deletes the French content. Any images in
the content would usually remain, and all formatting (tables,
bullets, etc.) is retained.

To copy content into new content block of a different language,
follow these steps.
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1. Go to the View Content screen for the content you want to
translate.

From the View drop-down list, select the original language.

Use the Add drop down list in the upper right corner to select
the language into which you want to translate the content.

—select languadge-
Danish

German [(Standard)
French [Standard)

4. The Edit Content screen appears with original language
content. Translate into the new language then delete the
original content.

If desired, you can click the Translate button (4%). If you do, a
new screen prompts you to identify the original language, new
language, and the glossary to use. Then, the content is
translated. If you like the translation, click Paste Content, and
the translated content replaces the original.

Once the translated content is inserted into the editor, you can
edit it as needed.

5. When you save the content, it is saved as the edition of that
content in the selected language.

Deleting Content

NOTE The ability to delete content is a privilege granted by the system administrator. If

you do not see a Delete button ( El ) on the screen, you do not have permission
to do so.

The Delete command lets you permanently delete obsolete
content from your Web site. You can only delete content if its status
is Approved.

Like publishing, deleted content must go through the approval
chain before it is removed. If you are the last approver in the
approval chain, the content is deleted immediately. See Also:
"Approving/Declining Content” on page 86
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You can delete a single content item or several content items in a
folder. Both procedures are explained below.

Deleting a Single Content Item
To delete one content item, follow these steps.
Deleting Content from a Web page
To delete content from a Web page, follow these steps.
Sign in.
Browse to the content you want to delete.

Click the Delete button (E).

The View Content screen for the selected content appears.
(See "Viewing Content” on page 40.)

5. Click the Delete button (E).
6. The following message appears.

Microsoft Internet Explorer x|

This conkent will be deleted once the entire lisk of approvers has approved this request,

@ Are wau sure you wish ba submik this conkent Black ko the approsers For deletion?
This action will also delete any library quicklinks associated with the content block.

Conkinue?

Cancel |

7. Click OK to delete the content.
Deleting Content from the Workarea

1. Access the View Content screen for the content you want to
delete, as described in "Viewing Content” on page 40.

2. Click the Delete button (E).
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3. The following message appears.

Microsoft Internet Explorer x|

Are wou sure you wish ba submit this content block ko the approvers For deletion?
This conkent will be deleted once the entire lisk of approvers has approved this request,
This action will also delete any library quicklinks associated with the content block.

Conkinue?

Cancel |

4. Click OK to delete the content.

Deleting Several Content Items in a Folder
On the View Content Folder screen, you can delete several
content items at one time. To do so, follow these steps.

1. Access the content folder that contains the content you want to
delete.

2. Click the Delete Content button (@).

3. The Delete Contents of Folder screen is displayed.
Check boxes next to content items you want to delete.

NOTE Check off the box in the header cell to select all or deselect all.

5. Click the Delete Content button ([3).

6. A confirmation message is displayed.
7. Click OK to continue.

Checking for Broken Quicklinks

The Check Links button (ﬁ) locates all content that includes a
Quicklink to the displayed content. This feature is useful before
deleting content, because it informs you of every content item that
will include a “dead” link after you delete the selected content. You
should then edit that content and remove or change the obsolete
Quicklinks.

To use the link checker, follow these steps.
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1. Access the View Content page for the content whose links you
want to check, as described in "Viewing Content” on page 40.

2. Click the Check Links button (E).

3. A page lists each content item that links to the current content.

Click the title to access the View Content page for the selected
content. From there, you can remove or change the Quicklink.

Searching the Workarea

You can search any folder to easily and quickly locate within your
Web site. The following sections explains how to use the content
search.

Selecting a Folder to Begin the Search

To search your entire site, start with the top level (Content) folder.

If you want to limit the search to any folder (and its subfolders),
select it then select the search criteria. All folders under the starting
folder are included in the search.

Accessing the Search Content Page
To access the search content page, follow these steps.
1. Navigate to the folder at which you want to begin the search.

2. Click the Search button (#).
3. The Search Content Folder screen appears.
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Search Content Folder
RESUItS: « )

[¥] Content [¥]Forms [¥]Assets
Clinclude Archived

Search Text: | | [ Search ]

|AII the words V|
[IMatch Partial Words

Title: |

Comments: |

Date Created: hetween [Mone] =] % and [Mone]

Date Modified: between  [Mone] =] % and [Mone]

Last Editor's Last Name: |

)
)

N .

Status: |An3.f _V|
Size of Document: between | | and | |
HMumber of Slides (PowerPoint): hetween | | and | |

The Search Screen

The search screen helps you find Ektron CMS400.NET content by
specifying the following criteria.

= the kind of content you want to search (for example, HTML
content)

e a search word or words

« how the search words must match the content in order for a
document to be found by the search

= whether the search words are matched against the content
item’s title

= whether the search words are matched against the content’s
comments

= an optional range of created or modified dates. Only content
created or updated within a date range is found by the search.
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= the last name of the editor who updated the content most
recently

= the status of the content
= any metadata criteria assigned to the folder

e if the content includes Microsoft Word documents, the size of
the documents

= [fthe content includes Powerpoint presentations, the number of
slides in the presentation

Each feature is explained below.

NOTE To help track words and phrases site visitors are entering on the search screen,
the Search Phrase Report provides a count of all phrases searched within a date
range. In Ektron CMS400.NET, this report is available from the Smart
Desktop > Reports. For documentation of this report, see "Search Phrase
Report” on page 134.

Specifying the Kind of Content to Search

Near the top of the screen, check boxes let you determine the
kinds of content to search.

¥ Ccontent ¥ Forms M Assets
™ Include Archived

NOTE Assets only appears if your organization has implemented Ektron’s Document
Management feature.

Check this box To search

Content HTML content

Forms HTML forms

Assets Office documents and managed files. See Also:
"Using the Document Management Functionality”
on page 227
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Check this box To search
Include Archived Content, forms and assets that have been
archived. See Also: "Setting Archive Options” on
page 71
IMPORTANT! The search only considers content, forms, and assets whose Content

Searchable box is checked. The Content Searchable box appears on the item'’s
View Properties screen.

Specifying a Search Word or Phrase

In the Search Text field, enter one or more words that you want to
find within content, forms and assets. The search returns content
that includes these words.

Entering one or more words here is optional. That is, you can use
fields on the lower portion of the screen to find content without
knowing any words contained in the content. For example, you can
find every piece of HTML content that was modified by a certain
user within the last 30 days.

If you check off HTML and Form content, you can enter no search
criteria and get a list of all HTML and Form content on your site.

However, if you enter search text, the search only finds items that
include the search text and satisfy other criteria on the screen.

See Also:

* "The Noise Files” on page 57
= "Specifying Match Criteria” on page 58
= "Adding or Editing Metadata” on page 78

The Noise Files

If you are searching for assets, Windows has a noise file that
screens from the search every single letter of the alphabet as well
as common words. Examples of common words are about, after,
all, and also. Avoid entering such words into the Search Text field,
because the search ignores them.
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To find the list of noise words, search your computer for files
named noise.xxX, where xxx is a three-letter abbreviation for the
language. For example, noise.eng lists English noise words.

You can open a noise file with a simple word processor program,
such as Notepad, to view any language’s noise words. You can
also edit the file. For example, you can remove words that users

should be able to search on.

Specifying Match Criteria

NOTE This field is only applicable if you entered one or more words in the Search Text

field.

From this dropdown list, select criteria for how the search word or
words must appear within the content of the files being searched.

I Ligrary 1

LACIUde archnivean

Search Text: |

Sea

Al Words

Anj,r YWard
Exact Phrasze

Your choices are described below.

Choice A search returns content that has For more information,
see

All Words all words in the search field "All Words” on page 59

Any Word any word in the search field "Any Word” on page 59

Exact Phrase all words in the order specified in the search field "Exact Phrase” on page 59

Contains (match partial any part of any word in the search field "Contains (Match Partial

words) Words)” on page 59

Match Criteria Examples
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The examples below assume you entered these words into the
Search Text field.

e partners
= content
= Monday
= employee
= green

All Words

All Words works like an “and” function. The search returns only
content that has the words partners and content and Monday and
employee and green. The words can be in any order within the file.

Any Word

Any Word is almost the opposite of All of the Words. It works like
an “or” function.

When you select this option, the search returns all files that have at
least one of the words entered in the search text field. In other
words, it returns files with the word partners or content or Monday
or employee or green.

Exact Phrase

Exact Phrase returns content that have all five words in the order
specified in the search text field.

A better example would be to search for a phrase, such as Content
Management Solution. The search yields only content with that
exact phrase.

Contains (Match Partial Words)

Although you cannot search for wild cards, the Match Partial
Words option does almost the same. For example, enter at into the
search text field, then select Match Partial Words. The search
returns all content with the letters at, finding words such as At, Bat,
Chatter, Atoll, ATM, etc.
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Additional Search Criteria

The next section of the search screen lets you choose one or more
customized search criteria. Note that if you enter more than one
criterion, only content satisfying all criteria appears on the search

results screen.

Fields that Apply to Content, Forms and Assets

Search criterion

Description

Title

The title of the content, form, or asset.

You can enter a partial word. For example, entering Part
yields the following results.

® Multi-Hospital Nurse Executive Participation

® Ektron Partners and Customers

You can also enter more than one word or phrase as long
as they are in the correct sequence.

Comments

The content or form’s comments, which can be inserted via
the Comment tab.

Date Created

The file’s creation date. You can enter a single date or a
range of dates.

The search returns all items with that creation date that
satisfy all other criteria.

Date Modified

The late date when the file was modified. You can enter a
single date or a range of dates.

The search returns all items with that edit date that satisfy
all other criteria.

Last Editor’s Last Name

The last name (surname) of the user who most recently
changed the content or form. This is taken from the Last
Name field on the User Information screen.

The search returns all items last edited by that user that
satisfy all other criteria.
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Search criterion

Description

Status

The content status. See Also: "Appendix A: Content
Statuses” on page 523

Note: Although you can search for content by any status,
the search results display only the most recently published
version. If a version has never been approved, nothing
appears.

Custom Fields

Custom fields are defined by your system administrator and
applied to content by its author or editor. They are custom-defined,
so would be different for every site.

The custom search fields appear below the Status field.

Fields that Apply to MS Office Files Only

Search criterion

Description

Size of Document

As displayed on the read-only Size field on the File
Properties window’s General tab.

Number of slides
(PowerPoint)

As displayed on the read-only Statistics: Slides field on
PowerPoint’s File Properties window’s Statistics tab.

Result Display Options

At the top of the search screen, a pull-down list lets you choose the
how to display the search results.
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Search Content Folder

View Description Example
option
Mixed If the item is an
image, display the Title Teaser
image in the left T
column. If not, ONDEMAND::  ~111 on Demand Conference and Exhibif
display its title. e
To the right, A Ektron CMS400, Met logo - large size
display the item’s CMS d d
Description.
Note: Mixed
search results
require the
Internet Explorer
browser, version 6
or greater.
Text Display item’s title
I‘Pthhe Ie_ft:olumn. Title Type Folder Mame
d?séljynt?wet}ile AIIM images fCMS400ExamplefuploadedImages;
type and folder CMS400 Logo ?I‘I‘IEII;IES fCMS400Example/uploadedimages;
name. Code3 images fCMS400Ezample/uploadedIimages;
CRSM images fCMS400Example/uploadedIimages;
Gilbane images fCMS400ExamplefuploadedIimages;
Market Cycle images fCMS400Examplefuploadedimages;
Fanorama images fCMS400ExamplefuploadedIimages;

Adding Subfolders

To further organize content in your Ektron CMS400.NET Web site,
you can create subfolders to store related content.
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NOTE The ability to add a subfolder is a privilege granted by the system administrator. If
you do not see an Add Folder button (% ) on the View Contents of Folder
screen, you do not have permission to do so.

To add a subfolder, follow these steps.

1. Navigate to and click the folder under which you want to create

a subfolder.
|

9 102.168.0.171/0MS
=29 Content
=2 Human Resour
il"'l-'_\'i Markatinn

2. The contents of the folder appear in the main section of the
Workarea.

Click the Add Folder button ().
The Add Subfolder screen appears.

5. Enter the required information in the fields. Use the following
table to assist you.

Field Description

Folder name Enter a name for the subfolder.

Description Enter a full description of the folder

Style Sheet Specify the style sheet that the content in the folder will

use. If left blank, the folder inherits the style sheet from
the parent folder.

Your system administrator should be able to assist you
in choosing a style sheet.
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Field

Description

Template File
Name for this
Folder

Specify a template for the content in this folder. The
template is used when Quicklinks are generated for the
content.

See Also: "A quicklink is a special kind of hyperlink that
jumps to another content item on your Web site. (A
regular hyperlink jumps to a Web page on the internet.)”
on page 191

A drop-down list of templates already being used by

your Web site appears below this field. You can select
any template from the list.

If you leave this field blank, the template from the parent
folder is inherited.

Important!: If you change a folder’s template, that action
does not update quicklinks for existing content in the
folder. It only affects new content, created after the
template is changed.

Your system administrator should be able to assist you
in choosing a template.

XML
Configuration

By default, content and folders inherit XML configuration
settings from their parent folders. To “break” or restore
inheritance, place or remove a check in the checkbox
next to Inherit XML Configuration.

For more information, see the “Managing XML" chapter
of the Ektron CMS400.NET Administrator’'s manual.

Should Office
documents
added to this
folder be
published as
PDF?

Specify if Office documents in this folder are published
to the Web as PDF files. This property appears when
the Publish as PDF property is checked in Settings >
Configuration > Setup.

See Also: "Updating Setup Information” on page 22

Note: This property only appears if Ektron’s Document
Management functionality is installed. For more
information, see "PDF Generation” on page 849.

Metadata tab

See "Entering Custom Metadata” on page 79

Web Alerts tab

See the Ektron CMS400.NET Administrator Manual
chapter “Web Alerts Feature”

6. Click the Save button ().
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Deleting Folders

You can delete folders that are no longer needed.

NOTE The ability to delete a folder is a privilege granted by the system administrator. If

you do not see a Delete Folder button (ﬁ) on the View Contents of Folder
screen, you do not have permission to do so.

CAUTION! Deleting a content folder permanently deletes its content, quicklinks and
subfolders.

To delete a content folder, follow these steps.

1.

a > wn

Navigate to the content folder you want to delete.

Click the Delete Folder button (ﬂ).

A confirmation message appears.

If you are sure you want to delete the content folder, click OK.
The screen is refreshed, and the folder is deleted.
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Scheduling Content to Begin and
End

Scheduling content lets you control when content becomes visible
on the Web site. Similarly, you can remove content on a
predetermined date and time. When used together, a start and end
date can relieve you of much work by managing how long content
is viewable on your Web site.

You can also set options for what happens to content after
reaching its end date.

How Does It Work?

When you create or modify content, you can select a “go live” date
and time. If you do, and the content makes it through the approval
chain, Ektron CMS400.NET publishes the content to the live site at
that time.

For example, your company is having a sale of the century in a
month, and everything is ready except the announcement. You
decide to update your Web site to let the public know about the
sale. With this feature, you create the Web content now and set it
to go live a week before the sale.

This topic is explained through the following subtopics:

= "Setting a Start Date” on page 66
e "Setting an End Date on Content” on page 69

e "Setting Archive Options” on page 70

Setting a Start Date

To set a start date, follow these steps.
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Content.

Access the editor by adding new content or editing existing

If adding new content, enter a title and the content.

Click the Schedule tab.

Edit Content in Folder "Content™

Lx b [ X @

Title: |Chr15 Developer ...

————

[English (LU.5.1]

Content || Summary || Meta Data

|5chedu|e|

Cumment|

H 2 [Apply Style] - Maormnal

[ - 2[10p - A 5

4. Click the calendar button next to the Start Date field.

Start Date: [NDHE]@ %

5. A calendar pops up.

6. Select the date and time when the content will become visible
on the Web site.
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<< Moy Decemhber. 2005 Jan >3

Sun Mon | Tue  Wed @ Thu  Fri @ Sat

1 2 3

4'5 7 g 9 |10

11 12 13 14 13 116 §iF

18 19 20 | 22 23 24

23 26 27 28 29 30 0 A

09 % : 45 % |PM
09 % 2 45 v |PM ¥
[Dnne ] [ Cancel ]

7. Click the Done button.
8. The date and time appear in the Start Date field

NOTE When you select a time for content to go live, that time depends on the server’s
system clock. If the clock is incorrect, the content will not go live at the intended
time.

What Happens After | Set a Start Date?

After you save the content, it appears on the Content Pending Start
Date report, which helps you keep track of content with a future
start date. See Also: "Content Pending Start Date Report” on
page 123

After you set a go live date and the content completes the approval
chain, two scenarios may occur:
< The content is new

= The content already exists
Each scenario is now explained.
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Setting the Go Live Date on New Content

When you set a go live date on new content, it becomes viewable
on the specified date and time as long as it completes the approval
chain. If a user accesses the page that contains the content before
then, he sees only the template. This occurs within Ektron
CMS400.NET and when the content is viewed on the Web site.

Setting the Go Live Date on Existing Content

When you set a go live date for changes made to existing content,
and it completes the approval chain, the content has a grey border
within Ektron CMS400.NET until the date specified.

When you view content on the Web site, you see the previously
published version. When the go live date occurs, the new content
replaces the previously published version, and the content's status
changes to Active.

Setting an End Date on Content

To set an end date for content, follow these steps.

1. Access the editor by adding new content or editing an existing
one.

If adding new content, enter a title and content.
Click the calendar button next to the End Date field.
A calendar pops up.

a > wn

Select the date and time you want the content to be removed
from the Web site.

Click the Done button.
The date and time appear in the End Date field

NOTE When you select a time for content to go live, that time depends on the server’s
system clock. If the clock is incorrect, the content will not be removed at the
intended time.
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What Happens After | Set an End Date?

If you set an end date to content, and it gets published to your Web
site, the content is visible on the Web site. When content reaches
its end date, you have three choices for what to do with it. These
are explained in "Setting Archive Options” on page 70.

If your choice means the content will not appear on the Web site,
Ektron recommends having another content item ready to replace
it. If not, and a site visitor goes to the page containing the content,
he sees the template without the content.

Appearance on Content Reports

After content reaches its end date, it appears on the Expired
Content report, which helps you keep track of expired content. See
Also: "Expired Content Report” on page 125

Also, the Content to Expire report lists all content whose end date
will occur within a number of days that you specify. See Also:
"Content to Expire Report” on page 125

Setting Archive Options

After setting an End Date, you can specify content’s archive
options, which determine what happens upon reaching its end
date/time.

To be eligible for any option, the content must reach its end date/
time, progress through its approval chain, and be published. Until
those events occur, the content remains visible both within its
content folder and on the site.

The archive options (illustrated below) appear below the Start
Date and End Date fields on the content’s Schedule screen.

Action on End Date:

& Archive and remove from site (expire)
" Archive and remain on site

" Add to the CMS Refresh Report
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Each option is explained below.

Archive Options

Option

Can site visitors view
content upon expiration?

Can users view and edit
content within Ektron
CMS400.NET upon
expiration?

Archive and remove from site
(expire)

No

Yes, within its folder by clicking
the archive button ().

Note: If this option is assigned to
content, it only moves into the
archived area of its folder after a
site visitor accesses the host Web

page.

Archive and remain on Site

Yes

The content will not appear on a

page that uses the ListSummary

function but will appear wherever
the ArchiveListSummary function
is used.

Yes, within its folder by clicking
the archive button ().

Note: If this option is assigned to
content, it only moves into the
archived area of its folder after a

site visitor accesses the host Web
page.

Add to CMS Refresh Report Yes Yes, in the active area of its folder

and on the Refresh Report.

See Also: "Refresh Reminder
Report” on page 124

Restoring Content from Archived to Active State

To restore content from archived state to active, follow these steps.

Navigate to its folder.

If necessary, click the Archive button to view it. (See "Archive
Options” on page 71).

Click the Edit button ([2¥).
4, Click the Schedule tab.
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5. Remove the End Date or change it to a future date.

6. Submit the content for publishing. When the content is
published, it will no longer be archived.
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Adding a Content Summary

A summary provides a short description of content to supplement
the title when displaying a list of content on a Web page. When you
create or edit content, you can create a summary. Then, your Web
site developer can create Web pages that contain just the
summaries to attract readers to the full story.

A good example is a news Web site. A page on that site could list
the titles of the top stories followed by a summary of each
(illustrated below).

TOP STORIES

Ektron Named a Rising Star (08-15-2003)

August 15, 2003, Amherst, New Hampshire, USA —
Ektron, Inc., an innovator in Web content
management and authoring, has been named
a Rising Star as part of the prestigious
New England Technology Fast 50 Program.

Ektron Launches International Distribution Program (08-
08-2003)

August 8, 2003, Amherst, New Hampshire, USA —
Ektron, Inc., an innovator in dynamic Web
content authoring and management with
over 350,000 users, today announced the
launch of its international distribution
program.

Like content, summaries can include images and files as well as
different font styles and sizes. This chapter explains how to create
summaries and how they can help navigation within your site. Your
system administrator determines how to display the summaries on
your site.
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Creating Summaries

There are two ways to create summaries:

= for a new content (see "Creating a Summary on New Content”
on page 74)

= for an existing content (see "Creating a Summary for Existing
Content” on page 75)

Creating a Summary on New Content

1. Navigate to the folder in which you want to create the content.

2. Click the Add Content button. The Add Content screen
appears.

A B by ] X

Title: I

Comrent: |

¥ 2dd to Quicklinks table W Content Searchable

StartDate:l =] EndDate:l

| & (aeply Style) + Mamal = Yerdana - 2(10pH - A %| B U A
P BEEBRARRANSGE | o | Ve AAEHIG - QCE | W
& @ n[mpoem e, B BRA||EEEEs=s=sE

3. Insert a Title and content. See Also: "Adding Content” on
page 46
Click the Summary tab.

5. Enter summary information for the content. The summary can
include images, files, and hyperlinks. Its length can be

restricted by your system administrator in the configuration
setup screen.
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6.

When done, click the appropriate button.

Creating a Summary for Existing Content

NOTE

P w DN PR

Navigate to the folder that contains the content.
Click the content.
The View Content screen appears.

Click the Summary tab to enter or edit summary information
for the content. The summary can include images, files, and
hyperlinks. Its length can be restricted by your system
administrator in the configuration setup screen.

When done, click the Save button ([&).

The View Content page reappears. The status of the content
changes to “checked out” to you.

When you enter or edit existing content’'s summary, its status changes to checked
out. After you create the summary, click the Check-In button to check the content
in. From that point, you need to submit or publish it.

Editing a Summary

NOTE

You can only edit the summary of content that is published, checked in, or
checked out by you.

To edit the a content’s summary, follow these steps.

1.

Access the View Content page for the content whose summary
you want to edit, as described in "Viewing Content” on page 40.

Click the Summary tab.
The Edit Summary window opens.
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Edit Content in Folder "Content™

bx by [ X @

Title: |CMS Developer ... [English {U.5.}]

Content J Summary | Meta Data || Schedule || Cumment|

& [Bpply Style]

- Momal - » 2[10pt - é%

B 7 U A

NOTE

S

Click the Edit button. The summary opens within the editor.
Make the necessary changes.

Click the Save button ().

The summary is saved, and the View Content page is
displayed with a status of checked out.

When you edit an existing content summary, it goes into a checked out state. After

creating the summary, check the content back in. From that point, you must
submit it or publish it.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5

76



Adding or Editing Metadata

Adding or Editing Metadata

You can add two kinds of metadata to Ektron CMS400.NET content:

= Metadata that can appear on your Web site’s search page
(below the standard search fields) to help site visitors find
content on your Web site (illustrated below).

Search Text: Search

& Al the words

© Any of the words
" Exact Phrase

I Match Partial words

’gi_tyr of Origing
Moaontreal
Hong Kong
Sydney
Faris
\_ Copenhagen J

This kind of metadata also appears on the Search screen used
to find content within the Workarea. For more information, see
"Entering Custom Metadata” on page 78.
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= Metadata that resides in the source code of a Web page.
Examples include the title and meta tags. This data makes it
easier for search engines to find your Web page (illustrated
below).

-} Welcome to RC International - Microsoft Internet Explorer

RC Inten

J File Edit Yew Favorites Tools Help

J @ Back - E" index[1] - Notepad

J.ﬂ.gdress@ File Edit Format VYiew Help
<!--- Copyright 2002 Ektron, Inc. CM5 sample site
#¥% a1l information in the sample site is fictional #***% —--—
<html>

Home | E_Lalneigh

kTitlexwelcome to RC International</Titlex
<meta name="Keywords" content="RC International; RC; racing; remote cont
airplanes; cars'>

years RC .
to the spc
striving tc

Enterin

<1ink rel="stylesheet" href="default.css" type="text/cs5">
</HEAD>

<BODY toprpar‘g‘in="0" leftmargin="0" marginheight="0" marginwidth="0"

For more information, see "Entering Title and Keywords” on
page 80.

g Custom Metadata

Your system administrator defines the metadata that can be added
to content. The metadata being collected can be customized for
each folder. When you create or update content, you can define
metadata using fields that the administrator specified.

NOTE In order to add metadata to content, an administrator must have created
definitions for it in the language of the content.

For example, each document stored in the Document
Management functionality has a unique part number. Your system
administrator adds a custom search field called Part Number, and
specifies that only numbers can be inserted into the field.

When you add a document to Ektron CMS400.NET, you access the
content’s metadata and insert the correct part number for the
document (illustrated below).
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Edit Content in Folder "Content™

vy g [ X @)

Title: |CMS Developer ... [English {L1.5.7]

Content || Summary || Meta Data || Schedule || Cumment|

title: CHM3 Developer

[ Cefsuk | current character count: 13 (500 max.)

keywords: |cysan0: . NET: CHS

lﬂ' current character count: 15 (500 max.)  Separator Character ;"

description: [cys4np developer section

@' current character count: 24 (500 max.)  Separator Character ;"

robots: index,follow

[ Cefauk | current character count: 12 (500 max.) Separator Character ;"

Search Data
Part number:

Then, anyone visiting your Web site can find that document by its
part number (or a range of part numbers) using the field on your
Web site’s search screen (illustrated below).
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Search Text: Search |

* all the words

& Any of the words
" Exact Phrase

[ Match Partial Words

See Also: "Entering or Editing Metadata” on page 82

NOTE When your system administrator sets up metadata, he determines whether or not
is it “publicly viewable.”
If itis, the search field appears on the search screen that site visitors use along
with the search screen in the Ektron CMS400.NET Workarea. If the data is not
publicly viewable, it only appears on the Workarea search screen.

Entering Title and Keywords

After you create or update content, it is typically published to the
World Wide Web (WWW). Programs that search the Web (such as
Google) look at a page’s title and keywords to determine if they
should return your Web page with their results.

To improve search results, Ektron CMS400.NET provides two fields
within Metadata by default.

NOTE Your system administrator may enable or disable these fields for each folder.

= Title - appears on the search results screen to further define
your Web page
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Fle Edt Vew Favorites Yook Hep | &

Qback » () - [ @ W) O Search JrFavoriees @Meda €[ (- W ) A D@D

Address I@ http:ff127.0.0.1fcms S\URCsampleﬁndex.asp Pid=18

RC International

EIDERIEE

Home | Products | c index[1 ] - Notepad G = Inlﬂ
- at View Help
Dhisoe

<!--- Cofyright 2002 ektron, Inc. C€M5 sample site

When you creilee. 417 5
can add meta¢|<html-

<head>
appear on the

ormation in the sample site is fictional =#%* ---»

|<Title>Adding Metadata to a New Content Block</Title=
) —_— —————— mefnt; content; metadata"s
‘opyright 2002 Ektron, =+ ! ! !

LWink rel="stylesheet" href="default.css" type="text/css5">
</HEAD>
<BODY topmargin="0" leftmargin="0" marginheight="0" marginwidth="0"
rightmargin="0" bottommargin="0">
<TABLE WIDTH="100%" BORDER="0" CELLPADDING="0" CELLSPACING="0"
background="graphics /header_back.gif">

<TR>

<TD=<IMG SRC="graphics/header.gif"></TD=<!--- header graphic
note:photoshop file(header.psd) included to change company name ---=

[ |

= Keywords - are searched by leading search programs, along
with the page’s title
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After content is published to the Web site, you can view the page
source to see its metadata. Below is the source of a sample Web

page.

elcome to RC International - Microsoft Internet Explorer

e Edit View Favorites Tools Help

J Back ~ & index[1] - Notepad
\_dresslg File Edit Format Yiew Help

- <!--- Copyright 2002 Ektron, Inc. CM5 sample site
#=% A1l information in the sample site is fictional #*%% ---»
<html>
me | Lk
kTitleswelcome to RC International</Title>
<meta name="Keywords" content="RC International; RC; racing; remote control;
airplanes; cars">
- Inter
ars RC !

<1ink rel="stylesheet"” href="default.css" type="text/css">
the spcl. /HEAD>
wing tc|<BoDy topmargin="0" Teftmargin="0" marginheight="0" marginwidth="0"
Ew FEz M ightmargin="0" bottommargin="0">
<TABLE WIDTH="100%" BORDER="0" CELLPADDING="0" CELLSPACING="0"
background="graphics/header_back.gif">

<TR=

finitys n
1gines z «TD=<IMG SRC="graphics/header.gif"></TD><!--- header graphic
\& chee |note:photoshop file(header.psd) included to change company name ---»

h | </TR>
gh-quall. /TaBLE>
1d will v |<table border="0" width="778" cellspacing="0" cellpadding="0"
cellspacing="0"><!--- top navigation --->
<Tr>
<td align="1left"=&nbsp;=<a class="nav" href="1index.asp"><b=Home</b></a=&nbs
|&nbsp; <a class="nav" href="products.asp"=Products</a=&nbsp; |&nbsp; <a

On this Web page, notice the keywords are included in the meta
tag, and the title is in HTML tags. These appear according to how
the administrator sets up the metadata definitions.

Entering or Editing Metadata

To enter or edit content’s metadata, follow these steps.

WARNING! You may only edit metadata of content that is published, checked in, or checked
out by you.

1. Access the Edit Content screen for the content whose
metadata you want to enter or edit, as described in "Editing
Content” on page 49.

2. Click the Metadata tab.
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Title: |Ch-'15 Developer ...

[Enalist
Content || Summary | Meta Data l Schedule || Cumment|

JJ 3 [4pply Style] - Momal - - 2[10pt] - A

[ VI = S N TR " SR~ S T R TR R - N 1

3. The Edit Metadata screen opens with the current metadata
displayed. In order to add metadata to content, an

administrator must have created definitions for it in the
language of the content.

NOTE Your screen may differ from the example below. Your system administrator

determines the appearance of the Edit Metadata screen.

Edit Content in Folder "Content™

B By & X @
Title: |CMS Developer ...

[English (1U.5.1]

Content || Summary || Meta Data || Schedule || Cumment|
title:

CMS Dewveloper

@' current character count: 13 (300 max.)

keywords:

CM3400; .NET: CH3

l:f"E‘:E"-'rt | current character count: 15 (500 max.)  Separator Characker )"

1

description:

CM3400 deweloper section

(Befauk | cyurrent character count: 24 (500 max.)  Separator Character ;"

4

Mot Included: Included:

4. Edit the metadata. Note that
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6.

Adding or Editing Metadata

Required fields are red and marked with an asterisk (*). You
must place at least one response in such fields before the
content can be saved.

Your system administrator may prevent you from editing a field.
In this case, the field has a gray background, and you cannot
place the cursor there.

Fields may appear in two columns. In this case, the system
administrator provides a list of terms that you can apply to the
content. You can only select terms from the list -- you cannot
enter free text.

One column is labeled Not Included and the other Included.
Move terms between lists by clicking the arrow (>> and <<). Or,
move all terms between lists by clicking All >>.

You may see a semi-colon (;) as a separator character. Use the
separator character to separate items in a field.

If default metadata is defined for a specific data type, you can
click the Default button at the bottom of each field to restore it.

Below each field is a Characters Left field, which counts the
number of metadata characters. You cannot exceed the
maximum (500 characters).

Click the Save button ([&).

The View Content screen reappears.

The content is now in a checked out state to you. For the changes
to take effect on the Web site, check in the content and submit it to
the approval chain.

See Also: "Approving/Declining Content” on page 85
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Approving/Declining Content

Your site administrator establishes an approval chain for each
folder, or even specific content items. The approval chain is a list of
people or groups who must approve new or edited content before it
is published to the Web site. If a user group is part of an approval
chain, any member of the group can approve the content.

The administrator also determines the sequence of approvers in
the chain.

When a new or edited content is submitted to the approval chain, it
is reviewed by users who may

e change it

= approve or decline it

= publish it to the Internet (it is published when the last user
approves it)

The chart below illustrates the approval process.
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Create Dejete

Edit

N
3
3
3,

Ié

Publish to
Web site

Check Out

Jmme:ﬂate,‘y N on schedwied

-

FS
b

bl

siart date

You can approve and decline all content that has been submitted
to you from the approval folder. The following topics guide you
through the approval or decline of this content.

= "Approve/Decline One Content Item” on page 86

= "Approve/Decline Several Content Items” on page 88

= “Example of an Approval Chain” on page 89

Approve/Decline One Content Item

1. Click the Smart Desktop button (circled in red below).

L:-"'u i b P =l e

2. Click Reports.
3. Click Approvals.
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4. Click the content you want to approve or decline.
I L ONTICT EKTIoON Ll

I Support Page
r Pradug Page

[T RC International Announces the RC Cheetah Del

M M CamdaeE

To select all displayed content, click Select All at the top of the

screen.
Sele% All Clear All

Title

¥ Contact Ektron

¥ Support Page

¥ Products Page
¥ RC International Announces the RC Ct

5. The content appears. You can view the content, summary,
metadata, etc.

A toolbar at the top of the screen lists tasks you can perform on
the content.

Button

Name

Result of Clicking

By

Publish

Accept changes to the content and publish it to the site.

Note: If there is another approver in the approval chain for the content,
this is replaced by a SUBMIT button.

If you click Publish but the content item has an incomplete task assigned
to another user, the content cannot be published. Instead, the following
error message appears.

Microsoft Internet Explorer

' This content has been submitted, but waiting for completion of associated tasks.,
. The publishing process will not proceed until the kask has been completed.

The user to whom the task is assigned must complete it before you can
publish the content.
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Button Name Result of Clicking
B Decline Reject changes and keep current version of content live on the Web site.
M
D Edit Check out content and change it if desired.
% View Toggle between the currently published version and submitted version of
ﬁ-"ﬂ Published/ content. This can help you compare versions. See Also: "Staged Content”
Staged on page 547
@ View Diff View differences between the version awaiting approval and the currently
published content.
See Also: "Comparing Versions of Content” on page 95
Back Return to previous screen.
<

Approve/Decline Several Content Items

To approve several submitted content items without reviewing
them, follow these steps.

1. Select the submitted content you want to approve, as
described in "Approve/Decline One Content Item” on page 86.

2. Click the Approve All button ().

3. The following message appears.

Microsoft Internet Explorer x|

P This action will approve all the selected content changes awaiting your approval.
q/ This may cause some content blodks to become published or deleted.

Do you wish to continue?

Cancel |

4. To continue, click OK.
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5. The approved content is either submitted to the next publisher,
published immediately to the Web site, or deleted, depending
on the approval chain set for the content.

Example of an Approval Chain

The approval chain begins when a content contributor submits a
new or edited content. If email is enabled, an emalil is sent to the
next approver in the approval chain.

The following example follows a typical content block from creation
to publication. Three users make up this approval chain.

= Sports Writer - creates sports content

= Sports Editor - edits and publishes all sports articles

= Editor In Chief - edits and publishes all articles
Each user has different permissions that correspond to their roles.

The example uses the following topics to explain a typical approval
chain.

= "Creating Content” on page 89

= "First Approver” on page 90

e "Second Approver” on page 92

Creating Content
The first step is to create content. To create new content, follow
these steps.

1. Log into Ektron CMS400.NET as a SportsWriter.

2. Create content, as described in "Adding Content” on page 46.
3. Click the Submit button (@]) at the top of the window.
4

The content is in the approval chain. The next user in the chain
receives an email saying the content is ready for approval.
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& Request for content approval ‘.lnjll
| File Edt vew Took Messsge Help &)
& @ & = Li > 3 [E5
Reply Reply Al Forward Prink Drelate Previous hlext Addresses

From: Whebrmaster @y our CompaEnty . Com

Date: Friday, May 03, 2002 4:16 FM

To: SportsEditor@ryourdomain, com

Subject: Request for content apporaval

=

The content "Red Sox Win Werld Senes!” has been submatted for your

approval by "Sports Writer".

To locate the content, the folder path in your worlcarea 1z \Sports

The following link will take vou to the submutted content block on the Web

site: httpo192.168.0. 156/ CME2005 amplefindex. aspid=17.

Please Mote: Tou must logm and select the preview wcon to view the

changes.

The content was submutted for approval on; 03-3ay-2002 4:16:19 P,

Approvals: [ SportsEditor]-EdtorInChuef

Cormment:

[
r

NOTE Emails are only sent if your Administrator enables them.

The content contributor, Sports Writer, has completed his role in
the approval chain but continues to receive emails notifying him of
changes in the content’s status.

First Approver

After Sports Writer submits the content, the first user in the
approval chain, Sports Editor, receives an email stating content
needs his approval. He can change and approve the content or
decline it.
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Sports Editor logs into Ektron CMS400.NET, navigates to his
desktop, where he sees a link Content Awaiting Approval.

User: jedit

WORKAREA Monday, June 07, 2004

Smart Desktop for John Edit

Content Awaiting Approval (2 )

[(¥ content Gurrently Checked Qut ( 2)

Tasks (0)

He clicks the link and sees all content awaiting his approval.

The approvals folder window displays information such as title,
who submitted it, go live date, etc. The Sports editor clicks the

submitted content.

Yiew All Content Awaiting Approval

ko Yo m e D

| Content | | Summary || Meta Data || Properties || Cumment|

A Nakivia NET CfAantant

The View Content Awaiting Approvals window appears listing all
information necessary to decide whether to approve or decline the

content.
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At the approval window, the Sports Editor has several options.

Button Result

Send content to next approver in approval chain.
Approve PP PP

) 1. Send email to creator, notifying him/her that
Decline g content was declined.

2. Remove content from approval chain.

. Invokes the editor. From here, the approver can
Edit E change the content.

For demonstration purposes, we'll choose Approve.

Second Approver

After the content is approved, the next approver in the approval
chain receives an email saying that the content is ready for
approval.
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& Request for content approval ‘.ln.lll
| File Edt vew Took Messsge Help &)
& @ & = Li > 3 [E5
Reply Reply Al Forward Prink Drelate Previous hlext Addresses
From: Whebrmaster @y our CompaEnty . Com
Date: Friday, May 03, 2002 4:19 FM
To: EdiborInChiefiiryourdomain. com
Subject: Reaquest for content aporaval
=
The content "Red Sox Win Werld Senes!” has been submatted for your
approval by "Sports Writer".
To locate the content, the folder path in your worlcarea 1z \Sports
The following link will take vou to the submutted content block on the Web
site: httpo192.168.0. 156/ CME2005 amplefindex. aspid=17.
Please Mote: Tou must logm and select the preview wcon to view the
changes.
The content was submutted for approval on; 03-3ay-2002 4:16:19 P,
Approvals: SportsEditor-[EditorInChief]
Cormment:
[
r

EditorInChief logs in to Ektron CMS400.NET and accesses his
Workarea. The Workarea has an Approval folder with the content
awaiting his approval. EditorInChief navigates through the
Approval folder until he finds the content Red Sox win World
Series.

From this window, EditorInChief can view information about the
content, including title, go live date, user who created it, etc. He
then clicks the content he wants to approve.

This window is similar to the previous approver’s but includes a
Publish button at the top of the screen. The EditorInChief has a
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publish button (instead of a submit button) because he is the last
approver in the approval chain. When he approves the content, itis
published to the Web site.

Like the Sports editor, the EditorInChief has the following options.

Button Description
Publish the content.
Publish %
' 1. Sends an email to the creator, notifying him/her
Decline =2 that content was declined.

2.  Removes content from the approval chain.

Invokes the editor. The approver changes the
Edit g content.

After reviewing the content, the EditorInChief decides it is great
and publishes it. At this point, the content becomes live on the Web
site, and the approval chain is complete.

The user who created the content receives an email notifying him
that it was published.

& Content changes have been made _;';:Ef: =100 x|
| Ble Edt Vew Took Messsge Heb &)
C @ & X * ¥ [E2)
Reply  Reply Al Forward Prirk Delabe Previous Mlext Addresses
From: tfebraster @y our CompEaEny .Com
Date: Friday, May 03, 2002 4:22 FM
To: Sportsnritengnaurcompan ' com

Subject: Content changes have been made

The changes to the content "Eed Sox Wm World Senes!” have been approved.
The content changes went live immediately.
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Comparing Versions of Content

The View Content Difference feature highlights changes that were
made to selected content. Below is an example of the View
Content Difference screen, showing two versions of content. The
changes are indicated by

= redlining deleted content

= highlighting in yellow added content

& CMS Compare - Microsoft Internet Explorer

=I=IETRARS

Welcome to BC rternNational!

EC fnteredational 15 dedicated to the EC racing enthusiasts! We eat, wotle, play, and live EC rac:
EC fnterriNational has become one of the leading manufactures of EC racing and flying vehicles. ©
spott, and the enthnisiasts who play it, has endeared our products to the O community, We wall ¢
wnprove our affordable products and hope you will become an EC fterniational member.

Within the View Content Difference feature, you can perform
several tasks, as well as view different versions of the content
separately, or compared.

When Can | Compare Content?

The View Content Difference feature is only available when

= you are viewing an historical version of content

= astaged version of the content is available (See Also: "Staged
Content” on page 530)
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The following table explains when you can use the feature, and
which versions are compared.

Content Status Compares current published
version with

Published Historical version stored in the content
history area

Checked-In Most recently checked-in version
Submitted Submitted version

Pending Start Date Scheduled version pending start date
Checked Out Not available

If content can be compared with another version, the View

Difference button (@) appears in the content history area or the
Web page view.

The Compare Content Window

NOTE The first time the View Content Difference feature is opened, a simple installation
program runs. See Also: "First Use of the View Content Difference Feature” on
page 101.

The Compare Content window consists of the following:

« "Toolbar” on page 97
= "Content Area” on page 100

= "View Tabs” on page 100
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2} CMS Compare - Microsoft Internet Explorer,

Toolbar

Content
Area ~ |

View
Tabs

I Diff | Published | Staged

Each area is explained below.

Welcome to RC InternNational!

R ftereblational i dedicated to the RC racing enthusiasts| We eat, work, play, and live BC racin
EC Interndational has become one of the leading manufactures of EC racing and flying vehicles. Ou
spott, and the enthusiasts whe play it, has endeared our products to the EC community. We will cot
improve our affordable products and hope you will become an RC InternNational member,

Toolbar
The content comparison toolbar has five buttons, explained below.
Button Name Description
% Print Sends content to local or network printer.
Note: This option prints the currently displayed content,
whether it is the compared, published, or staged content.
Save Saves a copy in HTML format on your local machine or

a

network. When saved as a physical file, the HTML may be
edited. However, the changes are not saved to the Web
Server.

Note: The save option saves the version of the content you
are viewing.
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Button

Name Description

Setup Opens setup dialog box to configure the settings. Typically,
only an administrator would use this.

For more information, see "Setup” on page 98.

Help Displays additional information about the compare feature.

Exit Closes the window.

Setup

Click the Setup button (@) to open the setup dialog box.
Typically, a system administrator would edit these settings.

. Ektron eWebDiff @

YWhitezpace
i Ignore Al
f* Smart Detect
i Detect Al

{* Compare vizual aspect

i~ Compare zource code

Other

[ lgnore Caze

|gnare farmat
v attributes

Cancel

You can change the setup options to better suit your needs. The
following table explains each option.

Option

Description

Compare Options

Compare visual
aspect

Compares content as it would appear on a
Web page.
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Option

Description

Compare source
code

Displays compared content as source HTML.

Whitespace Options

Ignore All

Blank (whitespace) characters are ignored.

Smart Detect

One or more consecutive whitespace
characters are treated as a single separation
sequence. That is, multiple whitespace
characters are ignored.

Detect All

Blank (whitespace) characters are treated as
any other character.

Other Options

Ignore Case

Determines whether comparison is case
sensitive. For example, if you check this box,
the strings “Bob” and “BOB” are not
highlighted because their only difference is
the case of the characters.

Ignore Format
Attributes

Determines whether comparison ignores
changes in text-formatting attributes (HTML
Visual Analysis only).

After updating setup information, click OK to save changes.
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Content Area

The content area displays the content comparison.

CM5 Compare - Microsoft Internet Explorer

=R

Welcome to EC InternNational!

EC fterndational 15 dedicated to the BC racing enthusiasts| We eat, work, play, and live EC racing. In three ¢
EC fnterndTational has become one of the leading manufactures of EC racing and fying vehicles. Our dedicatio
sport, and the enthusiasts whe play i, has endeared our products to the EC commurmty. "We will continue strivy
unprove our afordable products and hope yvou will become an EC fternIational member,

The following table describes the change indicators.

Symbol Example Content state
Plain black text Trinitj.rs nEw pipe andd Unchanged
Yellow highlighted text Chnar dedication to the Added

Red, struck-through text dedicatedto-the-RE Deleted

View Tabs

When viewing content in the View Content Difference feature,
there are three view modes, explained below.

View Description

Diff Compares published version of content to staged
version

Published Displays currently published version
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View Description

Staged Displays the staged version of content. See Also:
"Staged Content” on page 530

To switch between views, click the corresponding View tab.

First Use of the View Content Difference Feature

The first time the View Content Difference screen is used on a
client machine, a simple installation program is performed.

Click YES when the following screen appears.

Security Warning

X]

Do pou want ta install and run "Ekbron gwfebDitt" signed
on 1/9/2004 2:40 PM and distributed by

Ektron Inc

Publizher authenticity werified by YenSign Clas: 3 Code
Signing 2001 Ca

Caution: Ektron Inc agzerts that thiz content iz zafe. vou
zhould only install Aview this content if you trust Ektron [ne
to make that azzerion,

] Always trust content fram Ekbon Inc

[ Yes ]l M |[ More |rfn ]

When the installation program completes, close and reopen the
View Content Difference feature.
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Viewing and Restoring Previous
Content

Past versions of published content are available unless your
system administrator purged them. Your ability to view a content
item’s history is determined by your user privileges.

After viewing a previous versions of content, you can replace the
current version with any previous version.

NOTE This section explains how to view and possibly restore older versions of content.
To see a change-by-change comparison of two content items, use the View
Content Difference feature, explained in "Comparing Versions of Content” on
page 96.

NOTE The Purge History feature deletes historical versions of content according to user-
defined criteria. Therefore, some previous versions may be unavailable. See Also:
Ektron CMS400.NET Administrator manual > “Managing Content Folders” >
“Folder Properties” >"Purge History”

The View and Restore features are explained through the following
subtopics.

= "Accessing Content History” on page 102

= "The Content History Window” on page 104

= "Restoring a Previous Version” on page 105

= "Comparing Historical Versions” on page 106

* "Removing Applied XSLT” on page 106

Accessing Content History

By default, all users can view the history of Ektron CMS400.NET
content. You can access content history from two places:

= The Workarea's View Content page
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= The icon menu for content on a Web page
Once you access the history, the functionality is identical.

The following sections explains how to access the content history
from both places.

Accessing the Content History from the Workarea
To access the history from the Workarea, follow these steps.

1. Navigate to the View Content page for the content whose
history you want to view.

2. Click the View History button (Fa).

Accessing the Content History from a Web page

To access the history for content from a Web page, follow these
steps.

Sign in.
Browse to the content whose history you want to view.

3. Click the View History button ().

4. The Content History window opens.
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The Content History Window

=3
Uze
Monday, August

2} CMS400 Content History - Microsoft Internet Explorer provid...

Content
History

Views Content History

Version Published Date tontent Last User To Edit: Comment
Titde:

z.1 8/15/2005 12:16:22 PM Intranet Administrator Application

2.0 @ Bf15/2005 12:16:22 PM Intranet Adrinistrator Application

1.1 8/15/2005 12:14:32 PM Intranet Administrator Application

1.0 @ B/15/2005 12:14:32 PM Intranet Administratar Application

The View Content History window lists every version of the content
available in Ektron CMS400.NET. The window displays the following
information for each version.

e version number See Also: "The Content Version Number” on
page 104

e agreen circle appears next to any version that was published.
On dates without a green circle, the content was checked-in
but not published.

= (date and time when a version was checked in or published
= title of content
= last user who edited content

= comments entered by user to describe nature of changes
made

To view any version, click its title. When you do, the Content
History window appears for the selected content.

The Content Version Number

Ektron CMS400.NET assigns a unique number to each saved
version of a content block. The number is increased by one tenth if
the content is checked in but not published. If the content is
published, the next whole number is assigned.
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For example, if the current version is 1.0 and you check in that
content, the new version is numbered 1.1. If the next user who
edits that content publishes it, the new version number is 2.0.

If the content is purged, the numbering scheme restarts with the

content that remains in the database.

The Detail History Window

After viewing the View Content History window, you can click any
version to see the detail for it. The detailed History window has two

sides:

= The left side redisplays the information in the content history
window. See Also: "The Content History Window” on page 104

= The right side displays the selected version of the content.
After viewing a version of content, you can perform these

=

content

actions on it.
Action Button Description More Information
Restore Restore historical version of "Restoring a Previous

Version” on page 105

View Difference

[

Compare historical version to
current version

"Comparing Historical
Versions” on page 106

View History
Report

fie

View summary list of all versions

"The Content History
Window” on page 104

Remove XSLT
XML Content Only

=

Remove XSLT applied to XML
content

"Removing Applied XSLT” on
page 106

Actions are explained below.

Restoring a Previous Version

NOTE

The ability to restore content is a privilege granted by the system administrator. If

you do not see a Restore button ( |_£p|) on the View Content History screen, you
do not have permission to do so.
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1. Select an historical version of the content that you want to
restore from the left pane.
2. Click the Restore button (@).

3. The content history window closes, and you return to the View
Content page or the Web page, with the content in a checked
in status.

If desired, check out the content to make additional changes.
Select the workflow to perform on the content.

6. When the historical version is placed in the approval chain and
approved, it is published to the Web site.

Comparing Historical Versions

After you select an historical version of content, you can view the
differences between it and the current version. To compare an
historical version, follow these steps.

1. Select an historical version of the content from the left pane.

2. Click the View Differences button (@).

The historical and the current versions are compared. To learn
more about the comparison, see "Comparing Versions of Content”
on page 96.

Removing Applied XSLT

You can only remove an applied XSLT when viewing historical
versions of XML content. If you remove the applied XSLT, you can
view the content without the irrelevant XML tags.

The following table compares the views.
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With XSLT
Product Name: RC Redstar
Description:
The RC Redstar is a radio controlled, gas powered, low-wing aircraft,
This new plane is for beginners-intermediates that are looking for &
easy plane to learn with or to have fun with. The Redstar is easy to
fly and easy to maintain.
Specifications
Airfoil; Low-Ying
Owerall Length: 57 in.
Wingspan: 7lin.
Weight 7-8 |bs.
Enging Size: B0-70 o
Fuel Tank Size: 12 oz,
Engine Run Time: 15 min (full tank)
Refill Time: 17 secs.
Fuel Type: Standard White (highly refined) gasoline
Color: Standard
Without XSLT
Content:
RC Redstar
The RC Redstar is a radio controlled, gas powered, low-wing aircraft, This new plane is fi
beginners-intermediates that are looking for a easy plane to learn with or to hiave fun wi
Redstar is easy to fly and easy to maintain.
Low-Ying 57 in. 71in. 7-28 lbs, .60-70 cc 1 15 min (full tank) 17 se
Standard White (highly refined) gasoline Standard
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Content Workflow Reports

The reports folder contains several reports to help you manage the
workflow of content through Ektron CMS400.NET. In most cases,
you choose a report that corresponds to the content’s status, then
view all content in that status. If appropriate, you can perform tasks
on selected content. For example, you can check in checked-out
content.

This chapter explains how to access the reports folder in your
Workarea, set criteria that determine the information on the
reports, and actions you can perform on them.

See Also:

= "Accessing the Reports Folder” on page 108
= ’List of Standard Reports” on page 109

= "Common Report Topics” on page 110

Accessing the Reports Folder

To access the Reports folder, follow these steps.

1. Log in to your Ektron CMS400.NET Web site and access the
Workarea.

2. To access the Smart Desktop from anywhere in Ektron
CMS400.NET, click the button in the top left corner (circled
below).

B X

) 182.168.0,1 71 /CMS
#{7) Content

3. Click the Reports folder.
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4. A list of available reports appears.

7 Smart Desktop

H{3) Tasks

=2 Repaorts

Approvals

Checked In Content Report
Checked Out Content Report

New Content Beport

Submitted Content Beport

Content Pending Start Date Beport

Eefresh Peminder

Expired Content Beport

Content To Expire

COOOO00000

Site Update Activity Content Report

NOTE The Approvals, Checked Out, and Content to Expire Reports are also available
from the Workarea.

The reports are described below.

List of Standard Reports

Report Displays content in this For more information, see
status

Approvals Requiring your approval "Approvals Reports” on page 118

Checked In Content Checked in "Checked In Report” on page 120

Checked Out Content Checked out "Checked Out Report” on page 120

New Content New (that is, created and saved "New Content Report” on page 121
but never published)

Submitted Content Submitted for publication "Submitted Report” on page 122
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Report

Displays content in this
status

For more information, see

Pending Content

Approved and pending a start date

"Content Pending Start Date Report”
on page 123

Refresh Reminder Report

End date has been reached

"Refresh Reminder Report” on
page 124

Expired Content

Expired date has been reached

"Expired Content Report” on page 125

Content to Expire

Will expire within specified number
of days

"Content to Expire Report” on
page 125

Site Update Activity
Content Report

Content created or updated in
selected folders and within a
selected date range

"Site Update Activity Report” on
page 127

Asynchronous Log File
Report

A log report of the Asynchronous
process

Ektron CMS400.NET Administrator
manual > “Web Alert Feature” >
“Setting Up the Message Queue and
Asynchronous Processor” >
“Asynchronous Log File Reporting”

Search Phrase Report

Frequency of search terms

"Search Phrase Report” on page 132

Common Report Topics

The following topics apply to the reports.

= “Information on the Reports” on page 111

« "Report Toolbar Options” on page 111

e "Selecting Content by Folder” on page 112

= "Selecting Content by Type” on page 113

= ’Sorting and Filtering Content Reports” on page 113

= "Performing an Action on Several Content Items” on page 114

= "Viewing/Editing Content on the Report” on page 115

= “emailing Reports” on page 115
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Information on the Reports
Each report displays the following information about its content.

Field Description

Title Title of content.

ID Internal number assigned to content by Ektron
CMS400.NET.

Date Modified If a Start Date was assigned to the content, it

appears here.

Last Editor The user who last edited the content.

Path Folder location of content.

Report Toolbar Options

Toolbar Button Description For more information, see

B email this report to selected users "emailing Reports” on page 115
— Select a folder whose content appears on "Selecting Content by Folder”
et the report. Content in other folders is on page 112

ignored.
— Go to previous screen
_ - Select the language of the content you
Ulew:l English {lJS) want to see on the report
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Toolbar Button

Description

For more information, see

Office Documents

hlanaged Files

Select the type of the content you want to
see on the report

Selecting Content by Folder

After viewing a report, you can select a folder and only view the
content in that folder that satisfies the other report criteria. For
example, the Checked in Content Report can show only content
whose status is checked in and which resides in the Contacts

folder.

Select Folder

E X

Please select sub folders by navigating the folders belo

Selected Folder: Y,
ES

) Books

) calendar

= CenturyMedicalServices

= Contacts

= Dynamic_ Content In Content

==

T — - =

Only content in the selected folder appears. The report does not
include content from subfolders of the selected folder.

To select content by a folder, follow these steps.

1. From the Smart Desktop, select a report.

2. Click the Select a Folder button (/..%).
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3. The top level folders appear.

If the folder you want is on the list, click the corresponding
checkbox.

If the folder you want is a subfolder, click the parent folder’s
name. A new screen appears, showing the selected folder’s
subfolders. Click the corresponding checkbox.

Click the Save button () to finalize your folder selection.

The screen displays all content items in the selected folder that
satisfy all report criteria.

Selecting Content by Type

After viewing any report, you can select a content type and only
view the content of that type that satisfies the other report criteria.
For example, the Checked in Content Report can show only Office
documents.

To select a content type, follow these steps.

1. From the Smart Desktop, select a report.
2. Use the file types pull-down to select a file type.
3. The screen refreshes and only displays files of that type.

-

All Types w [

HThL Content
Office Documents
“Ihlanaged Files
WFarms

Images

Mon Image Managed Files
FOF

[=

atent

Sorting and Filtering Content Reports

Upon viewing a report’s content, you have additional options for
filtering report data by user and content folder.
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The filtering options for each content report are identical. The
following section uses the Checked-In Content report as an
example.

Filter by User
To display only content that was checked in by a user, click the
name of the user in the report display. When you do, the report
redisplays, showing only content which that user checked in.

Filter by Content Folder

To display only content checked in to a selected folder, click the
folder on the report display. When you do, the report redisplays,
showing only content in that folder.

NOTE You can also select a folder and view reports in that folder only. See Also:
"Selecting Content by Folder” on page 112

Performing an Action on Several Content ltems

You can perform the following actions on several or all content
items in the Approvals, Checked in, and Checked out reports.

Report Action you can perform
Approvals Approve

Checked in Submit for publication
Checked out Check in

To select several reports, check the relevant checkboxes
(illustrated below). To select all reports, click Select All.
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Content Reports: Checked Out Content Report

: 1Al Types
Select All Clear All
Title ID Last Editor
[ 1Ektron Introduces an Enhanced Workflow Suite 18 Adrministratar, A
[ ]Ektron Supports Rapid and Efficient Glohalization Strategies on the Weh 19 &drministratar, )
[ Microsoft A5P .MET Programming with Microsoft Wisual C# MET 23 Administrator, &)
[ JExample of dynamic content within content 29 Administrator, &)

Then, click the button at the top left to perform the action on the
selected content items.

Viewing/Editing Content on the Report

To view (and possibly edit) any content on a report, click it. It
appears on the View Content screen (illustrated below).

View Content "ASP.NET Unleashed”

CY On By (g 2 @ € B L o5 € | view: English (US)  ~|@

Properties || Content || Summary || Meta Data || Comment | | Tasks |
Title: ASP.MET Unleashed

Subject: Computer Programming ISBMN: 067232542

Genre: Non-FictionPublisher:Sams
The View Content screen provides several toolbar options that you
can perform on the content. These options are explained in "After
you select the content, you have the following options.” on
page 41.

emailing Reports

You can email any report. You might do this, for example, to notify
a user that several content items are checked out to him. All
information in the report appears in the email. A sample appears
below.
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Content To Expire in 70 Days

tsmith@ektron.com

To: tsmith@ektron.com

Title 1D Last Editor Email End Date P
OIS Developer .. 12 Edit, John 11132005 24500 PR
ChE Entwaclkler . 12 Admumstrator, Application 11132005 94540 PR b
CME Ealisateur . 12 Administrator, Application 11132005 24540 P

You can click any content item on the report and proceed to that
page of your Web site.

To email any report, follow these steps.

1. Display the report that you want to email.

2. Click the email button ([&).

3. Alist of all users and user groups in your Ektron CMS400.NET
appears.

A

lser or Group Hame
1 € admin

[ € jedit

1 € jsmith

[1 € thrawn

(1 € tiones

] 5 WS

Dg‘; administratars
Dﬁ Everyone

NOTE Users appear flrst in alphabetical order (by username), followed by user groups.
The icon for user groups has two heads (see below).
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[] Q tjone
1€ vs

[ 1€ administrat
Everyone

4. Click inside the checkbox of every user or group to receive a
copy of the report.

Searching for Report Recipients

If you cannot easily find a user, a search of all users and groups is
available. To use it, follow these steps.

1. Display the report that you want to email.

Click the email button (&).

A list of all users and user groups in your Ektron CMS400.NET
appears.

Click the Search for User button ( ).
The following screen appears.

First Hame |

Last Mame

User Mame |

Group Mame

Send Email

Enter whatever information you know about the users.
Click the Send email button.

All users that satisfy the search criteria appear on a new
screen.

9. Click the checkbox of every user or group to receive the report.
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Approvals Reports

Each content item awaiting your approval appears on this report.
Thus, you can quickly find all such content without searching
through every folder.

The View All Content Awaiting Approval screen displays the
following information about this content.

Field Description

Title Title of content.

Request Type Request made for the content. Either Publish or
Delete.

Start Date Start date, if any, assigned to the content.
Determines when content will go live on Web
site.

Date Modified Date the content was most recently changed

Submitted By User who submitted content for approval.

ID The ID number if the content.

Language The language of the content.

Path Path to content folder where content resides.

Below is an example of the View All Content Awaiting Approval
screen.

View All Content nm'waifing Approval

@ & B view: English (U5 v | All Types v|3@
Title RFequest Type Start Date Date Modified
[]cMs Developer ..., FHOlS! Sunday, December 05, 2004 9:45 PM 11/1/2005 1:29:27

Approving/Declining Content

From the approvals report, you can approve or decline content that
was submitted to you. The steps below explain how to do so.
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Approve/Decline

One Content Item

1. Access your Approvals report in the Workarea (see "Approvals
Reports” on page 118).
2. Click the content you want to approve or decline.
The View Content Awaiting Approval page is displayed.
4. Perform an action using the following table as a reference.
Button Name Description

% Publish

Accept changes to content and publish it to site.

Note: If there is a subsequent approver in the content’s approval chain, this
button is replaced by a Submit button.

If you click Publish but the content item has an incomplete task assigned to
another user, the content cannot be published. Instead, the following error
message appears.

Microsoft Internet Explorer

' This content has been submitted, but waiting for completion of associated tasks.,
. The publishing process will not proceed until the kask has been completed.

The user to whom the task is assigned must complete it before you can
publish the content.

T

Decline Reject changes and keep current version of content live on Web site.
|} Edit Check out content and make changes to it if desired.
% View Toggle between published and submitted versions of content. This can help
J Published/ you compare differences.
Eﬁ] Staged
Back Go back to previous screen.

Approving Multiple Content Items
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See "Performing an Action on Several Content ltems” on page 114.
The selected content is either submitted to the next publisher,

published immediately, or deleted, depending on the content’s
approval chain.

Checked In Report

The Checked In Content report displays all the content currently in
a checked-in status.

The report displays the following information.

Column Description

Title Title of content.

ID ID number assigned to content by Ektron CMS400.NET.

Last Editor Last user to edit the content.

Date Date and time content was last edited.

Modified

Path Folder location of content in Ektron CMS400.NET Web
site.

Submitting Multiple Content Items

After selecting content, use the submit toolbar option (@) to
submit it for approval or publication, depending on your position in
the approval chain.

Checked Out Report

The Checked Out Content report displays all content currently in a
checked out status.

The report displays the following information.
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Column

Description

Title

Title of content.

ID

ID number assigned to content by Ektron CMS400.NET.

Last Editor

Last user to edit the content.

Date
Modified

Date and time content was last edited.

Path

Folder location of content in Ektron CMS400.NET Web
site.

After selecting content, check it in using the Checkin button (@).

New Content Report

The New Content report displays content in a new state, that is, it
was created and saved but never published. The new content
report contains the following information.

Column

Description

Title

Title of content.

ID

ID number assigned to content by Ektron CMS400.NET.

Last Editor

Last user to edit the content.

Date
Modified

Date and time content was last edited.

Path

Folder location of content in Ektron CMS400.NET Web
site.
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Submitted Report

The Submitted Content report displays all content in a submitted
state.

The report contains the following information.

Column Description

Title Title of content.

ID ID number assigned to content by Ektron CMS400.NET.

Last Editor Last user to edit the content.

Date Date and time content was last edited.

Modified

Path Folder location of content in Ektron CMS400.NET Web
site.

Viewing Position in Approval Chain

While viewing the Submitted Content report, you can view the
content’s position is its approval chain. You can use this
information to contact the individuals in the chain and ask them to
complete their approval. To do so, follow these steps.

From the Submitted Content Report, click the content’s title.
The View Content page is displayed.
Click the Properties tab.

P w N PE

The content’s position in the approval chain is indicated by red
text on the Approvals line.
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Start Date: [Mone Specified]

End Date: [Mone Specified]

Date Created: 07-lun-2004 10:37 AM

Approval Method: Force all Approvers

Eppruvalg: E EditDrInChiefE SDDI"tSEditDI’j

XML Configuration: [Mone Specified] HTML Content &ssumed(inheritec
Path YWSports
Content Searchable:ves

Content Pending Start Date Report

The Pending Start Date Report displays all content that was
approved, but whose start dates haven'’t occurred.

Each content item on the report contains the following information.

Column Description

Title Title of content.

ID ID number assigned to content by Ektron CMS400.NET.

Last Editor Last user to edit the content.

Start Date Date and time content will go live on Web site.

Path Folder location of content in Ektron CMS400.NET Web
site.

Editing Content with a Pending Start Date
You may edit content on the Pending Start Date Content report. To
do so, follow these steps.

1. Click the content you want to view.
2. The View Content page is displayed.
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3. Using the toolbar at the top of the page, perform any action
available.

Refresh Reminder Report

The Refresh Report displays all content whose end date has
passed and whose archive option is set to Refresh Report. This
content is still visible on the Web site. Its appearance on this report
indicates that it is due for review. See Also: "Setting Archive
Options” on page 70

Each item on the report contains the following information.

Column Description

Title Title of content.

ID ID number assigned to content by Ektron CMS400.NET.

Last Editor Last user to edit the content.

Date Date and time the content was last updated.

Modified

Path Folder location of content in Ektron CMS400.NET Web
site.

Removing Expired Content from Site

If you review content and decide it should no longer appear on
your site, follow these steps to remove it. The content will be visible
if you browse to it through the Workarea, but won’t appear to site
visitors.

From the Expired Content Report, click the content.

1

2. From the View Content screen, click the Edit button ([¥).
3. Click the Schedule tab.
4

Under Action on End Date:, click Archive and remove from
site (expire).
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Expired Content Report

The Expired Content report displays all content whose end date
has passed. Such content is no longer visible on the Web site.

Each item on the list contains the following information.

Column Description

Title Title of content.

ID ID number assigned to content by Ektron CMS400.NET.

Last Editor Last user to edit the content.

End Date Date and time the content expired.

Path Folder location of content in Ektron CMS400.NET Web
site.

Editing Expired Content

You may edit any content on the Expired Content report. To do so,
follow these steps.

Click the content you want to view.
The View Content page is displayed.

Using the toolbar at the top of the page, perform any action
available.

Content to Expire Report

The Content to Expire report lists all content whose end date will
occur between today and a number of days that you specify. For
example, if today is January 1 and you select 10 days, the report
lists all content whose end date is January 1 through January 10.

After viewing the report, you can click any content and proceed to
the View Content screen for it. From there, you can edit information
about it, including its end date if desired.
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Each item on the list contains the following information.

Column Description

Title Title of content.

ID ID number assigned to content by Ektron CMS400.NET.

Last Editor Last user to edit the content.

End Date Date and time the content expired.

Path Folder location of content in Ektron CMS400.NET Web
site.

Selecting the Report’s Date Range

To select the report’s date range, you have two options:

Option lllustration
Enter a number in the Days field.
Then click the View Reports button Content' Repors. Content
(). il <

10 Days

Title
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Option Illustration

Select a number from the dropdown . o

list below the Days field Content Reports: Conte
bl <

Im Days
o B

Select Intereal

]
&l
A0

5

After selecting a number of days, click the view icon (jiiii) to see all
content that will expire within that time frame.

Site Update Activity Report

The Site Activity Report provides a snapshot of the freshness of
the content on your Web site. Specifically, it lists

= how many content items were created or updated within a date
range you select, broken down by folder

= how many content items were not created or updated during
that time

= the percentage of stale content (percentage of content items
that were not created or updated during that time)
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A sample report appears below.

Content Reports: Site Update Activity Report In Folder “Content™

€ ([l igw: English (U.5] v | All Types v @

Start Date:  Wednesday, August 10, 2005 3:20 PM 53 B
End Date:  Tuesday, November 22, 2005 320 PM % %
Select: Content Folder

Feport Display:

Include Sub-Folders

Get Result

Foldername: Updated Count Mon Updated Count Percent of Stale ©
Content 8 5 38.462

Calendar 0 ] 0

Form_Ex=ample 0 1 100
Fress_Feleases 0 5 100
Furchase_Orders ] z 100

Books 0 5 100

Dyvnamic Content In Content 0 Q 0

Selecting Information to Appear on the Report

To choose which content items will appear on the report, follow
these steps.

1. By default, only content in the default language will appear on
the report. To change the language, use the language pull-
down near the top of the screen.

2. Choose a Start Date by clicking the calendar icon (%).

3. A calendar appears. You can move to another month or year by
clicking it. When you get to the desired month, click inside the
day. The selected date turns red (see below).
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<< Sep  October, 2005 MNov ==

sun  Mon  Tue | Wed @ Thu  Fri @ Sat

1

2.4 ] B | 7 | &

| 10 11 12 13 114 £15

16 17 18 19 20 21 ¢ 22

23 24 23 26 27 128 ¢4

30 i

~ || PM v |

||:|4 v| : i |
Cancel J

1]
[Dune]

0
[

4. Click Done.
5. If desired, select an End Date using the same procedure.

NOTE If you do not select an end date, the report uses today for the end date.

6. To include all content, proceed to the next step. To include only
content in a selected folder (and possibly its subfolders), click
Content Folder, then select any folder. See Also: "Selecting
Content by Folder” on page 112

7. Choose whether you want the report to display in a horizontal
or vertical format. A horizontal format is shown in the screen
sample above. A vertical format is below.
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Report Display:

[N1nclude Sub-Falders

Get Result

“ariable Mame Yalue
Folder Mame Content
Updated Count 2

Mon Updated Count o
Fercent of Stale 0

Folder Mame Calendar
Updated Count o

Mon Updated Count 0
Fercent of Stale o

Folder Mame

Form_Exzample

Updated Count 0
Mon Updated Count 1
Fercent of Stale 100

8. If you want to include all subfolders under the selected folder,
click Include Subfolders.
9. Click Get Result.

The Display of Information on the Report

The Site Activity Update Report displays the following information
for the content that satisfies the selection criteria.

Folder Name - the top level folder appears first, in blue,

followed by any subfolders

- following the top-level folders are the first-level subfolders in
alphabetical order. Their subfolders do not appear, but their
content affects the totals for each subfolder.

Updated Count - number of content items in each folder that
have been created or updated within the selected date range.
For every folder other than the top-level folder (which appears
in blue), the count includes content items in their subfolders.
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= Non Updated Count - number of content items in each folder
that have not been created or updated within the selected date
range. For every folder other than the top-level folder (which
appears in blue), the count includes content items in their
subfolders.

= Percentage of Stale Content -The percentage of content
items that have not been either created or updated within the
selected date range.

« Total - Each column is summed at the bottom, except
Percentage of Stale Content, which provides an average of
the percentage of all folders.

Graphing the Report Data
After viewing the report results, you can display that data as a
graph (illustrated below). The graph’s orientation is vertical or

horizontal, depending on your response to the Report Display
field.

To graph the results, click the graph toolbar button (ji).
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Content Reports: Site Update Activity Report In Folder "Content™

€ [0 igw: English (U.5.) v | All Types v @

Start Date:  Monday, September 05, 2005 3:40 PM 53 B

End Date:  Wednesday, November 16, 2005 3:40 PM % %
Select: Content Folder

Report Display:

[l Include Sub-Folders

et Result

Stale Content Report

B Updated Content
B Stale Content

<- S1ap|o4 JUBUOY)

Content

10 20 30 40 50 60 70 80 90 100
Percent Stale Content -»

Search Phrase Report

This report displays all terms that were entered into the Search
Text Field within a selected range of dates. You can use it to
discover the kind of information site visitors are searching for.
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Search Phrase Report

€ yiew: English (US)  +[@

Minimum Count:

Include Site
Include Warkarea

Start Date:  Wednesday, October 05, 2005 5:05 PM 59 &gy
End Date:  Tuesday, Movember 15, 2005 5:05 PM % %

Get Result

Phrase Lse Count

Ektron

Creamweaver

Acme

Frovidence Healthcare
WYSTWYG editor

|l T R TR |

Selection Criteria

You can narrow down the search by selecting any combination of
these criteria.

= language - the language of the search page (either Workarea
or site search). The user performing the search can choose a
language before inserting the search text. If he does not
explicitly choose a language, the search uses the default one.
This report can show results from all languages or any one that
you select.

= a minimum number of occurrences of the word or phrase to
return. For example, you only want words or phrases entered
into the Search Text field at least 10 times during the last
month.

= whether to include words or phrases entered into the site
search (the search page that site visitors use)
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= whether to include words or phrases entered into the Workarea
search (accessed from the View Contents of Folder screen,

this search page is used by authorized CMS users to find
content)

= date range

Display of Search Results

The search results show the number of times each word or phrase

that satisfies the selection criteria appears. They are arranged in
this order.

= words or phrases with the most occurrences appear first

= f several words or phrases have the same number of
occurrences, they are arranged alphabetically
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WARNING! The functionality described in this section is not supported when using an Apple
Macintosh for editing content.

Ektron CMS400.NET provides powerful online form capabilities,
allowing you to create an online dialog with visitors. Now anyone in
your organization — not just a developer or Webmaster— can create
and deploy Web forms to capture visitor information. Support
marketing strategies by getting feedback on their needs. Follow up
on their interest in your products and services. Register people for
events.

Form capabilities include

e C(Creating a form and its postback message
= Adding validation criteria to form fields

= Automatically assigning tasks for follow-up activities to form
submissions

= Reporting on form information

= Exporting results to Microsoft Excel

A sample form appears below.
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Request for White Paper

Please fill out the form below. If you have any questions, please e-mail white paperd
* - required fields - IMPORTAMNT: to avoid delays, please provide accurate informatio

*First Mame:
*lLast Name:

*Company Mame:

*Company/Personal Website: | |

*Ermail:

"Overview of Form Processing” on page 137

"The Structure of Form Data” on page 137
"Accessing the Forms Folder” on page 139
"Creating a New Form” on page 141

"Creating a Form’s Content” on page 144

"Form Validation” on page 150

"Form Fields” on page 151

"Implementing a Form on a Web Page” on page 170
"Assigning a Task to a Form” on page 170

"Viewing Form Reports” on page 173

"Exporting Form Reports” on page 177

This chapter explains how to perform all form actions through the
following topics.
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= "Viewing Form Information” on page 177
= "Editing a Form” on page 183
e "Deleting a Form” on page 185

« “Form Module Toolbar” on page 185

Overview of Form Processing

Step For more information, see
1. Create aform "Creating a New Form” on page 141
2. Assign it to a Web page "Implementing a Form on a Web Page” on page 170

3. Site visitor goes to your Web site
and completes form. Form is mailed
to an email address, saved to a
database, or both.

4. View submitted form data and "Viewing Form Reports” on page 173
download it to a spreadsheet.

The Structure of Form Data

Forms reside within the Forms folder or one of its subfolders (see
example below).
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=7 Forms =
#{7) Books
#) Calendar

i||_“| CenturyhedicalSery
:Hc_:' Contacts

:H:_:' Dynamic_Content I
36 £AQ

5 Form Example
:Hc_:' IntranetBasic
25 Employees

= Directary
=3 Forms

B3 FAO

A form consists of the following components:

* Form (title, ID number, whether the form data is sent as email,
and/or saved to a database, etc.)

= Content information (title, start and/or end date, status,
postback message, etc.)

< Form fields (plain text field, password field, text area, hidden
text, choices, checkbox, select list, calendar, submit button,
etc.)

Form Folders and Content

Before creating a form, select the Forms folder then select an
existing folder or create a new folder. (The ability to create a new
folder is a permission.) If you create a new subfolder, a
corresponding folder is automatically created in the Content folder.

IMPORTANT! Technical note for developers: Any folder that contains forms must use a template
that contains the formblock server control or function. For more information, see
the Ektron CMS400.NET Administrator Manual section "Working with HTML
Forms” > “Forms Must Use Template with FormBlock Server Control.”
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View Forms of folder "Support™
5 Farms EE. L. ¢4 |Uiew:|E”'§I|i5h(U5:' j'

ilj_"] Human RBesources

P _ Title Language ID Status Date Modified Last Edito
=) Marketing —

il-*'- SUpport

100 Products Request 1033 26 4 21-Jul-2004 12:21 PM Application
2 Support Form

il-if_"] Syndication

S Sy S—
B Content

E'i Forms
[&3] Library
Maodules

& Settings

Within the folder, you create the form, and then content within it. To
work with the form later, return to the Forms folder and select it.

You cannot see or update the form from the corresponding content
folder. However, your Webmaster uses the corresponding content
folder to assign permissions and an approval chain. See Also:
Ektron CMS400.NET Administrator Manual section "Working with
HTML Forms” > “Form Permissions”

Accessing the Forms Folder
To access the Forms folder, follow these steps.

1. Navigate to the Workarea.
2. Click the Forms button in the left frame.
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Mail

B Content N
E'j. Farris
Library

Modules Name|

_,..f;i Sethings Addr

3. Navigate to the folder whose forms you want to work with, or in
which you want to create a new form.

IMPORTANT! The folder’s template must use a formblock server control or function. See Also:
"Form Folders and Content” on page 138
4. The View Forms of Folder screen appears. Note that its folder
structure matches the Content folder.
The screen has the following toolbar buttons. Click one to begin
that action.
Button Name Description More Information
EE';I Add form Create new form "Creating a New Form” on page 141
!} Add folder Create new subfolder beneath "Adding Subfolders” on page 63
current one. This folder ‘s template
must use a Formblock server control
or function. See Also: "Form Folders
and Content” on page 138
ik Search folder Look for forms in current folder that "Searching the Workarea” on
satisfy user-specified criteria page 55
| Archive View archived forms in this folder "Setting Archive Options” on
= page 71

See Also: "Working with HTML Forms” on page 135
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Creating a New Form

The screen you use to create a new form is broken down into five
simple steps. After you complete all steps, you will have a new
form that’s ready to collect whatever information you need. To
make the task even easier, Ektron CMS400.NET provides sample
forms that you can start with then customize.

As explained in "Mailto or Database Form” on page 184, form data
can be emailed and/or saved to a database. Forms created using

the procedure described below are saved to a database by default,
but not emailed. To change either setting, use the Edit Properties

screen. See "Editing a Form’s Properties” on page 184.

To create a new form, follow these steps.

NOTE You can also create a new edition of a form in another language by copying an
existing form and translating it. For more information, see "Translating Content”
on page 923.

1. Access a Forms folder, as described in "Accessing the Forms
Folder” on page 139.

2. From the language drop-down, select the language in which to
create the form.

3. Click the Add Form button (Eﬂ). The New Form screen
appears.
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5 Mew Form

Step 1 L'.If 3 I | | | | @ [t ﬁ Next @ Cancel

Select a furm frum heluw or hegln Wlth a hlank form. Next, vou'll be ahIE
to customize all aspects of the form so that it collects exactly the
information you're looking for.

& Blank Form
Design a new form.

) Contact Information El
Contact information,

) General Demographic Survey El
General demographic survey,

) Feedback Survey [&
Collect feedback from conference attendees,

4. Choose the form that you want to begin with. You can click the
preview icon ([&) next to any sample form to preview it before
choosing it.

You should select the sample that most closely matches the
form you want to create. After you create it, you can add fields,
remove fields, modify possible responses, etc.

5. Click the Next button.
6. Enter or edit the form’s Title and Description.

e Title - used to reference the form within the Workarea
(required)

= Description - an extended description of the form

7. The next screen lets you assign a task to a user or user group.
If you do, a task will be created every time a site visitor submits
this form. See Also: "Assigning a Task to a Form” on page 170

8. A new screen lets you determine what happens after the site
visitor completes the form. The choices are:

= Display a message - See "Composing the Postback
Message” on page 143

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 142



Working with HTML Forms

= Redirect to afile or page - Identify a file or a page on your
Web site that is launched when the visitor completes the
form

- An example of a file is a white paper (a common file
format is .PDF) that the visitor requested

- An example of a page is one that lets the visitor
download your product

< Redirect to an action page and forward form data - Use
this option to redirect posted form data to an action page. The
action page must satisfy these criteria:

- its extension must be .aspx
— it must reside in the current domain

— its path must not be fully qualified

The posted data is saved to the database before it goes to the
action page.

9. Now that you have completed information about the form, you
can enter the form’s content. This procedure is described in
"Creating a Form’s Content” on page 144.

Composing the Postback Message

The postback message can contain text or graphics, just like any
other HTML content. Typically, it acknowledges the site visitor’'s
completion of the form.

For most sample forms provided, sample text appears in the editor.
Modify it as you wish, using Ektron CMS400.NET’s editor to change
the font size, style, color, insert library items, etc.

You can also insert fields that retrieve form information upon its

submission. Use the Insert Fields pull-down to do this (illustrated
below).
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Al Full M ame

Address

City

State

Zip

Businesz Phone

Home Phone b

All form fields appear on the list. In addition, the following fields can
be used to insert form information into the postback message,
although they’re not completed by the person submitting the form.

= Form title
* Form description

= Date form was submitted by site visitor

For example, your postback message may be

Thank you «Full Name» for completing the «[Form Title]».

When the postback message appears, it looks like this.

Thank you Jay Kohler for completing the breakroom survey.

Creating a Form’s Content

Here is an example of form content that you can create.
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Request for White Paper

Please fill out the form below. If vou have any questions, please e-mail
white paperd@ektron.com.
* - required fields

*First Name:

*lLast Mame:

Company Mame:

Company/Personal
wehsite:

*Email:

Phone: Ext:

State/Province: oelect far USA or Canada Only v

*Country: EUnited otates V

Comments;

[ Reqguest White Papet ]

Note that some fields are required, and some provide a dropdown
list of choices. You can learn how to create such a screen by
following the directions below.

The Form Toolbar Options

Creating form content is similar to creating a standard content
item. (See "Adding HTML Content” on page 578). The big
difference is a special toolbar (illustrated below) to make it easier
to insert form elements.
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W [ b e := EE T  [Select Button] -

All toolbar options except the Select Button pull-down also appear
on a vertical toolbar to the left of the editor. You can use whichever
toolbar you prefer -- all options are the same.

| Form || Post back message || Metadata | | Schedule || Cumment|
P BREHAND oo Fe QR0 KFE
Normal - - 2[10pt) AN B I & A
W [ [ [+ [E = B = | (Select Buton) -

F Place form elements here

“h Subrmit Form

K

EilnEEE

Adding a Field to the Screen

The major difference between the toolbars is how you add a field to
the screen. If you are using the horizontal toolbar, place the cursor
where you want field, and click the toolbar button.

When using the vertical toolbar, drag a button to the desired
screen location.

Note that a context-sensitive menu, available by right clicking the
mouse, is also available to perform these actions. You can right
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click the mouse then select Insert Field to display a context-
sensitive menu of all commands.

| Form || Post back message || Metadata | | Schedule || Comment || Motificatio
tBRERBEMAN oo Fe QA BrE B 0
Marmal - - 2(10p -AMM B T AA &Y =
W [ Jab [+ := EE @  [(Select Button] =

<

Place form elements here. ..

L

Submit Faorm

ab

Ibk *

= / )

— Checkbox Field

6 — Plain Text Field

i —

— Hidlden Field

=

Pazsword
Textares

S
Chaoices Field
Select List Field

E Done loading Calendar Field al

Inserting Form Fields

The final screen of the Forms setup lets you arrange the screen so
that it collects exactly the information you want. To create the
screen, you insert fields that prompt a site visitor to enter
information. Then, add buttons that let the user submit the data on
the screen.

If you chose a sample form at the beginning, the screen includes
fields. If you did not, the screen has only a Submit button.

NOTE In addition to inserting fields, you can add explanatory text, lines, images, etc.
onto the form screen. If you want to place fields in columns, insert a table and
place the fields within table cells.

The table below explains each field type you can enter.
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calendar

Button Inserts this Description For more information, see
kind of field
F Checkbox User’s response is either checked or "Inserting a Checkbox Field” on
unchecked page 151
I— Hidden Text Information a site visitor doesn’t "Inserting a Hidden Text Field” on
Field need to know about page 152
I_b Text Field Free text field; user cannot format "Inserting a Text Field” on page 153
d text
m Password A password field "Inserting a Password Field” on
page 157
E Text Area Same as Text Field except field "Inserting a Text Area Field” on
: scrolls vertically to accept more text page 159
& — Choices Several choices appear on screen. "Inserting a Choices Field” on
g: User checks any number of page 161
appropriate boxes.
% Select Same as Choices except options "Inserting a Select List Field” on
= appear in a drop-down box, and site page 165
visitor can only select one choice
Calendar Lets user insert a date by clicking a "Inserting a Calendar Field” on

page 168

10. After you complete the form, you have the following options.

Button or Tab

Description

Postback Message

See "Composing the Postback Message” on page 143

page 67

Metadata Edit the metadata for the content. See Also: "Metadata” on
page 601
Schedule Assign start or end dates, or both, for when content is published to

Web site See Also: "Scheduling Content to Begin and End” on
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Button or Tab Description
Comment Enter history comment to indicate changes made to content
Web Alerts Assign or update Web Alert information for the form. See the
Ektron CMS400.NET Administrator Manual chapter “Web Alert
Feature.”
Submit content into approval process.
Submit
% Publish content to Web site.
Publish

Note: If the content has any active tasks, a comments window
pops up. You can insert comments to describe how approving or
declining the content affects the task.

Note: Only the last approver in the approval chain sees this button.

&] Save and check-in content. This button does not submit the
Check In content into the approval process, but rather lets other users
change it.
Save the content without submitting it into the approval process.
Save If a user clicks save and then closes the editor, other users cannot

edit the content.

' This buttons appears if you are the next approver in the approval
H Decline list. Click it to decline the changes made to the content.

Note: If content has any active tasks, a comments window pops
up. You can insert comments to describe how approving or
declining the content affects the task.

% Close the editor without saving changes.
Cancel

Next, click the Save and Submit or Publish button (%). The form
only appears on your Web site after it is published.

After that, the form may need to go through the approval process.
When that is complete, add it to the site by assigning it to a page
template. See "Implementing a Form on a Web Page” on

page 170.
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Form Validation

You can apply validation rules while creating or editing the
following field types:

e text
e password
= textarea

e calendar

Validation rules ensure that the form information entered by site
visitors meets your criteria. For example, a validation rule can
specify that a site visitor’s response to the Telephone field
conforms to a standard format (for example, 7 or 10 digits). If the
response does not conform, an error message informs the site
visitor of the problem. The input must conform before the form can
be submitted.

For a list of validation rule types, see "Validation Options” on
page 155.
=

When Validation Rules are
Applied

Validation rules are applied when a site visitor submits an entire
form, not as soon as the input is entered. If invalid input is found,
the error message that you define appears.

The site visitor must change his response to conform to the
validation rule. When he does, the next field is checked and, if that
is invalid, its error message appears, etc.

TiP! If you apply validation rules to more than one field, include the field name in the
error message. For example, enter The name field only allows text. This is
good practice because error messages only appear after the form is submitted
and, if the message does not identify the field, the user may not know which field
needs correction.
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Form Fields

Inserting a Checkbox Field

A Checkbox field is only one character wide and accepts one of
two possible values: checked or unchecked. For example

[T Check ff you are over 65

To insert a checkbox field, follow these steps.

1. Place a checkbox type field F onto the screen. See Also:
"Adding a Field to the Screen” on page 146

2. The following dialog appears.

Checkbox Field

Hame:

Tool Tips: iFiEhj 2

i Default walue:
" True [checked)
* FEalse [unchecked)

0k, Cancel
Fields on the Checkbox Dialog
Field Description
Name Enter the name of the field.

Note that you cannot enter spaces nor most special
characters (!@#$%"&*()+=<>,.;;"{}{]|'~) into this field.
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Field Description

Tool Tips Enter text that appears when a site visitor hovers the
cursor over this field (circled in red below).

M Check f you are over 65

Default If you want this field to be checked when the screen first
value appears, click True.

Otherwise, click False.

Regardless of the default value, the site visitor can
change it while completing the screen.

Inserting a Hidden Text Field

When the form is submitted, this field can pass information that the
site visitor doesn’t need to know about, such as a tracking number.
This is typically data to be stored in the database and/or emailed
along with the rest of the data.

To insert a hidden text field, follow these steps.

1. Place a hidden text field I_ onto the screen. See Also:
"Adding a Field to the Screen” on page 146

2. The following dialog appears.
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Hidden text field

Mame;

Tool Tips: iFieId o

Walue

K. Cancel
Fields on the Hidden Text Field Dialog
Field Description
Name Enter the name of the field.

Note that you cannot enter spaces nor most special
characters (1@#$%"&*()+=<>,.;;""{}{]|'~) into this field.

Tool Tips Enter text that appears when a site visitor hovers the
cursor over this field.

Value Enter the value that will be saved with this field when the
form is submitted.

Inserting a Text Field
Use a plain text field when you want the user to enter an
unformatted, free text response.

To insert a plain text field, follow these steps.

1. Place a plain text field [ab | onto the screen. See Also: "Adding
a Field to the Screen” on page 146

2. The following dialog appears.
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Plain Text Field

MName: iFieIdE
Tool Tips: lFieId 2
Drefault walue; i
~Walidation
W alidation ; Ma validation .Ij
Error Meszage: ;
K 1

Fields on the Plain Text Field Dialog

Field

Description

Name

Enter the name of the field.

Note that you cannot enter spaces nor most special
characters (1@#$%"&*()+=<>,.;;""{}{]|'~) into this field.

Tool Tips

Enter text that appears when a site visitor hovers the
cursor over this field.

Default
value

If you want to set a default value for this field, enter it
here. For example, if this field collects a city, and most
users enter New York, enter New York as the value.

Regardless of the default value, the site visitor can
change it while completing the screen.
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Field Description

Validation Select the kind of validation to apply to this field. See
"Validation Options” on page 155

If you assign to this field any value other than No
validation, the field is initially surrounded by red dashes
in Data Entry mode. If the user’s response does not
meet the validation criterion, the field remains
surrounded by red dashes. The system administrator
determines whether or not the user can save an invalid

document.
Error Enter text that appears on the screen if the site visitor's
Message response to this field does not satisfy the validation
criterion.

For example, if the validation criterion is telephone
number, the error message could be Please enter 7 or
10 digits. It would appear if the user entered, for
example, S061882.

By default, the error message is the same as the
validation criterion you choose. You can use this field to
customize its text.

Validation Options

NOTE Your Web developer can customize validation options. For details, see the
Ektron CMS400.NET Developer’s Guide section “Customizing Validation.”

Option Characteristics of Valid Response

No validation Response is not checked.

Cannot be blank Response is required. The format of the response is not checked.
Non-negative whole number or A positive whole number or no response.

blank

Non-negative whole number A positive whole number.

(required)
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Option

Characteristics of Valid Response

Decimal number or blank

A decimal number (for example, 12.345 or 12) or blank . A leading
minus sign “-" is allowed. The decimal point must be a period (.),
even in locales that normally use a comma (,).

Decimal numbers include whole numbers because the decimal point
is implied. That is, 12 is 12.0000.

Decimal number required

A decimal number (it cannot be blank) of none, one, or two decimal
places.

A leading minus sign “-” is allowed. The decimal point must be period
(), even in locales that normally use a comma (,).

Decimal numbers include whole numbers because the decimal point
is implied. That is, 12 is 12.0000.

Percent: (0-100) required

A whole number from 0 to 100.

email address

a@a.a, where a is one or more characters.

email address list

Several email addresses. Each address’s format is a@a.a, where a
is one or more characters. The user must separate each address
with a semicolon (;).

Zip code (US)

5 (nnnnn) or 9 digits separated by a dash after the fifth (nnnnn-nnnn).

Zip code (US) required

5 (nnnnn) or 9 digits separated by a dash after the fifth (hnnnn-nnnn).
A response is required.

Social Security (US)

Nine digits in this pattern: nnn-nn-nnnn.

Social Security (US) required

Nine digits in this pattern: nnn-nn-nnnn. A response is required.

Postal Code (Canada)

ana nan, where a is an alphabetic character and n is numeric.

Postal Code (Canada) -
(required)

ana nan, where a is an alphabetic character and n is numeric. A
response is required.

Social Insurance Number
(Canada)

A nine digit number in the format: nnnnnnnnn.

Social Insurance Number
(Canada) Required

A nine digit number in the format: nnnnnnnnn. A response is
required.
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Option Characteristics of Valid Response
Telephone number (US and A seven or 10 digit number in the format nnnnnnn or nnnnnnnnnn.
Canada) The site visitor can insert separator characters, such as dashes (-),

between numbers.

Telephone number (US and A seven or 10 digit number in the format nnnnnnn or nnnnnnnnnn.

Canada) (required) The site visitor can insert separator characters, such as dashes (-),
between numbers.

A response is required.

Inserting a Password Field

Use a password field when you want the user to enter a password.
A password is like a text field but the user’s entry appears as dots
instead of characters. This prevents an onlooker from seeing the

password. A user’s password entry cannot exceed 18 characters.

To insert a password field, follow these steps.

1. Place a plain text field [&b | onto the screen. See Also: "Adding
a Field to the Screen” on page 146

2. The following dialog appears.
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Password

Hame: iFieIdE

Tool Tips: iFieIu:I 2

Default value:; i

W alidation

M alidation ;Nc. validation ..'..i

Error Meszage; ;

0K 1

Fields on the Password Dialog

Field Description

Name Enter the name of the field.

Note that you cannot enter spaces nor most special
characters (!@#$%"&*()+=<>,.;;"{}[]|*~) into this field.

Tool Tips Enter text that appears when a site visitor hovers the
cursor over this field.

Default If you want to set a default value for this field, enter it
value here. Regardless of the default value, the site visitor can
change it while completing the screen.
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Field Description
Validation Select the kind of validation to apply to this field. The
choices are:

® No validation - response is not checked

® Cannot be blank - Response is required. The for-
mat of the response is not checked.

® Minimum of 8 characters with at least one digit -
Site visitor’s entry must be at least 8 characters and
include one digit.

If you assign to this field any value other than No
validation, the field is surrounded by red dashes when
it appears on your Web site.

Error Enter text that appears on the screen if the site visitor's
Message response to this field does not satisfy the validation
criterion.

For example, if the validation criterion is Minimum of 8
characters with at least one digit, the error message
could be Please enter at 8 or more characters with at
least one digit.

By default, the error message is the same as the
validation criterion you choose. You can use this field to
customize its text.

Inserting a Text Area Field

Use a text area field when you want the site visitor to enter an
unformatted, free text response. A text area field is similar to a Text
Field except it scrolls vertically to accept more text.

To insert a text area field, follow these steps.

1. Place atext area field onto the screen. See Also: "Adding a
Field to the Screen” on page 146

2. The following dialog appears.
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Textarea
Name: |Field2
Tool Tips: iFieId 2

Drefault walue:

~Walidation

" alidation §N.: walidation ..'..i

Error Meszage; ;

Fields on the Textarea Dialog

Field Description

Name Enter the name of the field.

Note that you cannot enter spaces nor most special characters
({@#$%"&*()+=<>,.;;""{}[]|'~) into this field.

Tool Tips Enter text that appears when a site visitor hovers the cursor over this field.
Default If you want to set a default value for this field, enter it here. For example, if this
value field collects a city, and most users enter New York, enter New York as the
value.
Regardless of the default value, the site visitor can change it while completing
the screen.
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Field Description

Validation Select the kind of validation to apply to this field. The choices are:
® No validation - response is not checked

® Cannot be blank - Response is required. The format of the response is
not checked.

® Allow maximum of 1000 characters - Site visitor’'s entry cannot exceed
1000 characters.

If you assign to this field any value other than No validation, the field is
surrounded by red dashes when it appears on your Web site.

Error Enter text that appears on the screen if the site visitor's response to this field
Message does not satisfy the validation criterion.

For example, if the validation criterion is Cannot be blank, the error message
could be Please enter aresponse.

By default, the error message is the same as the validation criterion you
choose. You can use this field to customize its text.

Inserting a Choices Field

Use a Choices field when you want the site visitor to select from a
predetermined list of choices. You can allow the site visitor to
select only one or more than one choice. You can also determine
the list of choices and the appearance of the list.

To insert a choices field, follow these steps.

1. Place a choices field %E onto the screen. See Also: "Adding a
Field to the Screen” on page 146

2. The following dialog appears.
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Choices Field

Hame:
Tool Tips: iFiEld o
List: i [Cuiztom) :__j
— Allow zelection | [ Appearance
i+ [Only one * Yerlical List
i Muore than one " Haorizontal List
I™ A& selection iz required ™ List Box
- Item Lizt i
Walue i-|
Text i‘v’alue1

Add Ehange

Check item to be selected by default.

ety Mo fon mizre

k. Cancel

Fields on the Choices Dialog

Field Description

Name Enter the name of the field.

Note that you cannot enter spaces nor most special characters
(1@#$%"&*()+=<>,.;;""{}[]|'~) into this field.
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Field

Description

Tool Tips

Enter text that appears when a site visitor hovers the cursor over this field.

List

Custom - You create your own set of choices. Use the Item and Item List
fields to do this.

Note: If, after seeing the following predefined choices, you want to customize
the choices available to site visitors, return to this field, replace the value with
Custom, then define the ranges you want in the Item field.

Age Ranges - Use the predefined choices for age ranges. You can see the
ranges on the screen after you choose this option.

Numeric Ranges -Use the predefined choices for numeric ranges. You can
see the ranges on the screen after you choose this option.

Gender -Use the predefined choices for gender. You can see the values on
the screen after you choose this option.

Marital Status - Use the predefined choices for marital status. You can see
the values on the screen after you choose this option

Allow
Selection

Click More than one to allow the site visitor to select more than one item on
the data entry screen. Otherwise, click Only one.

For example, if you click More than one, and the choices are: music, art,
sports, the user could select all three choices.

If you click Only one, the user could only select one choice.

A selection is required - Check this box if the user must select at least one
item in the list.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5

163



Working with HTML Forms

Field

Description

Appearance

Click Vertical List to arrange the choices vertically.

p— e - -

C art
0 yrsic
& zports

Click Horizontal List to arrange the choices horizontally.

’-f" art © music & sports

Click List Box to display all choices in a box. The box lengthens to display all
entries.

Interests: .
music

sports

Iltem:
Value

Enter the value that is collected when the data entry user selects this item.

For example, if Interests appears in the Name field, and you want music to be
collected when the data entry user selects this item and saves the page, enter
music here.

Iltem:
Text

Enter text to describe this item on the data entry screen.

After you insert this field onto the screen, you can use eWebEditPro+XML’s
formatting capabilities to modify its size, font, color, and other attributes.

Item List

This section of the screen displays the items that you enter in the Value and
Text fields.

Buttons near the bottom of the screen let you remove items from this list as
well as rearrange them.

Mowe Lp Move Down Bemove

Place a check in the box of any item to be checked by default on the data
entry screen. If you do, the user can accept the default or uncheck the item by
clicking in the checkbox. Note that if Only One is selected under Allow
selection (above), only one item can be selected.
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Inserting a Select List Field

Use a Select List field when you want the site visitor to select from
a predetermined list of choices. Although similar to the choices
field, when you insert a Select List field, the site visitor only sees
the first option in a drop down box.

Age range: SISETINEE

He must click the down arrow to see the remaining values and
select one.

AQe range: (Select)

So, the Select List field occupies less room on the screen than a
choices field. Also, the site visitor can only choose on item on the
list. In contrast, you can allow a visitor to select several choices if
you use a choices field.

To insert a Select List field, follow these steps.

1. Place a Select List field gE onto the screen. See Also:
"Adding a Field to the Screen” on page 146

2. The following dialog appears.
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Select List Field

Hame:
Tool Tips: lFiEhj 2
Ligt: l [Cusgtom] __:_j
— Item List i
Yalue i-|
Test

i"v’alue 1

Eharge

Check item to be zelected by default,

o 145
VR

oK,

Cancel

Fields on the Select List Field Dialog

Field Description

Name Enter the name of the field.

Note that you cannot enter spaces nor most special characters
(1@#3$%"&*()+=<>,.;;""{}{]|'~) into this field.

Tool Tips

Enter text that appears when a site visitor hovers the cursor over this field.
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Field Description

List Custom - You create your own set of choices. Use the Item and Item List
fields to do this.

See Also: "Customizing a Standard List” on page 167
Languages - list of languages supported by Windows
Countries - list of all countries in the world

U.S States and Territories - list of all states and territories that make up the
u.s.

Canadian Provinces - list of all Canadian provinces

Age Ranges - Use the predefined choices for age ranges. You can see the
ranges on the screen after you choose this option.

Numeric Ranges -Use the predefined choices for numeric ranges. You can
see the ranges on the screen after you choose this option.

Years - list of calendar years, ranging from 2004 to 2014

Item: Enter the value that is collected when the data entry user selects this item.

Value For example, if Interests appears in the Name field, and you want music to be
collected when the data entry user selects this item and saves the page, enter
music here.

Item: Enter text to describe this item on the data entry screen.

Text After you insert this field onto the screen, you can use eWebEditPro+XML’s

formatting capabilities to modify its size, font, color, and other attributes.

Item List This section of the screen displays the items that you enter in the Value and
Text fields.

Buttons near the bottom of the screen let you remove items from this list as
well as rearrange them.

Move Up b ove Down Bemove

Place a check in the box of any item to be checked by default on the data
entry screen. If you do, the user can accept the default or uncheck the item by
clicking in the checkbox.

First item is Check here if the first item on the list is not a valid value but instead text that
not a Valid prompts the user to respond to the field. An example of such text for a list of
Selection states would be Select a state.

If you check this box and the user selects the first value on the list (most likely
by default), an error message appears when he tries to save the screen.

Customizing a Standard List
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You can customize any list of predefined choices. For example,
you can change the calendar years so they begin in 1995 and run
through 2020.

To do this, follow these steps.

Choose the standard list that you want to customize.
Change the value of the List field to Custom.

All of the predefined choices appear in the Item List box.
To

e add new items, use the Item Value and Text fields

P w NP

= delete an existing list item, select it and click Remove

= rearrange the list, use the Move Up and Move Down
buttons

= edit a list item, select it and press the Change button

Inserting a Calendar Field

To insert a field that lets a site visitor select a date, use a Calendar
Field. To do that, follow these steps.

1. Place a Calendar field (%) onto the screen. See Also:
"Adding a Field to the Screen” on page 146

2. The following dialog appears.
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Calendar Field

Hame:
Tool Tips: {Field 2
Diefault value: i ™=
~Walidation
Walidatian iNu:u walidation __‘_j
Error Meszage: i
[k, Cancel
Field Description
Name Enter the name of the field.

Note that you cannot enter spaces nor most special characters
(1@#3$%"&*()+=<>,.;;""{}[]|'~) into this field.

Tool Tips Enter text that appears when a site visitor hovers the cursor over this field.
Default If you want to set a default value for this field, enter it here. For example, if this
value field collects a city, and most users enter New York, enter New York as the
value.
Regardless of the default value, the site visitor can change it while completing
the screen.
Validation Select the kind of validation to apply to this field. The choices are:

® No validation - response is not checked

® Cannot be blank - Response is required. The format of the response is
not checked.

If you assign Cannot be blank, the field is surrounded by red dashes when it
appears on your Web site.
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Field Description
Error Enter text that appears on the screen if the site visitor's response to this field
Message does not satisfy the validation criterion.

For example, if the validation criterion is Cannot be blank, the error message
could be Please enter aresponse.

By default, the error message is the same as the validation criterion you
choose. You can use this field to customize its text.

Implementing a Form on a Web Page

After you create the form, you need to link it to another page on
your Web site. You would insert the link as you would any form link.
See "Adding a Library File to Content” on page 206

Next, open your Web Site, navigate to the host page, and click the
hyperlink to access the form. Now, you can test the form and make
sure it works as you expected. If needed, you can return to edit

mode, change the form, and test it again until you are happy with it.

Assigning a Task to a Form

NOTE

While tasks typically help Ektron CMS400.NET users track content
activities, you can also assign a task to users or user groups
whenever a form is submitted.

For example, your Web site offers a free product demonstration to
anyone who completes a form. Whenever a site visitor submits the
form, a task is assigned to your sales department’s administrative
assistant. He uses the information collected by the form to
schedule a demonstration. The sales manager can review the task
history to audit sales leads and ensure demonstration requests are
being handled in a timely manner.

To set up a task that it is assigned to users or groups whenever a
site visitor completes the form, follow these steps.

You should be familiar with tasks before beginning this procedure. See Also:
"Managing Tasks” on page 331

1. If you are creating a new form, assign the task at Step 5 of the
Forms Wizard.
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If you are editing a form, assign the task on the form’s Edit
Properties screen.

In both cases, you identify only users and groups to whom the
task will be assigned whenever a site visitor completes the
form. Ektron CMS400.NET assigns the remaining task
information.

You complete the form and make it available on your Web site.
A visitor to your site fills out and submits the form.

A task is created and assigned to users and groups you
identified in Step 1.

Any Ektron CMS400.NET user can view all tasks created via
form submission in the Smart Desktop. See illustration below.
See Also: "Understanding the Smart Desktop” on page 20

Smart Desktop for ADMIN

iz, Content Awaiting Approval { 0)

¥ content Currently Checked Out ( 6 )

Tasks { 2)

View All Tasks

Title ID State

Form Submission Tasks { 1}

Priority Due Date Azsighned To  Assigned By Last Added Comr

Blank Form Mot Started Mormal [Not Specified] eyarvane 1= admin = [Mot Specified]
LY
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Ektron CMS400.NET users and administrators can also view and
update tasks assigned to them via the Task screens on the Smart
Desktop. See "Viewing a Task” on page 343 and "Viewing a Task’s
History” on page 353.

Task Information

The task created upon form submission has the following

information.
Field Value
Title Form title, as entered by the author

Assigned to As set up by the user who created or edited the form

Assigned by User who created or last edited form

Priority Normal

Task Form Submission Task Category

Category

Task type Form Submission Task

Created by User who created or last edited form

State Not started

Due date Not specified

Start date Not specified

Description Data from form “form name” was received on date time.

form description

Name of every field on the form: value submitted by
user into that field

email Automatically Generated Upon Form Submission

Also, an email is automatically sent to every user named in Step 1
above who has a valid email address in the User Information
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Screen. The email’s subject line is the form name. The body of the
email contains the following information for each field on the form.

name

value submitted by user

Viewing Form Reports

If a form is set to store data in the database, you can run a report
that displays the submitted data. To view a form report, follow
these steps.

1.

© N o g ks~ w DN

9.

Access the Forms folder, as described in "Accessing the Forms
Folder” on page 139.

Navigate to the folder for which you want to view the report.
The Form Modules screen appears.

Click the form you want to view.

The View Form screen appears.

Click the View Reports button (@).

The View Forms Report screen appears.
Enter report criteria using the following table as a reference.

Field Description

Start Date If desired, specify a start date. The report displays
only forms that were submitted on or after the start
date.

End Date If desired, specify an end date. The report displays
only forms that were submitted on or before the
end date.

Report Display Choose to display the report horizontally or
vertically.

Data Type Specify the data type to filter the report by.

Click the Get Result button to display the report.
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Display Formats
Table of Values

The table of values shows the following information for each
completed form.

a checkbox that lets you delete the response
= aninternal identification number of the response
= date response was submitted

= descriptive name of each form field appears in the column
header

- the value entered for each field appears below the header

Contact Information

(Delete) ID Date Subject Full Address City State Zip E
H Submitted Mame
n 33 11/11/2005 Contact | Bob 75 Main Springfield | Mew York | 14587 £
2:02:10 PM | Farm Bolton St 7
. 34 11/11/2005 | Contact | Jim 5 Amherst e 0320321 e
2:02:55 PM | Farm Srithfield | Morthern Harmpshire C
Boulevard

List of Submitted Values

The List of Submitted Values format provides the same information
as the Table of Values, but is formatted vertically rather than
horizontally. See Also: "Table of Values” on page 174
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{Delete) | ID Date Submitted Field Yalue

[

F 33 11/11/2005 2:02:10 PM | Subject Contact Form
Full Mame Bob Boltan
Address 75 Main 5t
City Springfield
State Mew Yark
Zip 14587

Business Phone | 800-458-7854
Home Phone

Ernail &ddress

] 34 11/11/2005 2:02:55 PM | Subject Contact Form
Full Mame Jirm Smithfield
Address S Marthern Boulevard
City Armberst
State Mew Hampshire
Zip 0z031

Business Phone | 603-594-0249
Home Phone

Ernail &ddress

Survey Results

Survey Results total, for choice and select type fields, the number
of times each choice was selected.
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{Delete) ID Address

F
O 34 | Jim Smithfield

5 Morthern Boulevard
Armherst, MH 03031

O 33 | Bob Bolton
75 Main 5t

Springfield, WY 14587

Email

Field
Candy

Coffee

Working with HTML Forms

¥Yalue
3 musketeers
Hershey's
snickers
Chocolate Almond
Colombian 100%
Colombian Decaffeinated
Costa Rica Tarrazu
Decaffeinated Dark
Ethiopia Limu
French Roast
French “anilla
French Wanilla Decaf
Guatermala Antigua Dark
House Blend
Irish Cream
kKenya Kilimandjaro Dark
Macadamia Mut
Sumatra

Yanilla Hazelnut

Business Phone | Home Phone

603-594-0249

800-455-7354
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Exporting Form Reports

After you run a report, you can export its data to a Microsoft Excel
spreadsheet file (.xIs) for further analysis. If a form uses an XML
structure, each XML tag becomes a column header in the
spreadsheet.

To export form data, follow these steps.

1.

Access the View Form Reports screen for the report you want
to export, as described in "Viewing Form Reports” on
page 173.

Click the Export Reports button (ﬂ).

A File Download dialog box is displayed. Choose the option
that best suits your needs.

After the data is exported, you can analyze and modify the .xls
file.

Viewing Form Information

You can view

information about a form

information about a form’s properties

Viewing a Form’s Information

After a form is created, you can view its information in the Forms
folder. To view a form, follow these steps.

1.

Access the Forms folder, as described in "Accessing the Forms
Folder” on page 139.

Click the form you want to view.

The View Form screen displays. The following table explains
the information on the screen.

Field

Description

Form Title Title used to reference the form
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Field Description

FormID ID number automatically assigned to form

Status The form’s current status

Description Extended description for the form

Form Data The type of form data: Mail or Database. See Also: "The

Structure of Form Data” on page 137

Assign Task to

Users and groups to whom a task will be automatically
assigned whenever a site visitor completes the form. See
Also: "Assigning a Task to a Form” on page 170

Content Displays the properties of the form’s content

Properties

Content Title Title of content associated with form
Note: The content name is the same as the Form name.

Content ID Content ID number assigned to content

Status The status of the content

Last Editor Last user to edit the content

Start Date Date and time when the content will go live on the Web site
(if set for a future date)

End Date Date and time when the content will be removed from the

Web site (if set for a future date)

Date Created

Date and time when content was created

The View Form screen also contains several buttons to perform
actions. To learn about the buttons, see "Form Module Toolbar” on

page 185.

Viewing and Editing a Form’s Properties

To see and update additional form information that does not
appear on the View Form screen, view its properties. To do so,
follow these steps.
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1. Navigate to the View Form screen of the form whose properties
you want to view, as described in "Viewing and Editing a
Form’s Properties” on page 178.

Click the Form Properties button ([3‘).
The Form Properties screen displays a subset of form

information.

= Title and Description

= Database or Malil - if form data is emailed whenever a site
visitor submits it, enter mail property information below. See
"Mail Properties” on page 179

* Assign task to - see "Assigning a Task to a Form” on page 170

e Form block’s ID number

= Mail Properties - see "Mail Properties” on page 179

Mail Properties

Field

Description

To

Email address to which the form is sent when submitted.

See Also: "Retrieving email Address from the Submitted
Form” on page 180

From

Text that appears in the email's From field. See Also:
"Retrieving email Address from the Submitted Form” on
page 180

CcC

Text that appears in the email's CC field. See Also:
"Retrieving email Address from the Submitted Form” on
page 180

Subject

Text that appears in the email’s subject field. See Also:
"Retrieving Form Data Into the Subject and Preamble
Fields” on page 182

Preamble

Beginning text of the email. See Also: "Retrieving Form
Data Into the Subject and Preamble Fields” on page 182
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Field Description

Send data in XML A green check means email data will be in a structured XML
Format packet.

A red X means the email data will be in a standard mailto
format.

For more information, see “Sending Data as XML" in the
Ektron CMS400.NET Administrator Manual Forms chapter.

Retrieving email Address from the Submitted Form

In the Mail Properties section of the Edit Form screen, you can
select email addresses submitted on the form to be inserted into
any of these Mail Property fields:

e To
e From
e CC

So, instead of entering a static email address, it can be
dynamically retrieved from the user’s form submission. For
example, you want to retrieve the “from” field of an email from the
information the user enters when completing the form.

To do this, use the OR to addresses in field dropdown lists circled
below. These lists contain fields that dynamically retrieve data from
the submitted form.
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dit Form "Compose Email™

itle: |Cnmpnse Ermail |
iescription: |Write and =end an email message. |
orm Data: [ mail Database

ssign Task To: (unassigned) Select User or Group

o: 299

Mail Properties

To: | OR to addresses in field: | (Mo field selecte
From: |
cC: | OR to addresses in field: _

: emall address
Canh i TR T 1 T O L J——

Note that the To and CC fields can accept fields whose validation
type is email address or email address list. On the other hand,
the From field can only accept fields whose validation type is
email address (that is, a single email address).

To set this up, follow these steps.

1. Add a form field whose Validation type is Email address or
Email address list . The field prompts the user completing the
form to enter his email address. Label the field something like
Enter your email address.

Tip! If the field allows more than one address, add on-screen instructions to separate
each address with a semicolon (;).
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Plain Text Field

Cescriptive Mame: |email address
Field Mame: |email_address
Toaol Tip Text: |email address
Default value |

Please subreit yvour emall address: Walidation

| _ | W alidation: nail addrez= liz

[ Suhr‘mt SUNEF ] [ p= Email addrezs list

Errar Message: |E mail address list

2. Go to the Edit Form screen > Mail Properties section.
Move to the field labeled From:.

4. Atthe dropdown list following OR to addresses in field, select
the field you created in Step 1.

Now, when a user completes the form, the value he enters in the
field created in Step 1 is used for the email’s From address.

Retrieving Form Data Into the Subject and Preamble Fields

You can retrieve data from a submitted form directly to the form’s
Subject and Preamble fields. (The subject is a standard mail field,
and the preamble is text that appears at the beginning of the
email.)

For example, the form may provide a list of your products. While
the user is completing the form, he selects a product that he is
interested in. The product then becomes the subject line of the
email.
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NOTE Since a Textarea field can span multiple lines, it can only be used with the
preamble. However, a plain text field can be used with both the subject and
preamble.

To retrieve data dynamically from a form field into the email’s
subject line or preamble, follow these steps.

1. Add a form field that collects the information you want to insert
into the email’s subject line or preamble. See Also: "Inserting
Form Fields” on page 147

2. Go to the Edit Form screen > Mail Properties section. See
Also: "Editing a Form” on page 183

3. Move to the field labeled Subject or Preamble.

At the dropdown list following OR use text in field, select the
field you created in Step 1.

Editing a Form

After you create a form, it can easily be edited if information needs
to be changed. You can update the following information by
following the procedure below.

= the form fields

= post back message

= metadata

= schedule

= comments

= Web Alerts

However to edit a form’s Title, Description, form data, or task
values, use the Edit Properties screen.

To edit a form, follow these steps.
1. Access the View Form screen for the form you want to edit, as
described in "Viewing and Editing a Form’s Properties” on

page 178.
2. Click the Edit Form button ().
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4.

5.

The Edit Form screen is displayed. The screen is the same as
the Add New Form screen. For documentation of individual
fields, see "Creating a New Form” on page 141.

Make the necessary changes to the form.

Click the Save button ( &)

See Also: "Working with HTML Forms” on page 135

Editing a Form’s Content

You can edit the content associated with the form by a variety of
methods, including:

Accessing the content by the floating toolbar on the Web page
Editing the content by the View Form screen

Accessing the content by the View Form content properties
screen

This section explains how to edit a form’s content from the View
Form screen. To edit a form’s content, follow these steps.

1.

o~ W

Access the View Form screen for the content, as described in
"Editing a Form’s Content” on page 184.

Click the Edit Content button (IE).

The Edit Content screen appears.
Make the necessary changes to the form’s content.

If needed, click the Postback Message, Metadata, Schedule,
Comment or Web Alerts tab to edit that information.

Click a workflow button (Submit for Publication or Publish).

Editing a Form’s Properties

See "Viewing and Editing a Form’s Properties” on page 178

Mailto or Database Form

The Forms feature lets you create a mailto or a database form to
use on your Web site. When creating or editing a form, you must
specify the type of form you are creating. The options are:
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e Send it via email
e Store it in a database

e Send it via email and store in a database

See "Viewing and Editing a Form’s Properties” on page 178 for
information about toggling this option on and off.

Advantages of a Mailto Form

By creating a mailto form, any email generation is done on the
server-side, not on the client. This means that site visitors can
submit email whether or not the client has email software.

Storing Form Data in a Database

By storing form data in the Ektron CMS400.NET database, you
can keep information submitted by site visitors and view reports on
that information. You can also export the form data to a
spreadsheet.

Deleting a Form

You can easily delete forms that are no longer needed.

NOTE Deleting a form also deletes its associated content and information.

To delete a form, follow these steps.

1. Access the View Form screen for the form you want to delete,
as described in "Accessing the Forms Folder” on page 139.

2. Click the Delete Form button ( [§).

3. A confirmation message is displayed.
4. Click OK.

Form Module Toolbar

Several toolbar buttons and tabs help you work with forms.
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To learn about toolbar buttons available when creating or editing a
form, see “Inserting Form Fields” on page 147.

Button or Name Description More Information
Tab
@ Edit Content Edit the form’s content, which "Editing a Form’s
contains the form fields Content” on page 184
View Staged/ Click View Staged button to view

& ®

Published Content

content that has not yet been
published.

Click View Published button to view
content that is live on the Web site.

&

View History

View (and possibly restore) older
versions of a content block

"Content History” on
page 594

B

View Difference

Compare two versions of content

"Comparing Versions of
Content” on page 96

&

Edit Form Properties

Edit Form properties not available
via the Edit Content button

"Viewing and Editing a
Form’s Properties” on
page 178

ﬁ Delete Form Delete a form "Deleting a Form” on
page 185
ﬁ Check Links Check for other content that contains "Link Checking” on
a link to this form page 595
@ Add Task Add a task "Managing Tasks” on
page 867
@ View Task View task information
Add Form Add a new form "Creating a New Form”

&l

on page 141

&

Export Report

Download form data to a Microsoft
Excel spreadsheet

"Exporting Form Reports”
on page 177
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Button or
Tab

Name

Description

More Information

[}

View Reports

View submitted form data; can select
range of dates

"Viewing Form Reports”
on page 173

@ or Form

View Content

Access view properties for the

"Viewing and Editing a

Properties content Form’s Properties” on
Properties page 178
View View If you can view forms in more than
(language) one language, select a language

from the drop down list.

Add Add Lets you copy current form into new "Translating Content” on
-select -select language- block and translate it to selected page 923
language- language.
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Library Folder

The library folder stores images, files, quicklinks, and hyperlinks
that can be inserted into editor content. Before you can insert them
into content, you must copy them from your computer to a larger,
file server computer that everyone editing your site can access.

This chapter explains how to copy such files and insert them into
Web content through the following topics.

"Terms Used in this Chapter” on page 188
"Accessing The Library” on page 189
"Library Folder Properties” on page 191
"Searching the Library” on page 192
"Files” on page 195

"Hyperlinks” on page 208

"Images” on page 208

"Quicklinks and Forms” on page 210

Terms Used in this Chapter

An image is any graphic file, which can include illustrations and
photos. Common image file extensions are .gif., .jpg, .tiff, etc.

A file is type of computer file that can be launched from a
browser, such as Internet Explorer. Examples include a
Microsoft Word document and a .PDF file.

A hyperlink is a commonly used or hard to remember Web
address (also known as a URL). After you add hyperlinks to the
library, users can easily apply them to editor content.

So for example, if the editor content is “Contact Ektron,” the
user can select the text, click the library button, select
hyperlinks to find the Ektron hyperlink, and apply that
hyperlink to the text.
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Library Folder: "Content\hyperlinks"

B [& €

hyperlinks Title

—

D Date modified

Ektromn, Inc. 3 05-Sep-200Z2 05:46 PM

Once the page is published, a person reading it can click the
text to “jump” to the Web address www.ektron_com.

= A quicklink is a special kind of hyperlink that jumps to another
content item on your Web site. (A regular hyperlink jumps to a
Web page on the internet.)

Whenever content is created, a quicklink is created for it.

= A form is a quicklink to HTML form content. Whenever content
is created, a form link is automatically created for it.

Accessing The Library

1. To access the library, click the Workarea button ()
or icon ().

2. Click the Library folder in the lower left corner of the Workarea.

[ Content

E";; Forms

[&] Library
Maodules

& settings

3. The Library folder appears.
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Library Folder: "Contentyimages”

i W mllmages "I(— 2)

Title ID Date Modified Filenarme
SITM 624 4/14/2005 10:15:18 AM fCMS400E=amplefuploadedIimagesfaimi2).qi

(v RIIM oy DEMAND ;-
CRMFTRINET & FRPRSITANN

Spmsap et m s i rdp nai Do dmmpsied

CMS400 Logo 14 1/3/2005 2:58:19 PM fCMS400EzamplefuploadedIimagescms400-5

Fasts0 522 3/8/2005 1:39:32 PM JCMS400Examplefuploadedimages fasts0.gif
Gilhane 625 4142005 10:31:00 AM SCMS400Example/uploadedimages/Gilbane( 1
RFPORT

4. The sub-folders appear in the left frame. Files in the root folder
(library) appear in the right frame.

Library Folder: "Contentfiles"

i & |Fi

Title _ I Dat

Ektror :—h.fperlmks ustomers 41 11-
. mages )

Librart Quicklinks 440 01-

You can use the dropdown list (circled above) to change the type of
library files that appear.

To work with any library file, click it. When you do, the View Library
screen appears, providing additional information about the item.
From here, you can

= editits title, file name, or description
= overwrite it

« find content linked to it
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NOTE

e delete it

For more information, see "Viewing Files” on page 198.

Toolbar buttons are also available on the library screen. The

following table explains them.

Your system administrator determines which library folders you can access, and
which functions you can perform on library items within the folders.

screen

Button Description For more information, see
ﬂ Search library "Searching the Library” on page 192
e View the library’s properties "Library Folder Properties” on page 191

i

Add an image, file, quicklink, or
hyperlink to the library

"Copying Files to the Library” on
page 196

E,Ilmages vI 1

Select the type of Library file to
work with

Library Folder Properties

To view the library folder’s properties, follow these steps.

1. Click the Properties button (@).
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2. The Library Management screen appears.

Library Management
¥ £ ¢

Image Extensions:

gif,jpeq,jpg,bmp,png

Image Upload Path: This path is relative to the site "fCMS3005ample”
uploadedImages/

Physical Path:

crhinetpubwewsw oot CMS3005ampletuploadedIimages

Verified: +

File Extensions:

ppt,pdf,=ls,doc

File Upload Path: This path is relative to the site "fCMS3005ample™
uploadedFiles/

Physical Path:

crhinetpubywewsw oot CMS2005ampletuploadedFiles

Verified: v
3. The screen displays the following settings.
Field Description
Image Extensions File extensions of images that can be copied to the library
folder. For example, .gif and .jpg.
Image Upload path/ The folder to which library images are moved when you
Physical Path insert them into Ektron CMS400.NET.
File Extensions Extensions of files that can be copied to this library folder.
For example, .doc and .pdf.
Flle Upload path/ The folder to which library files are moved when you insert
Physical Path them into Ektron CMS400.NET.

Your system administrator controls these settings.

Searching the Library

You can search the library to find items when you only know some
information about them. For example, you know that an image’s
name includes Ektron but don’t know its filename or folder.
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To search the library, first select the folder in which you want to
begin the search. The search only considers files in that folder and
its child folders. To search the entire library, begin by selecting the
Library (root) folder.

Next, click the Search button (§&) from the library toolbar. When
you do, a search screen appears with several fields that let you
narrow your search. The fields are described below.

Field Description

Keywords Specify one or more keywords that the search will use. The search
looks for keywords in the file’s title. (The title is assigned by the user
when the file is added to the library.) If a file’s title matches the
keywords, the file appears on the search results screen.

The search also uses keywords to search through the file’s

® internal name (for example, airplane.gif) if the Filename Search
checkbox is checked

® description if the Description search checkbox is checked

A keyword can be a complete or partial word. But, you can only enter
a partial term for one word. For example, you can enter Adv and
have the search return the content titled “Adverse Drug Reactions.”
But if you enter Adv Drug, the search returns nothing.

You can enter several complete search terms but they must be in the
correct sequence. For example, to find the topic titled “Adverse Drug
Reactions,” you can enter Adverse Reactions but cannot enter
Reactions Adverse.

To find all files in a selected library folder, enter nothing in this field.

Or, to find all files in a selected library folder of a type (for example,
images), select the type and enter nothing in this field.

All Types The search considers all library asset types.
Images only The search only considers images.
Quicklinks Only The search only considers quicklinks.
Forms Only The search only considers forms.

Files Only The search only considers files.

Hyperlinks Only The search only considers hyperlinks.
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Field Description

Filename Search If you check this box, the search considers the file name when
returning search results. Otherwise, the file name is not considered
by the search.

For example, if you enter ppt into the keyword field, the search
returns all files that include that string (such as all Powerpoint
presentations).

Only search items The search only considers library assets that were last modified by
last edited by myself you.

One or more of the search criteria set by your system administrator in the Metadata
Definitions screen.

NOTE Some search field check boxes are circles while others are squares. If the box is a
circle, you can only choose one option. If it is a square, you can choose as many
as you want.

The search then displays all library items that meet the search
criteria on the search results screen. See "Displaying Search
Results” on page 194

Displaying Search Results

Search results appear in this order.

= images

= files

= hyperlinks
* quicklinks

= form links
Result Display Options

At the top of the library search screen, a pull-down list lets you
choose the how to display the results.
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Search Library Folder
M v
Enter K cWlIEY

:

Fesults

Cearch Nntinnc

View Description Example
option
Mixed If the item is an
image, display the | Tit|g Teaser
image in the left I AIM -
column. If not, mmﬁ AIIM on Demand Conference and Exhibition logo
display its title. m": T — _
To the right, Ektron CMS400, Net logo - large size
display the item’s
Description.
Note: Mixed
search results
require the
Internet Explorer
browser, version 6
or greater.
Text Display item’s title
in the left column. Title Type Folder Name
Tf’ the right,. AllM images fCMS400Exzample/uploadedIimages/aim(2).g
display the file CMS400 Logo images fCMS400Example/uploadedImages/oms400-
type and folder Codes images fCMS400Example/uploadedImages/Intransatt
name. CRSM images fCMS400Example/uploadedImages,/Intranett
Gilbane images fCMS400Example/uploadedIimages/Gilbane(:
Market Cycle images fCMS400Example/uploadedIimages,/Intranett
Panorama images fCMS400Example/uploadedIimages/Intranett
Price Petformance images fCMS400E=ample/uploadedimages/Intranett
Files

This section explains how to work with library files through the
following subtopics:
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= "Copying Files to the Library” on page 196

= "Viewing Files” on page 198

= "Editing a File” on page 200

« "Overwriting Files” on page 201

e “Library Link Searching” on page 203

= "Adding a Library File to Content” on page 204

1]

For a definition of the term “files,” see "Terms Used in this Chapter
on page 188.

Copying Files to the Library

Files must be copied to the Ektron CMS400.NET library before
users can insert them into content. To copy a file to the library,
follow these steps.

1. Inthe Workarea, browse the library folder and select a folder to
which you want to copy a file.

NOTE When you copy a file to a folder, only users with permissions to that folder can
insert the file into content.

2. Alist of files in that folder appears.

3. Click the Add Library button (&)
4. The Add File screen appears.
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Add Library Item to Folder: "Content\files™

RE«D
Title Filename
| || “ Browse...
Description:

X BB« ox « A[2pH A B I A Yo @W

5. Enter the necessary information according to the following

table.
Field Description
Title Enter a title for the file to be copied.
Filename Enter the folder path to the file to be copied. You can
use the Browse button to find the file.
Description You can enter a full text description to help other users

identify this file.
The Description appears on the View File screen.

It also accompanies the file on the Search Results
screen if the user selects Mixed when viewing the
search results.

See Also: "Displaying Search Results” on page 194
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Below is a description of the buttons on the screen.

€

Button Name Description
& Preview View file to make sure it's correct before uploading it.
Note: An application that can display the file must be
installed on your computer.
= Save Add file to the library.
Back Return to previous screen.

After you enter the necessary information and click the Save
button, the file is copied. Now, users with permissions to the

selected folder can insert the file into their content.

Viewing Files

Once afile is copied to the library, you may preview it. To preview a

cop

1. Navigate to the library folder to which the file was copied.

2.
3.

ied file, follow these steps.

Click the file you want to preview.
The View File screen appears.
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View Library Item in Folder: "Contentifiles"

Yy 0e

Title: Ektron Partners and Customers

Filename: JCMS400Example/uploadedFiles/ektron_partners_customers.ppt
Library ID: 41

Parent Folder: Content

Last User To Edit: Administrator, Application
Last Edit Date: Q/19/2005 2:55:05 PM
Date Created: 1/11/2005 3:04:34 PM

Description: Marketing description of Ektron's relationship with its partners,

Preview Ektron Partners and Customers

The table below describes each field on the screen.

Field Description

Title Title assigned by user who copied or edited it.

Filename Filename and location on the server.

Library ID ID number assigned by Ektron CMS400.NET when file was originally
copied.

Parent Folder File's parent folder. Users need permissions to this folder to insert the file

into content.

Last User to Edit Last user who changed file.

Last Edit Date When file was last edited.

Date Created When file was originally copied to library.
Description Optional, full-text description of file.
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If the file can be displayed in your browser, a preview of it appears
at the bottom of the screen. If it cannot display in the browser, a
link to preview it in its host application appears instead.

NOTE You may need to download some files before you can be view them (for example,
.mdb, .mp3, .zip, etc.).

The following table describes the buttons on the View Library Iltem

screen.

Button Description For more information, see

@ Edit the items title and description "Editing a File” on page 200

j Overwrite the library item "Overwriting Files” on page 201

% Find content linked to the library item "Library Link Searching” on page 203

.ﬂ. Delete library item See “Deleting Library Items” in the
Ektron CMS400.NET Administrator
Manual

Return to previous screen
g :

Editing a File

You can edit the title, flename and description of any file that was
copied to the library. To do so, follow these steps.

1. Access the View File screen, as described in "Viewing Files” on
page 198.

Click the Edit button ([¥).

3. The Edit File screen appears.
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Edit Library Item in Folder: "Contentifiles™

Hed

Title 1D Filename

|Ektr|:|n Farttners and Custumers|41 |ICM54EIEIE}{ah1pIefupIuadedFiIesfektrun_partners_custnrrl

Description:

& Bz @ o o« - 312pt A M B I A Ve @

Marketing descniption of Ektron's relationship wath its partners.

4. Change the title, file name, and/or description of the file.

5. Click the Update button ().

Overwriting Files

If a library file becomes out of date or the wrong version was
copied, you may replace it with a new version. Overwriting files lets
you minimize disk space and the number of library files.

NOTE The ability to overwrite a library file is a privilege granted by the system

administrator. If you do not see an Overwrite button ((j?) on the View Library
Item in Folder screen, you do not have permission to overwrite.

NOTE You can only overwrite images and files. The new image or file must have the
same file extension as the file being replaced.

Before You Overwrite an Image

When overwriting an image, the new image uses the same size
dimensions and file extension as the older image. Be sure that the
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two images have the same file extension and size or make the
adjustments at each occurrence of the image.

Before You Overwrite a File

Remember, all links that point to the overwritten file now point to
the new file.

Overwriting Library Assets
To overwrite a library file, follow these steps.

1. Navigate to the View File screen for the file you want to
overwrite, as described in "Viewing Files” on page 198.

Click the Overwrite button (7).

3. The Overwrite File screen appears.

Overwrite Library Item in Folder: "Contentyfiles™

(& H € @

Title Filznare

Ektron Parthers and Customers fCMS400ExamplefuploadedFiles/fektron_partners_custormers.p
| |[ Browse... |
Please select a replacement file.

Current library item:

Preview Ektron Partners and Customers

Description:

4 By @« cu - 302p) - Ad B T A U om @E

4. Click the Browse button.
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5. A window lets you navigate to the new file.
Click the file, then click the Open button.

7. You return to the Overwrite File screen with the path to the new
file in the Filename field.

Filename
JCMS2005amplefuploadedFiles/Punctuation Introducing Lis

|C:'1Teu::h Fubs deptConventions Terminalor - Browse... |

Please select a replacement file.

If desired, enter a Description for the new file.

9. To preview the file before you copy it, click Preview file name.
The file is previewed in a separate window. Click the X button
in the top right corner of the screen to close it and return to the
Workarea.

10. To overwrite the current version of the file with this version,

click the Update button ().

11. The following message appears.

Microsoft Internet Explorer x|
£, WARNING: You are about to overwrite a library file!
The filename of the local file will be changed
to match the existing filename. This will ensure that web

links to this library item do not break.

Continue?

Cancel |

12. To overwrite the file, click OK.

Library Link Searching

Link searching indicates all content that includes a library link. It is
useful when you want to delete a library item. With the click of a
button, you see all content that you need to update to reflect the
change you are making.

Performing a Library Item Link Search

To perform a library item link search, follow these steps.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 203



Library Folder

1. Access the View Library Item for any type of library item, as
described in "Viewing Files” on page 198.

2. Click the Link Search button (ﬁ).

3. Alist of all content that references the library item is displayed.
You should edit that content before deleting the item.

Deleting Library Items

You can delete obsolete items from the library. By deleting an item,
you prevent users from adding it to their content. A deleted
hyperlink, quicklink or form quicklink remains on your Web server,
S0 any existing links to them are not broken.

On the other hand, if an item is a file or image, the delete window
displays an additional prompt, Remove from the server, that lets
you remove the item from the server. This feature is available to
help reduce disk space taken up by these files. Before removing an
image or file from your server, you should review all content with
links to it and remove or update the link.

To delete an item from the library, follow these steps.

1. Access the View Library Item for any type of library item, as
described in "Viewing Files” on page 198.

2. Click the Delete button (E).

3. The Delete Library ltem screen is displayed.

If appropriate, check the box next to Remove from the server
(see above).

5. Click the Delete button (E).

Adding a Library File to Content

After afile is copied to the library, users can add it to content. (See
"Adding a Library File to Content” on page 205)

You can also insert an item into the library while adding it to
content. (See "Adding a File to the Library and Inserting it into
Content” on page 206)
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If you insert an image file, it appears within the content. If you add
any other type of file, the file name appears as a hyperlink within
the content. When a site visitor viewing that page clicks the
hyperlink, the inserted file is launched.

Adding a Library File to Content

1. Invoke the editor by adding or editing content in Ektron
CMS400.NET.

Edit Content in Folder "Press_Releases™

b by [ X @

Title: |Ektrn:|n Announces Winner of All-Stars Customer Compet [English (1L.5.1]

Content | | Summary || Meta Data || Schedule || Cumment|

i [Apply Style) = Mormal - = 2(10pt - g@”? I U A[
SREREARBRARS P | oo [P ARG - QVE|E
' =

]]1‘%‘ = xg|l‘|bsp @ B Th €vi - “EE|f“§EEE£§£§|§

Ektron Announces Winner of All-Stars Customer Competition

2. Place the cursor within the content where you want the library
file to appear.

Click the library button (ﬂ').
4. The library opens.
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5. Navigate to the folder that contains the file you want to insert.

1_? Library Library Folder: "Content\images"

;l"T_'

PO Books ik H 2«

4y Ccalendar ]

. o CenturyMedicalServi Title =

'—' SNLULAVECICSIOBIVIEES  AlIM [uploadedimages/aim{2}.qif] [a¥

H ) Contacts _

_ I AUIM g pEMAND ;- @

i||_| Dynamic Content In Co | esssweisossss

i) EAQ

i,ﬂ Form Example CM5400 Logo [uploadedImagesfocms400-50.qgif] 1

+47 IntranetBasic okiron @

S CMS

=] mytest

< s Lellaeas collection-errar.gif [ 1-6ED6-4506-BA41-0EECEDZDAFEA.QIf] &

) Purchase Orders explorerl GIF [C-B364-495C-9044-CA00RIGARFEE.GIF] fai
replication [uploadedImages/replication.qgif] &
B e

6. From the file types dropdown list, select the kind of file you
want to insert.

7. Alllibrary files of that type in the selected folder appear on the
screen.

8. Click the file you want to insert.

NoTE You can preview the file by clicking the preview button (@ ).

9. Click the insert button (@) to insert the file.

10. A hyperlink to the file appears in your content.
Jjﬁ 2 % | rbsp @ ® TM

Punctuation niles

You can click the link to open the file.
Adding a File to the Library and Inserting it into Content
Use this procedure to insert an image into content that has not yet

been copied to the library. This procedure inserts the item into the
library then into the content.
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1.

Invoke the editor by adding or editing content in Ektron
CMS400.NET.

Edit Content in Folder "Press_Releases™

by By [ X @

Title: |Ektr|:|n Announces Winner of All-Stars Customer Compet [English (10.5.7]

Content | | Summary || Meta Data || Schedule || Cummentl

2 (Apply Style) » Marmal

& . 2[10pY TACEH?IUA[

»EBREB B G

IR Y ) LI Fa=1:

J_Iﬁ—x2 Xg|nbsp@®ﬂu1€| vJJEDH—.f‘Hz_.Egg

Rlka%
mr

i
I|I|I|
||||||
||||||
i

Ektron Announces Winner of All-Stars Customer Competition

2.

3.
4.
5

10.
11.

Click the library button ().

The library opens.

Navigate to the folder that will contain the file after you insert it.
From the File types dropdown, select the type of file you want
to insert.

Click the Add Library button (@ ).

A new screen appears. Browse to the file you want to insert.

Or you can click the search button (g%) to search for a file to
insert.

Enter a Description for the file.

If metadata is required for the library item, you must complete
it. Metadata fields may appear in the lower section of the
screen.

Click the Add Library button ().

The file is inserted into the selected library folder and the
content.
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Hyperlinks

For a definition of the term “hyperlinks,” see "Terms Used in this
Chapter” on page 188.

Adding Hyperlinks

You must copy hyperlinks to the library before content creators can
insert them into content. To copy a hyperlink to the library, follow
the procedure described in "Copying Files to the Library” on

page 196. The only difference is that you insert a hyperlink instead
of a file.

Viewing Hyperlinks

To view a hyperlink, follow the procedure described in "Viewing
Files” on page 198. The only difference is that you view a hyperlink
instead of a file.

Editing Hyperlinks

To edit a hyperlink, follow the procedure described in "Editing a
File” on page 200. The only difference is that you edit a hyperlink
title instead of a file title. You can also edit the URL.

Adding Hyperlinks to Your Content
Once a hyperlink is added to the library, users can add the
hyperlink to their content.

To add a hyperlink to content, follow the procedure described in
"Adding a Library File to Content” on page 204. The only difference
is that you add a hyperlink instead of a file.

Images

For a definition of the term “images,” see "Terms Used in this
Chapter” on page 188.

Uploading Images

You must copy images to the library before content creators can
insert them into content. To copy an image to the library, follow the
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procedure described in "Copying Files to the Library” on page 196.
The only difference is that you add an image instead of a file.

Viewing Images

To view an image, follow the procedure described in "Viewing
Files” on page 198. The only difference is that you view an image
instead of a file.

Editing Image Titles

To edit an image’s title, follow the procedure described in "Editing a
File” on page 200. The only difference is that you edit an image’s
title instead of a file title.

Overwriting Images

When an image in the library becomes out of date, or if the wrong
version of an image was copied, you may overwrite that image with
a new or correct version. Overwriting images minimizes disk space
and the number of copied library images.

NOTE Overwriting images is a permission that your system administrator may or may
not assign to you.

To overwrite an image, follow the procedure described in
"Overwriting Files” on page 201. The only difference is that you
overwrite an image instead of a file.

NOTE You can only overwrite an image with another image of the same extension. (that
is, .gif > .gif, not .jpg > .gif)

Adding Images to Your Content

Once an image is added to the library, users can add it to content.

To add an image to content, follow the procedure described in
"Adding a Library File to Content” on page 204. The only difference
is that you add an image instead of a file.

The image is placed into the picture properties dialog box, where
you can change it before inserting it. For information about the
picture properties dialog box, see "Using the First Picture
Properties Dialog Box” on page 411.
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Quicklinks and Forms

For a definition of the terms quicklinks and forms, see "Terms Used
in this Chapter” on page 188.

Adding a Quicklink or Form to Content

After new content is created, users can insert a quicklink or form to
it into any other content. To do so, follow the procedure described
in "Adding a Library File to Content” on page 204. The only
difference is that you add a quicklink or form instead of a file.

Be sure to place the cursor where you want the quicklink or form to
appear before inserting it. When the quicklink or form is inserted,
the title of the “jumped to” content appears in the content. To test
the quicklink or form, select the newly-inserted title and double
click it.

When the page is published, a reader can click the link to jump to
the quicklink or form page.

Viewing Quicklinks or Forms

To view a quicklink or form, follow the procedure described in
"Viewing Files” on page 198. The only difference is that you view a
quicklink or form instead of a file.

The table below describes each field on the quicklinks display.

Field Description

Title Title given to the hyperlink or form by the user who added it, or last edited it.
URL Link URL link for the quicklink or form.

Library ID ID number assigned automatically by Ektron CMS400.NET when the

quicklink or form was originally added.

Parent Folder

Parent folder that the quicklink or form belongs to. Users need permissions
to this folder to be able to access the quicklink or form.

Last User to Edit

Last user that made changes to the quicklink or form.
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Field

Description

Last Edit Date

The date the quicklink or form was last edited.

Date Created

The date and time the quicklink or form was originally added to the Ektron
CMS400.NET library.

To preview a quicklink or form, click the link at the bottom of the
page.

Updating Default Template for Multiple Quicklinks

NOTE

NOTE

This action can only be performed on quicklinks.

When content is moved in Ektron CMS400.NET, its quicklink does
not get changed. After it is moved, you need to update the default
template called in the content’s quicklink.

To update the default template for one or more quicklinks, follow
these steps.

1. inthe library, access the quicklinks folder containing quicklinks
you want to update.

2. Click the Update Quicklinks button (ﬂ).

3. The Update URL Link Template Quicklinks screen is displayed.
Check the quicklinks you want to update.

Check the box in the table header to select or deselect all.

5. Inthe To: text field, enter the name of the template you want to
apply to the selected quicklinks.

6. Click the Update Quicklinks button (ﬂ) to update the
changes.
A confirmation message is displayed.

7. Click OK to continue.

The selected quicklinks are updated to use the specified template.
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Using Ektron Explorer

The Ektron Explorer lets you navigate through and view CMS
content without signing in and using the Workarea. You can also
use a search screen to find and view CMS content. So, even if you
have no knowledge of Ektron CMS400.NET, Ektron Explorer
provides a simple, recognizable way to find and view content.

Depending on how your system administrator has set up the
Explorer, you may also have the ability to edit, add, and delete
content.

The following is an example of the Ektron Explorer. The left frame
lets you navigate through Ektron CMS400.NET’s folders. The right
frame shows the content in a selected folder.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 212



Using Ektron Explorer

& Ektron Explorer: Search Results

File Edit iew Faworites Tools  Help

ktron Explorer =
E=plore | Search |
= 15 Content
|53 Calendar

|53 Form_Example
|1 Press_Feleases
I3 Purchase_Orders
|1 Books
I3 Dynamic_Content_In_C
I3 Fag
|53 Contacts
|53 Centunbd edicalS ervice:

= I3 IntranetB asic
|53 Jobs

I Sales

I3 Marketing
I3 Emplovess

I3 Mews

Analyst/Programmer

"Experience in the implemeantation/maintenan:
financial and human rezource applications iz a
mandaiz.. "

Lazt edited by Adrminiztrator Application on 200

Aszzistant Payroll Manager

"buzt have the ability to effectively communic
data and esztablizh cooperative working relatio
o

Lazt edited by Adminiztrator &pplication on 200

Operating Systems Analypst

"Bachelar: degree in computer scignce, infor
communications or related field ar similar certifi
In . L1}

Lazt edited by Adriniztratar Application an 200

A second tab in the left frame lets you search for content. When
you do, the right frame displays search results.
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ekiron Explorer x |
. Ewplore I Search
Explaore q Search | l
) Search by any or all of the

= 155 Content crteria below
I Calendar
IC3) Form_Example All ar part of the fitle:
|53 Press_Releases E |
I3 Purchase_Orders
(= Containing the word or phraze;

Loak in:

| Press_Releases W

More advanced options =

Search all subfolders
Match partial words
) All the words

) Any of the words

) Exact phraze

For more information, see "Searching for CMS Content” on
page 221.

Installing Ektron Explorer

Your system administrator provides a file for installing Ektron
Explorer. When you have the file, click it and follow these steps to
install it.

NOTE During the installation, you are asked to identify the folder that stores your Ektron
CMS400.NET. If you don't know, ask your system administrator for this
information before beginning.

1. A welcome screen appears. Click Next.
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Ektron Explorer - InstallShield Wizard X|

Welcome to the InstallShield Wizard for Ektron
Explorer

The InztallShield® “Wizard will install Ektron Explorer on
your computer. To continue, click West,

¢ Back

Cancel |

2. You are prompted to enter the location of Ektron CMS400.NET
on your computer. The default folder appears. Press Next if
that is correct, or enter a different path then press Next.
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Ektron Explorer - Installshield Wizard
CM5 Site Location

Fleaze enter the path to your CMS location.

hittp: # flocalhogt/ Tk 'S 400E 2 ample

[rztalls hield

< Back | Hest » I Cancel

3. You are prompted to select a setup type. Choose Complete.
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Ektron Explorer - Installshield Wizard : ﬂ

Setup Type

Select the zetup twpe ta install.

Fleaze zelect a zetup type.

Al program features will be inztalled. [Requires the most digk zpace.]

™ Cugztam
@ Select which program features pou want installed. Becommended for

advanced uzers.

[rztalls hield

< Back | Hest » I Cancel

4. The installation copies the needed files to the specified folder
and displays a final screen. Click Finish.
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Ektron Explorer - Installshield Wizard

InztallShield Wizard Complete

The InstallShield Wizard has successfully installed Ekron
Ewplorer. Click Finizh to exit the wizard.

¢ Back

Cancel |

Displaying Ektron Explorer

After you install Ektron Explorer, you can use it from both Windows
Explorer and Internet Explorer. To use it, follow these steps.

1. Open Windows Explorer or Internet Explorer.

2. From the menu across the top of the screen, select View >
Explorer Bar > Ektron Explorer.
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J File Edit | View Favorites Tools  Help

[T T b

Folders - ;tncutlbaras X | |_Marne

R RADIG L SR atus Bar I .

4

hﬁ Deskop Explarer Ear Search Ch+E |

E% My Doc o Favorites Ckrl+]
D ac Sarglnlal cons Media |
a=hd Histary Ctri+H
.D WisL Lisk S
= ® Detai Ektron Exploret

EI%-_J, My Cor it v Folders
- 315 Thumbnails
- Tip of the Da
= L':":_ Arrange Icons g DiZn:uss 1
--Q DA Line Up Icons
@ car [%[search content Folde
#-2 My Choose Columns... s searchexample1.gif

3. The Ektron Explorer replaces Windows Explorer. As you select
a folder (or conduct a search) in the left frame, the related
content appears in the right frame.

Once Ektron Explorer is enabled, a new toolbar button appears

£

(&) for quick access to Explorer.

Display of Content

The right side of the screen displays all related content. The
following graphic illustrates the information available on the right
side.
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dit

Wi

Favorites  Tools

- = -3 at | ‘Qhsearch  [GfFavorites [t

lorer

-

Help |l
v | =1 [l r_~ |Jl
‘ Content block title
contact us

| Thumbnail view of

e

o Ce

content block

"Thankz for your infarmation, we will call you shartly, "
Lazt edited by Adminiztrator Application on 2005-03-01
11:55:36

Last user to edit; date

I Calendar

I3 Form_E xample
I) Press_Releases
|5 Purchase_Orders
Ih Books

=

==

Dyramic_Content_
CAM

and time of last edit

Changing the Thumbnail Size

NOTE

You can change the size of the thumbnail images in the right
frame. The default size is small. You can change it to medium or
large.

You can only adjust the size of HTML or XML content. If the content is an external
file (such as a Word document), you cannot adjust the thumbnail size.

Note that menu options allow you to change just the selected
image or all images in the right frame. The new size is only used
for the current viewing of the folder. Once you view other folders or
return to this one, the default size is used.

tezence with Marketinn_Interactive and W

. Llpsta; : and BGTpar
st il

{ Small
shrator}
s

b ediunm

Large

All Small
All M ediurm
All Large

- an F nhanrai
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To display the menu for changing the thumbnail size, move the
cursor to the text in the right frame and right click the mouse. Then,
select View.

Removing Ektron Explorer from Display

To remove Ektron Explorer from display, click the X in the top
corner of the left frame (see below).

J File Edit YWiew Faworites Tools  Help

J A Back - = - @ il | aﬁearch (3] Favorites @Media @|

Ektron Explorer l x = contact us
N AI ‘—:] :'Thank_s fior
Explare | Search | . infarmation,
e call you zho

= @I;E%ntl:er]t ; Last edited t

. alendar kS Adrminiztrato

[=) Form_E xample Application i

Searching for CMS Content

The Explorer’s search feature lets you look for CMS content by
entering some of the content’s title, or some of the its text.
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ekiron Explorer x |
. Ewplore I Search
Explaore q Search | l
) Search by any or all of the

= 155 Content crteria below
I Calendar
IC3) Form_Example All ar part of the fitle:
|53 Press_Releases E |
I3 Purchase_Orders
(= Containing the word or phraze;

Loak in:

| Press_Releases W

More advanced options =

Search all subfolders
Match partial words
) All the words

) Any of the words

) Exact phraze

Selecting a Folder to Search in

You can also select a folder in which to begin to search. This
reduces the time needed to complete the search if you are certain
the content is within a folder or its subfolders.

NOTE The Advanced Search Options let you include or exclude a folder’s subfolders
from the search. See Also: "Advanced Search Options” on page 223
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Use the Look In dropdown to select a folder to search (illustrated
below). The drop down box lists all folders that you opened since
you signed on.

Containing the word or phraze;

IL-:u:uk i |

El:l:-ntent b

Search

If the folder you want is not in the list, click Browse and a complete
CMS folder display appears. Select a folder from that display.

Advanced Search Options
Advanced search options let you

= search just the current folder or that folder plus all of its
subfolders

= include words that partially match the search string (for
example, if you enter the word the, the search returns theater)

< find content that includes all words you enter, any of the words,
or just the exact phrase. The options are explained in
"Specifying Match Criteria” on page 58.

Inserting External Files into Ektron CMS400.NET

If you installed the Document Management functionality with
Ektron CMS400.NET, you can add files using the drag and drop
technique common in Windows. You can quickly and easily insert
allowed file types into Ektron CMS400.NET.

See Also: "Using the Document Management Functionality” on
page 225 and "Importing Files via Drag and Drop” on page 247

The user performing the drag and drop must have permission to
add files to the selected folder.
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Using

Ektron Explorer

To drag and drop external files into Ektron CMS400.NET, follow

these steps.

Open Ektron Explorer.

Resize it to half of the screen.

Open Windows Explorer and resize it to the other half of the

From Windows Explorer, navigate to the folder that contains

the file you want to insert into Ektron CMS400.NET.

screen.
4,
5.

Ektron CMS400.NET.
6.

desired Ektron Explorer folder in the left frame.

e
53 I

», ! Search = 7 Favorites  0<)

Acme

Corporate

Latest News

Elstron Mow Offers
Multiplatform Support
Ektron now has support
in CMS400 for ASP,
PHP, ColdFusion, and
JSP platforms

Enhanced Dreamweaver

(RIS T

O Back =

TR}

.i‘r-

Ml Address (5 C\Docurments and Settings\bbalt)De:

From Windows Explorer, select the files you want to copy to

Hold down the left mouse button and drag the files to the

[REIETE)

e

“s, Search
P

Folders x Marne

(B} Deskiop ~ | [Z)absence repor

= [} My Documents [} Doc projects
j My Music __1.ﬁ.ddOnRegistr.
iefTres ] CrMs400 Exam

it Mv PSP Files & CMS400.exe
E My Videos @deFects Fixeed ¢
+ [ Wisual Studio Prc %= EktronExplore
= _;" My Computer @ewebeditprucli
= “e# Local Disk {C:) BN ewebeditprox:

) assekcatalog
+ ) assetlibrary
+ 1) dell
= ) Documents
+ | 2) Administ
+ ) All Users
=l |21 bbalt

,ﬂ explorerl. GIF
G Mokepad (2)
ﬂ replication. gif
[£] upgrade.txt
lﬂ_]Upgrading Ekti

7. Release the mouse button. A file upload message appears.
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Using the Document
Management Functionality

WARNING!

The functionality described in this section is not supported when using an
Apple Macintosh for editing content.

The Document Management Functionality (DM) lets you import
Microsoft Office documents and most other kinds of files into
Ektron CMS400.NET. (Non-Office files are known as managed
files.) Collectively, these files are known as documents.

After being saved in Ektron CMS400.NET, documents can be
updated and tracked like HTML and XML content. If you're
familiar with how that content is handled, most of what you
know also applies to documents. For example, documents

= can be stored in folders with other content, or in separate
folders that you create just for them

= are assigned content ID numbers

= capture summary, metadata, comment, task, and schedule
information

= inherit permissions and approvals from their folder
properties

= progress through a workflow (check out, check in, publish)
= provide a history and let you restore an earlier version

= can be searched, including some Office document
properties

= can have foreign language editions
= can have a task assigned to them
= appear on content reports

= update the Smart Desktop listing of files awaiting approval,
checked out, tasks, to expire

When a file is imported to the CMS then saved, a copy of it is
saved to the asset management server. Then, whenever a user
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edits and saves the file, a new copy is stored. In this way, you can
review and, if needed, restore a prior version.

This chapter explains the Document Management Functionality
through the following topics.

= "Supported Types of Documents” on page 226

e "Security” on page 228

= "Working with Office Documents” on page 228

= "Working with Managed Files” on page 241

= "Importing Files via Drag and Drop” on page 247

= "Document Workflow” on page 250

= "Viewing Documents within the CMS” on page 251

= "Deleting a Document” on page 252

e "Approving Documents” on page 252

« "Adding Documents to Collections and Menus” on page 252

= "Document Reports” on page 252

Supported Types of Documents
= Microsoft Office 2000 or later documents: Word, Excel,
Powerpoint, Project, Publisher, Visio, etc.

= Managed files: any Windows-executable file such as .zip files,
PDFs, .txt files, graphic files such as .gif and .jpeg, etc.

NOTE The file types that can be uploaded are determined by your administrator. If you
try to upload the wrong type of file, the following error message appears.

File Type Hot Supported

“» | File type not supported only file types supported are
\»'«/ *.doc, *.us, *.ppt, *.pdf, *.gif, *.jpg, *.jpeg, * tet, *.log, *.vsd, *.dot, *.7ip
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Office Documents

You can edit any Office document within the Content tab, just like
an HTML content block. The host application’s toolbar appears
below Ektron CMS400.NET's tabs on the Edit Content screen.

sy [ X

| [English (U.5.)]

Add to Quicklinks table W Content Searchable

itent || Summary || Search Data || Schedule || Cumment|

Edit Wiew Insert Format Tools Slide Show Help [elelly =l A E =Rl =l
1@E|%W|Jﬁ%|ﬂv%ﬂ*ﬁl 27% Jif\‘,rgnmmcunTaskSv

# Bob's powerpoint project

Bob’s powerpoint project

You can insert summary, metadata, schedule, comment, and task
information for the Office document. From the View Content
screen, you can use standard toolbar buttons to perform actions
such as view history, submit for publishing, and delete.

For more information, see "Working with Office Documents” on
page 228.

Managed Files

Ektron CMS400.NET can track and manage any non-Office type of
file that runs on your computer (for example, .PDF, .gif and .zip).
When editing these file types, the host application appears in a
separate window. The Ektron CMS400.NET View Content screen
remains in the background.
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B b & s X

Title: |rv1an::hine serser license [English {L.5.1]

|Cuntent||5ununary||53arch Data||5chedu|e||Cunuﬂent|

& machine server license.txt - Notepad

File Edit Format Help

The zerver Ticense s intended for use on a single server with unlimited |
web sites. A1l sites must run from a single
wehserver system.

HOHHH R R R RN R R R R RN SERVER LICEMSE IMSTRUCTIOMS HHHEHHHHH AR

1. Run the CMs400severLicense.exe utility, which was delivered with this
2. A screen appears. Copy the serverID from the top text field.

3. Email to license@ektron.com the serverID with wour request far a server

You can use the host application to edit the file, then switch to the
View Content screen to insert supporting information such as
summary and metadata. Use standard toolbar buttons to perform
actions like view history, submit for publishing, and delete.

For more information, see "Working with Managed Files” on
page 241.

Security

For the purposes of security, documents are treated like other
content. Your system administrator applies security to each folder,
determining which user groups can perform which tasks on the
content in a folder. For more information, see the “Setting
Permissions” chapter of the Ektron CMS400.NET Administrator
Manual .

Working with Office Documents

This section explains how to work with MS Office documents
through the following subtopics.
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= "Notes on Working with Office Documents” on page 229

e "Creating a New Office Document” on page 229

= “Importing One Office Document” on page 234

= “Importing Several Office Documents” on page 236

= “Importing Files Individually vs. Several at Once” on page 238
= "The Work Offline Option” on page 239

= "Editing an Office Document” on page 239

Notes on Working with Office Documents

= |f you have an Excel spreadsheet open outside DM then you
open one within it, and navigate to another template page on
your Web site, then return to the spreadsheet outside DM, a
new, open worksheet appears. Close it.

= If you are working with an Excel spreadsheet, the File and
Open toolbar buttons within Excel appear active (that is, not
grayed out) but are not operable.

E3 Microsoft Excel

JEiIE Edit Miew Insetk Format Tools Data window

IDzEsska --|a= s
A - =
Marne Box
A B C ]

1

= [f you access an Office document on a Web page, you must
close that instance of the browser before proceeding to another
Web page. If you do not close the browser and continue to add
or edit documents, the original document continues to use up
your computer’s resources.

Creating a New Office Document
To create a new Office document, follow these steps.

1. From the Workarea, select the Content folder.
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2. Select the folder in which you want to place the document. See
Also: "Working with Folders and Content” on page 32

3. Click the down arrow next to the add dropdown list to view a list
of items you can add.

IAIIyps . I@IE;%'}

HThL Content
‘Dffice Documents
hanaged Files

N | S ) S e S L

Select Office Documents.

5. The default language appears in the View: dropdown list. To
save the document under a different language, click the
dropdown list and select the language.

————
R | views English (US) -]

e Modified

Mar-2005 03:29
Mar-2005 01:14

6. Click the Add Content button ([ ).
7. The Insert New Document Object screen appears.
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Insert New Document Object ed |
Object Type: oK |
{* Create New
Microzoft Excel Chart Cancel |
" Create fram Eile Microsoft Excel ‘Worksheet
- Mizrazaft PowerPaoint Presentation
kizrozaft word Docurment
Result

Ihzertz a new Image Document abject into vaur

L
document,

NOTE The list of object types is determined by the applications installed on your
computer. For example, an MS Project file type only displays if MS Project is
installed.

8. If the document does not yet exist, check the Create New
button. Then, select the type of document you want to create
and press OK.

If the document already exists, see "Importing One Office
Document” on page 234.

9. The application assigned to the document type appears within
Ektron CMS400.NET.

10. Enter a Title and add content to the document.

11. Decide whether the content should be added to the Quicklinks
Table and if the content should be searchable.

12. If desired, add a summary, metadata, a schedule, and
comments. See Also:

=”"Adding a Content Summary” on page 73
="Adding or Editing Metadata” on page 77
«”’Scheduling Content to Begin and End” on page 66

13. If desired, you can edit the document’s properties. See Also:
"Editing a Document’s Properties” on page 232
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14. Check in or submit the content for publishing as you would a
content block. See Also: "Save, Check in, and Publish” on
page 232 and "Adding Content” on page 46

Editing a Document’s Properties

If the host application (such as Microsoft Word) has a Properties
screen, you can access it by clicking File > Properties or the
Properties option on the host application’s Document
Management menu.

NOTE CMS400.NET installs the Document Management menu on the Office
application.

Documentl Properkties :. ilil

General  SUMMAary |Stati5tic5 I Contents I Custam I

Title: IExpense Report - January 2005

Subject: ITraveI EXpENSES

Author: IJ,:,,-, Wi

Managet: |Jim Beaner

Companty': IEkI:r-:un

Category: IExpenses

keywords: Itravel

Comments! |boes not include trip to corporate headguarkers in
Cincinnati on 1/15/05,

Hyperlink.
base: I

Template:  Mormal.dok

v Saye preview picture

Ik I Zancel

Save, Check in, and Publish
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When you finish editing a document, you have four options for
what to do next. They are explained in the following table.

You can carry out any option by clicking an Ektron CMS400.NET

toolbar button.

Edit Content

By b @ F=m X

Title: Ite =1

quntent “ Summary |J Search Data |E

or a Document Management menu option (illustrated below).

k) B [ B= X

Title: |te st

[English {U.5.)

]Cnntent” Summary || Search Data || Comment | | Tasks |

File Edit “iew Insert Format Toaols Table He

Document Managemenk

Option

J_‘;.r {2| IE 1ﬁv_¢?|,d, Undo Checkout
D dS SRy R o-|@
Fublish
Save To Document Server
Wark CFfline
P ki
\ roperties ;
Action Document Toolbar
Management Menu button

Check document in so you and others
can continue to edit it.

Check in

il
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Action Document Toolbar
Management Menu button
Option

Submit document into approval chain. Publish or submit for % or

Upon approval, publish content to Web publishing

site. @]

Save recent changes. Use to save latest Save to DocServer T

changes before continuing. =

Save file to local computer. Work Offline

|l
=
See Also: "The Work Offline Option” on =
page 239
Discard changes made in current editing Undo Check out W
session.

Importing One Office Document

Your computer or network may have Office documents that you
want to manage using DM. Follow these steps to import any
document into Ektron’s Document Management functionality.

See Also: "Importing Files Individually vs. Several at Once” on
page 238 and "Drag and Drop File Uploading Vs. the Add Content
Buttons” on page 250

From the Workarea, select the Content folder.

Select the folder in which you want to place the document. See
Also: "Working with Folders and Content” on page 32

3. Click the down arrow next to the add dropdown list to view the
document types you can add.

View Contents of Folder "Content”

IManaged Files 'IE’} 2806 E D3

All Types
HTHRL Cantent Language ID 5
fon:e Documents 1033 g

W folders 1033 41
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4. Select Office Documents.

5. Click the Add Content button ([ 2).
6. The Insert New Document Object screen appears.

Insert New Document Object ed |
Object Type: 0k I
{* Create New
Microzoft Excel Chart Cancel |
" Create fram Eile Microsoft Excel ‘Worksheet
- Mizrazaft PowerPaoint Presentation
kizrozaft word Docurment
Result

Ihzertz a new Image Document abject into vaur

L
document,

NOTE The list of object types is determined by the applications installed on your
computer. For example, an MS Project file type only displays if MS Project is
installed.

7. Check the Create From File button.

[

Files [
v Create from File IE:'&D ocuments and Settingsibbalt EE TR

................................... &l

" Create New

8. Click the Browse button and browse to the file you want to
import into DM. Click OK.

9. The document appears within the host application.
10. Enter a Title and add content to the document.
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NOTE If you want to retain the original document name, insert the full filename into the
Title field. For example, you could enter mydocument.doc.

11. Decide whether the content should be added to the Quicklinks
Table and if it should be searchable.

12. If desired, add a summary, metadata, a schedule, and
comments. See Also:

«"”Adding a Content Summary” on page 73
=”Adding or Editing Metadata” on page 77
=”"Scheduling Content to Begin and End” on page 66

13. If desired, you can edit the document’s properties. See Also:
"Editing a Document’s Properties” on page 232

14. Check in or submit the content for publishing as you would a
content block. See Also: "Save, Check in, and Publish” on
page 232 and "Adding Content” on page 46

Importing Several Office Documents

Your computer or network may have several Office documents that
you want the Document Management functionality to manage.
Follow these steps to import several Office documents at once.

See Also: "Importing Files Individually vs. Several at Once” on
page 238 and "Drag and Drop File Uploading Vs. the Add Content
Buttons” on page 250

1. Place all files to be imported in the same folder on your
computer or network.

2. From the Workarea, select the Content folder. See Also:
"Working with Folders and Content” on page 32

3. Select the CMS folder in which you want to place the
documents being imported.

4. On the View Contents of Folder screen, click the down arrow
next to the add dropdown list to view a list of items you can
add.

5. Select Office Documents.

6. Click the Add Several Files button ([[a).
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Yiew Contents of Folder “Content”

[All Types RN ERT R D M T

All Types
HTrL Content

Language 10 Status Date Modifiec

Eﬂn::Ee Eh::ﬂEent:;: 1033 15 [ 26-May-2004
R 1032 24 A& 04-Dec-2003
Home Page Content 1033 1 A, 04-Dec-2003

7. The View Contents of Folder screen splits into two sections,
resembling Windows Explorer. The left side displays the folder
structure of your PC and its network drives. The right side
displays files in the selected folder.

Edit Content

[y B X

Title: | [English {U.5.)]

WV add to Quicklinks table W Content Searchable

| Content || Summary || Search Data || Schedule || Cumment|

E:ﬂ Deskiop [T mame | size | Tvpe
E"ﬁ My Documents D4DI:I.I:||:||: 21 KE Microsoft Word Doo
-] ACT Projects 01 =] AssetData.xml S2KB ML File
D HF Music ) ] D@calendar day warding. doc 21 KB  Microsoft Word Don
_. E g::s:j;ldm Projects DCaIendar Obseryations, doc 30KE  Microsoft Word Don
- My Network Places DDMS documentation topics, doc 31KE  Microsoft Word Don
.78 Recvdle Bin DExtend Menu Feature, doc 29...  Microsoft Waord Doo
D ahsence reparting Dmenu suggestions. doc 30 KE Microsoft Word Doo
D animation sw comparisan O My Fictures.Ink, 1KE  Shorkout
D M3 topics DSC chapter revisions,doc 25KE Microsoft Word Doo
{:I ewebeditpro DSpeciaI Features,doc 24 KB Microsoft Word Doo
{:l framemaker correspondence D@steve changes ko 300 setupm... 33 KB Microsoft Ward Doo
{:l help test DSuggestinn Faor Improving Task ... 44 KB Microsoft Word Don
[#- image edit feature

8. In the left frame, navigate to the folder that contains the files
you want import.

9. Inthe right frame, click the checkbox next to each file you want
to import. You can only import files in the selected folder at this
time.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 237



Using the Document Management Functionality

10. In the Title field, you can enter an optional title to apply to all
imported documents. See Also: "Importing Files Individually vs.
Several at Once” on page 238

11. Decide whether the content should be added to the Quicklinks
Table and if the content should be searchable.

12. Click the Check in (&) or Submit for Publishing button ([23).
See Also: "Save, Check in, and Publish” on page 232 and
"Adding Content” on page 46.

13. The selected files are imported into the Document
Management functionality.

Importing Files Individually vs. Several at Once

If you import files one at a time, you can assign each file a unique
title. Also, any summary, metadata, schedule, comment, and task
information applies to that file only.

If you import several at once, you are not required to assign a title.
If you do not assign a title, the file’s title is the same as its name,
including the extension. For example, Proposal for Town
Manager . PDF.

If you do assign a title to several files, appended to the title, in
parentheses, is the original file name including the extension. So
for example, if you import three personnel forms at once, and
assign them the title Personnel, the titles might look like this:

Personnel (Vacation Request.doc)
Personnel (Direct Deposit Form.doc)

Personnel (Absence Report Form.doc)

Also, any summary, metadata, schedule, comment, or task
information you enter applies to all files. So, it would be efficient to
enter this kind of information if it applies to all or even most of the
files. For example, if you are importing 10 files and eight have the
same metadata, insert the metadata before checking them in.
Then, change the metadata for the remaining two.

After you check in or publish these files, you can edit the summary,

metadata, schedule, comment, or task information by selecting the
files individually.
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The Work Offline Option

After creating or editing a document, you can save it to your local
computer instead of the document server. To do so, click the Work

Offline button ( &).

If you do, the document remains in a checked-out state and only
you or a system administrator can check it in to work on it again.
When you check it in, the file on your local computer is loaded into
the Workarea.

As a result, you can edit the document on your local computer
anywhere, without a network connection. When you are ready to
return it to the document server, check it in, save it, or submit it for
publishing.

You must check the document in on the same computer on which
you checked it out.

NOTE A system administrator can check in any checked-out document. If he does, the
most recently published document gets checked in.

Editing an Office Document

After an Office document is saved, follow these steps to edit it.

1. From the Workarea, select the document’s folder. See Also:
"Working with Folders and Content” on page 32

From the View Contents of Folder screen, click the document.

The View Content screen for the document appears. If the
document is checked in, it appears on the Content tab in the
Workarea but you cannot edit.

NOTE Your administrator controls the initial view of a document. The following table
shows the different ways you can preview a document.
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Mode Image

Preview Turned on

View Content "Test Asset Management™

. English (US) v |

|Pmperti|1-5 Content”SuunarrHllEladﬂlaHCmentHTaSksl

Content:

Test-Word-Doc-for-Asset-Management¥

Preview Turned off
View Content "Test Asset Management™

u: English (US) v ||,

Properties Content”Stmmrr”ll:etadata“Cmt”Tasl

CDI‘I"""""'

File: Test Asset Management_doc
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Click the Edit button ([¥).
The document opens in the host application.

Edit the document as well as its summary, metadata, schedule,
tasks, or comments.

See Also:

= "Adding a Content Summary” on page 73

= "Adding or Editing Metadata” on page 77

« “Managing Tasks” on page 335

e "Scheduling Content to Begin and End” on page 66

7. If desired, edit the document’s properties. See Also: "Editing a
Document’s Properties” on page 232

8. Check in or submit the content for publishing, as you would any
content block. See Also: "Save, Check in, and Publish” on
page 232

Working with Managed Files

This section explains how to work with managed files through the
following subtopics.

= ’Creating a New Managed File” on page 241

= “Importing One Managed File” on page 241

= “Importing Several Managed Files” on page 243

= "Editing a Managed File” on page 245

Creating a New Managed File

Unlike an Office document, you cannot create a managed file
within Ektron CMS400.NET. Instead, you must create it on your
computer using the host application. After creating the file, import it
into DM.

Importing One Managed File

To import a managed file into DM, follow these steps.
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See Also: "Importing Files Individually vs. Several at Once” on
page 238 and "Drag and Drop File Uploading Vs. the Add Content
Buttons” on page 250

1. From the Workarea, select the Content folder.

2. Select the folder in which you want to place the file. See Also:
"Working with Folders and Content” on page 32

3. Click the down arrow next to the add dropdown list to view the
document types you can add.

View Contents of Folder "Content”

IManaged Files *ID& R =

All Types
HTKL Cantent Language ID £
Office Docurments 1033 o -

................... ----_- fDldErS 1|:|33 41

Select Managed Files.

5. The default language appears in the View: dropdown list. To
save the managed file under a different language, click the
dropdown list and select the language.

S ——
EF | wiew:| English (US) %

e Modified

Mar-2005 03:29
Mar-2005 01:14

6. Click the Add Content button ([ 2).
7. The Edit Content screen opens, as shown below.
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ey B (& X

Title: | [Enaglish §

Content | | Summary || Search Data || Schedule || Cnmment|

Select file to be uploaded

File

Browse

Click the Browse button.

Browse through your computer and network to the file you want
to import. When you do, the file’s path appears within the File
field.

10. Insert a Title.

11. Decide whether the content should be added to the Quicklinks
Table and if the content should be searchable.

12. If desired, add a summary, metadata, a schedule, and
comments. See Also:

=”Adding a Content Summary” on page 73
=”Adding or Editing Metadata” on page 77
=”"Managing Tasks” on page 335

="Scheduling Content to Begin and End” on page 66

13. Click the appropriate button to either check in (@]) or publish

(%) the file. See Also: "Save, Check in, and Publish” on
page 232 and "Adding Content” on page 46.

14. A window appears, indicating that the file is being uploaded to
the DM server.

Importing Several Managed Files
To import several managed files into DM, follow these steps.
See Also: "Importing Files Individually vs. Several at Once” on

page 238 and "Drag and Drop File Uploading Vs. the Add Content
Buttons” on page 250
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1. From the Workarea, select the Content folder.

2. Select the folder in which you want to place the files. See Also:
"Working with Folders and Content” on page 32

3. Click the down arrow next to the add dropdown list to view the
document types you can add.

View Contents of Folder "Content”

IManaged Files 'Iﬁh & &E B

All Types
HTkL Caontent Languadge ID £
| Office Documents 1023 g

................... ----_-- fDldErS 1|:|33 41

Select Managed Files.

5. The default language appears in the View: dropdown list. To
save the managed files under a different language, open the
dropdown list and select the language.

e ——
' | view:|English (U.S) -]

e Modified

Mar-2005 03:29
Mar-2005 01:14

6. Click the Add Several Files button (@).

7. The View Contents of Folder screen splits in two, resembling
Windows Explorer. The left section displays the folder structure
of your PC and its network drives. The right section displays
the contents of the current folder.
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Edit Content

B, By X

Title: |

[English (L1.5.7]

¥ 2dd to Quicklinks table W Content Searchable

| Content || Summary || Search Data || Schedule || Cumment|

l-(£] Favorites | [ Hame [ size [ Modified

EH:I My Documents O E application error upon checkin of word. .. S KB 3/8/2005 2:08:3¢
"D Camtasia Studio ] msa at beq of installation. gif SKE  10/22/2004 11:2
D‘I My eBiooks O[] untitled.qif 11KE  12/21/2004 4138
% m: :;E:';Z O] approval method. qi 12KE  7/22/2004 5:0411
D My Wehs O E editfolder_properties, gif ZIEE 6/14)2004 4:135:2
D WwebWorks Prajer O E dental patient exarmple. gif 202 KB 4/29/2004 5:30:¢

-] Start Menu O a Sample.jpg 10KE 4282004 6:40n:

-7 WiewletRnilder

8. Inthe left frame, navigate to the folder that contains the files
you want import.

9. Inthe right frame, click the checkbox next to each file you want
to import. You can only import files in the selected folder.

NOTE

If you select both Office documents and managed files, the Office documents are

imported as Office documents, and others are imported as managed files.

10. In the Title field, enter a title for all imported files. See Also:
"Importing Files Individually vs. Several at Once” on page 238

11. Decide whether the content should be added to the Quicklinks
Table and if the content should be searchable.

12. Click the Check in (@) or Submit for Publishing button (@P.

See Also: "Save, Check in, and Publish” on page 232 and
"Adding Content” on page 46.

13. The selected files are imported into DM.

Editing a Managed File

After a managed file is stored in DM, follow these steps to edit it.

1. From the Workarea, select the Content folder.

2. Select the managed file’s folder.
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3. From the View Contents of Folder screen, click the managed
file.

4. The Content tab displays the file name and a button to let you
view the file within its host application.

Yiew Content "topic links"

¥ Gy B (8 01 & € R [ 20 O | view| English (US) =] | add:]-

Properties || Content || Summary || Search Data || Comment | | Tasks |
Content:

File: links to topics in PDFs.txt

Yiew read-only Asset I

5. If you want to view the file before editing it, click the View read-
only Asset button. If you do, the file opens for display
purposes only.

6. To edit the file, click the Edit button (@).
The following screen appears.

B by & X

Title: ftopic links [Englis|

| Content || Summary || Metadata || Schedule || Cumment|

oelect file to be uploaded

File: CADOCUME~1NBBOLT~1. ERKTWLOC, Browse I

Save To Local Edit in App I

8. To open the managed file in the host application, click Edit in
App. Then make your changes, save it in the host application

and click either the Check in (%l) or Submit for Publishing

button ([2)).
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- If you want to save this version of the file to your computer,
click Save to Local. If you do, a window appears. Navigate
to the desired folder then click the Save button.

- If you want to select another file on your computer or
network and save it under this name in Ektron CMS400.NET,
click Browse. If you do, a window appears. Navigate to the
desired folder then click the Open button. The new file is
saved under the old Ektron CMS400.NET name.

9. Edit the managed file as well as its summary, metadata,
schedule, tasks, or comments.

See Also:

«”Adding a Content Summary” on page 73

<”Adding or Editing Metadata” on page 77

=”’Managing Tasks” on page 335

="Scheduling Content to Begin and End” on page 66
10. Save the file within the host application.

11. Check in or submit the file for publishing, as you would any
content block. See Also: "Save, Check in, and Publish” on
page 232

Importing Files via Drag and Drop

You can import files to DM using drag and drop. You can add one
or several files using this method. It doesn’t matter whether the
files are Office or Managed files.

NOTE If you upload a file using drag and drop whose type is not supported, the
Document Management functionality ignores it and moves on to the next file. After
the files upload, a dialog reminds you which files types are supported. See Also:
"Supported Types of Documents” on page 226

When you drag and drop a file into DM, the file’s name becomes its
title. The file is assigned a content ID and submitted to the
approval process. If either of the following is true, the file's status is
set to checked in:

= you are required to complete metadata for the file

= the folder in which you are adding the file is set to create PDF
documents when a file is published
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If you add more than one file with the same name or the same file
twice, a number is assigned to the end of the title. For example,
when adding a second test.doc file, the new file is named
test.doc(1).

No information is added to Summary, Metadata, or Comments
when a file is added via drag and drop. You can edit this

information by clicking Edit (@), then the appropriate tab.

Steps to Adding Files via Drag and Drop

In the Workarea, click the Content folder button.

A

Select the folder in which you want to place the files.
3. Open Windows Explorer.
4. Find the files you want to upload.

NOTE You cannot drag and drop folders. You can, however, grab all files in a folder and
drag and drop them.
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5. From Windows Explorer, drag and drop the files onto the
Workarea'’s drag and drop window.

o =) 3
L

Workarea thursday, m:

P e e e, e o o et e e St S

m View Contents of Folder " Content” 2l

¥ C:\Documents and Sett... |

File Edit Wew Favarites

: 1 : Address |53 c: £ W
(A vRREESRBD, | DR
LE Title Language ID Status Date
ndar =) cMs Developer ... 1033 12 A 3/7/
turyMedic 51 New Microsoft Visio Drawing. vsd

tacts LY New Microsoft Word Document.doc
[ EI Mew Text Document. txt

Drag files into this window and drop to add

n_Example
anetBasic
5 Release

thase Crc

| >
e

t

After you drag and drop the files, the following screen appears.

M Uploading...
Uploading file 4 of 5 (Ektron DMS)

File Mame: Mew Microsoft Excel Worksheet_xls
Cancel

Location: C:\Documents and Settingsi\shughes1\Desktop\M 4
Bytes Transfered: 7694 of 7694 KB

When DM uploads the files, they appear in the Workarea.
If you do not see a file you selected to upload, check the following:

= your administrator allows the file type to be uploaded to DM
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the Asset Types dropdown box is set to the type of file you are
looking for. Files upload to the correct category regardless of
what is selected when you drag and drop them.

Drag and Drop File Uploading Vs. the Add Content Buttons

Drag and drop lets you add files quickly without having to fill in
details. The details can be entered later.

A file added via drag and drop is submitted into the approval
process for that folder.

Drag and drop requires fewer mouse clicks. You choose a
folder, use Windows Explorer to find the files, and drag and
drop them. The files are then added to DM.

Alternatively, by using the Add Content buttons (@)(@), you
can add supporting information (summary, comment, and
metadata) while uploading. When adding files using the Add
Content buttons, you can choose whether the files are
published (submitted to the approval chain), checked in, or
saved. See Also: "Save, Check in, and Publish” on page 232

This process requires more mouse clicks than drag and drop.
You choose a folder, an document type, browse to the folder
where the files are located, add the details, and publish the
files.

Document Workflow

An document proceeds through the same workflow as any other
type of content. A diagram is below.
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on schedwied
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Check Out immediately
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See Also:

"Viewing Documents within the CMS” on page 251

= "Deleting a Document” on page 252

= "Approving Documents” on page 252

= "Adding Documents to Collections and Menus” on page 252

= "Document Reports” on page 252

Viewing Documents within the CMS

To view a document, follow these steps.

From the Workarea, select the Content folder.
Select the document’s folder.
From the View Content screen, click the document.

P w NP

The View Content screen for the document appears.
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Deleting a Document

You can only delete a document if its status is Checked In or
Approved. To delete a document, follow these steps.

From the Workarea, select the Content folder.
Select the document’s folder.

1

2

3. From the View Content screen, click the document.
4. The View Content screen for the document appears.
5

Click the Delete button ([1).

Like any type of content, a document must go through the approval
chain before it is removed.

Approving Documents

Documents are placed into the approval chain just like other types
of content. For more information, see "Approving/Declining
Content” on page 85.

Adding Documents to Collections and Menus

You can add a document to a collection or a menu just as you
would any other type of content. For more information, see
"Working with Collections” on page 254 and "Working with Menus”
on page 274.

Document Reports

Ektron CMS400.NET provides several reports that track documents

by status.
Report Displays documents in this For more information, see
status
Approvals Requiring your approval "Approvals Reports” on page 118
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Report

Displays documents in this
status

For more information, see

Checked In Content

Checked in

"Checked In Report” on page 120

Checked Out Content

Checked out

"Checked Out Report” on page 120

New Content

New (that is, created and saved
but never published)

"New Content Report” on page 121

Submitted Content

Submitted for publication

"Submitted Report” on page 122

Pending Content

Approved and pending a start date

"Content Pending Start Date Report”
on page 123

Refresh Reminder Report

End date has been reached

"Refresh Reminder Report” on
page 124

Expired Content

Expired date has been reached

"Expired Content Report” on page 125

Content to Expire

Will expire within specified number
of days

”"Content to Expire Report” on
page 125
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Working with Collections

A collection provides a list of content that can be placed on a Web
page to offer readers links to them. In the following illustration, the
circled content is an example of a collection on a Web page.

il international

Horne | Products | Support | Mews | Carears

-

-
RC Sportster

—RC Cars
REC Cheetah
. Product Name: RC Che
RC Lilly Description:
RC Internationals most :
FEC Redstar

entry in to the competit
' / racing warld is the RC C
RC Cheetah is designed
core RC enthusiast. The

You can also use a collection to display other listings, such as job
postings, press releases, and knowledge base articles. The
following graphic illustrates the use of a collection on the landing
page of Ektron’s Knowledge Base.

Highlighted Knowledge Base Aticles
IMNFO: Release notes for eVebEditPro+ XML v4.2

INFO: Release notes for eWwebEditPro 4 2
INFO: e ehEditPro 2 2 4 lavaScript Obhject Model
INFO: eWebEditPro error messages

IMFO: Windows XP Service Pack 2
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This section explains how to create collections. Your system
administrator would then modify content to display the collections
on your Web site using the ecmCollection function or server
control.

NOTE Your system administrator must assign to you permission to work with collections.
For details, see the Collections chapter of the Ektron CMS400.NET Administrator
Manual.

This section explains how to find, create, and manage collections
through the following subtopics.

< "Finding Collections” on page 255

= "Viewing a Collection” on page 258

= "Creating a Collection” on page 260

= "Editing Content in a Collection” on page 267
= "Reordering Collections List” on page 268

= "Editing Collection Information” on page 269
e "Deleting a Collection” on page 270

= "Working with Collections in a Multi-Language System” on
page 270

= “Comparison of Collections, Menus, and the List Summary
Features” on page 272

Finding Collections

Every collection is assigned to a folder. If you want to find the
collections assigned to any folder, navigate to it and click the

Collection button (@). For more information, see "Finding a
Collection by Navigating to its Content Folder” on page 256.

Since collections can be assigned to several content folders, the
Modules folder provides a central Collections folder, which displays
all collections on one screen, regardless of their content folder. For
more information, see "Finding a Collection Using the Collections
Folder” on page 257.
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Finding a Collection by Navigating to its Content Folder
To access collections for a content folder, follow these steps.

1. Click the content folder that contains the collection.

) 192,168.0,171/CMS
=5 Content
:“f__:' Human Resour
ill_"] Marketing

2. The folder’s content appears in the right frame.

If you are using Ektron CMS400.NET's multi-language support
features, select the language. See Also: "Working with
Collections in a Multi-Language System” on page 270

Click the Collections button ().
The View Collections screen appears.

View Collections in Folder: "Human_Resources™

op &
Title ID Date Modified URL Link
Main Jobs listing 2 04-Mow-2002 03:36 PM FCMS3005amplefhr.asp

The screen displays each collection created for the folder. The
following table explains each column.

Column Description
Title The title assigned to the collection by the creator.
ID The ID assigned to the collection by Ektron

CMS400.NET. This number is used to store and retrieve
the data to/from the database.
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Column Description

Date When the collection was last edited.

Modified

URL The default template used to display the content.

To learn more about a collection and perform tasks on it, proceed
to "Viewing a Collection” on page 258.

Finding a Collection Using the Collections Folder
To access the Collections screen that displays all collections in all
content folders, follow these steps.
1. From the top-level folders in the lower left frame of your
Workarea, click Modules.
2. Click the Collections folder.
The Collection Report screen appears.

Collections Report

Title ID  Description Path
FProducts 1 Froducts navigation WProducts
This is an example of using the
Main Jobs listing 2 collection obhiject for creating teasers in Y\Human_Resources
a page,
Support Packages 3 YSupport
4. The screen has four columns, described below.
Column Title Description
Title Title given to collection by user who created, or last edited, it.
ID ID number assigned by Ektron CMS400.NET. (Developers use this number to
reference the collection in ecmCollection custom function.)
Description Description given to collection by user who created, or last edited, it.
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Column Title Description

Path Folder location of the collection.

You can click any collection to view information about it and
perform tasks on it. See "Viewing a Collection” on page 258.

You can also add a new collection. See "Creating a Collection” on
page 260

Viewing a Collection

To view a collection, follow these steps.

1. Select a collection using the procedure described in "Finding a
Collection by Navigating to its Content Folder” on page 256 or
"Finding a Collection Using the Collections Folder” on
page 257.

2. The View Collection screen appears.
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View Collection "Products™
R ) (—IEninsh[USj -|

Title

B RC Sportster
B RC Cheetah
B RC Lilly

B RC Redstar

More info

Title: Products

ID: 1

Template: FJCMS32005amplefproducts.asp

Last User To Edit: Application Administrator
Last Edit Date: 28-0ct-2002 09:36 PM
Date Created: 29-0ct-2002 09:34 PM
Description: Products navigation

¥ Include Subfolders

Title 1D Language ID URL Link

B_RC Sportster 4 1033 JCMS3005amplefproducts.asprid=4
B_RC Cheetah 5 1033 JCMS3005amplefproducts. asp?id=5
B_RC Lilly 6 1033 JCMS200Samplefproducts. asp?id=6&
BEl_RC Redstar 7 1033 FCMS3005amplefproducts. asp?id=7

The screen displays each item in the collection. To learn more
about a collection, click More Info. When you do, the lower section

of the screen displays the following information about the
collection.

= title

* description

= |ID number

= template
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= last user who edited it
= last date when it was edited
= date it was created
= whether or not the content folder’s subfolders can be included
= for each content item in the collection
- alink to the content (click this to view and edit the content)
— ID number

— quicklink

Collections Toolbar

The following table describes the collection toolbar buttons.

T

Button Name Description More Information
Add Add new collection or add items to a "Creating a Collection”
EII}I collection. on page 260
Remove Remove items from a collection. "Removing Content from
—/ .
the Collection” on
page 268
8] Reorder Reorder items in a collection. "Reordering Collections
Z List” on page 268
g Edit Edit collection information. "Editing Collection
Information” on page 269
Delete Delete a collection. "Deleting a Collection” on
EI page 270
Back Return to previous screen.

Creating a Collection

Creating a collection involves two steps:

= "Adding a Collection” on page 261
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= "Assigning Content to the Collection” on page 264
The following sections explain each step.

Note This section explains creating a collection in a site that does not support multiple
languages. If you want to create collections in several languages, see "Working
with Collections in a Multi-Language System” on page 270

See Also: "Working with Collections” on page 254

Adding a Collection
To add a new collection, follow these steps.

1. Navigate to the folder in which you want to create the
collection.

2. If you are using Ektron CMS400.NET's multi-language support
features, select the language. See Also: "Working with
Collections in a Multi-Language System” on page 270

3. Click the Collections button ([&)).

NOTE If you access the collection via the Collections folder, you cannot choose the
collection’s folder. It is automatically placed in the Content folder.

View Collections in Folder: "Human_Resources™

op €&
Title ID Date Modified URL Link
Main Jobs listing 2 04-Mov-2002 03:36 PM FCMS3005amplefhr.asp

4. Click the Add button ().

The Add Collection screen appears.
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Add Collection
=

Title: INew Collection

Template: ;cmsguus;.mmedindex.asp
Leave the above template empty if you wish to use the Quicklinks

Description: |New collection with various content blocks

¥ Include Subfolders

6. Complete the screen using the following table.

Field Description
Title Assign a unique title to the collection.
Template Enter the default template for the collection. This template is used to

display the content of the links generated if no template is assigned in the
custom function.

If left blank, the links use their respective Quicklinks.
See Also: "Default Template vs. Quicklinks” on page 262

Description Add a more detailed description for the collection.

Include Subfolders Check if you want to add to the collection content in subfolders of the
content folder.

7. Click the Save button ().

You can now assign content to the collection. See "Assigning
Content to the Collection” on page 264.

Default Template vs. Quicklinks

You can specify a template that determines the screen display for a
collection when it is published on a Web page. (See your system
administrator for information about Ektron CMS400.NET templates.)
Or, you can disable the template and, instead, use Quicklinks to
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determine the page template. (See Also: "Quicklinks and Forms”
on page 210)

If you specify a template, all content in the collection uses the
same screen elements other than the specific content. For
example, the page header, footer and information in the right frame
of the screen are all the same. On the other hand, if you use
Quicklinks, every page in the collection uses its original template.
As a result, the surrounding information may change for every
content item in the collection.

Here is an example of links using Quicklinks. Notice that content
uses several templates. As a result, when a user clicks content in
the collection, the screen information around the content changes
according to its template.

Title D ’ﬂ'ﬂl_ T N
Home Page Content 1 JCMS3005ample/index.aspr?id=1
Support Page 8 JCMS3005ample/index.asp?id=28
Plastic Molder #£123 13 | /CM532005ample/hr.asp?id=13

RC Cheetah 5 JCMS300Sample/products.asp?id=5
RC Redstar 7 JCMS2005ample/products.asp?id=7
MNew Content Block 17 | /CMS32005ample/index.asp?id=17
Contact Ektron 15 k,a’CMSBDDSampIeHindex.asp?id=15

Here is an example of links when using a template named
index.asp. In this case, all pages have the same information
surrounding the content.

Title 1D r’--L.II;‘.L Link )

Home Page Content 1 JCMS300Samplefindex.asp?id=1

Support Page g JCMS300Samplefindex.asp?id=28

Plastic Molder £123 13 | /CMS300Sample/index.asp?id=13

RC Cheetah 5 JCMS3005ample/index.asp?id=5

RC Redstar 7 JCMS3200Samplefindex.asp?id=7

Mew Content Block 17 | /CM53005ample/index.asp?id=17

Contact Ektron 15 L,-'CMSBDDSampIeIindex.asp?id=15
To toggle between a default template and Quicklinks, follow these
steps.
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1. Access the Edit Collection screen for the collection you want to
edit.

2. Modify the Template field.

3. Click the Save () button.

Assigning Content to the Collection

After a collection is created, your next step is to assign content to
it. To do so, follow these steps.

NOTE When viewing a Collection on the Web site, the last published version of content
appears. If the content has never been published, nothing appears.

1. Access the collections screen for the content folder in which
you want to add the collection, as described in "Finding a
Collection by Navigating to its Content Folder” on page 256.

2. Access the View Collection Screen, as described in "Viewing a
Collection” on page 258.

3. Click the collection to which you want to assign content.

VYiew Collections in Folder: "Content”

oo €« @)
Title ID Date Modified
Mew Collection 21 8/17/2005 10:25.28 AM

4. The View Collection screen appeatrs.
5. Accept or change the language.

View Collection "Mews Collection™
“English {U.8.)

German (Standard)
French (Standard

More info —

6. Click the Add button (57).

7. The Add Items to Collection screen appears, displaying
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= all subfolders within the selected folder (Subfolders are
available if the Include subfolders field is checked for the
collection.)

= content in the selected folder that is not part of the collection.

Note that the file types selection remembers your most recent
choice and may filter which files appear. You can change that
selection if desired.

Add items to Collection "MNew Collection™

= Books
= Calendar

= CenturyMedicalServices

:D Contackts

= Dynarmmic Content In Content

) Fag
= Form Example
= IntranetBasic

) press Releases

3 purchase Crders
[l B aAddonRegistrationProcess.doc 381 1033

8. Check boxes next to content to add to the collection. You can
only add content from the selected folder or possibly its
subfolders.

Subfolders are available if the Include subfolders field is
checked for the collection. Click a subfolder to view its content.
To return to the parent folder, click the folder with the up arrow

(B,

NOTE If you select content from a subfolder, click the add button to add the selected
content to the collection. Navigating between subfolders deselects content.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 265



Working with Collections

9.

Click the Add button (2.

See Also: "Creating a Collection” on page 260; "Working with
Collections” on page 254

Creating New Content for a Collection

You can create new content while adding content links to a
collection. To add content, follow these steps.

1.

Access the View Collections screen for the content folder in
which you want to add the collection, as described in "Finding a
Collection by Navigating to its Content Folder” on page 256.

Access the View Collection Screen for a collection, as
described in "Viewing a Collection” on page 258.

If you are using Ektron CMS400.NET’s multi-language support,
select the language of the collection.

Click the Add button (g3).

The Add Items to Collection screen appears.

If your collection includes subfolders and you want to add the
content to one of them, navigate to that subfolder. Otherwise,
proceed to the next step.

Click the Add Content button ().

The Add Content screen appears. If you are using Ektron
CMS400.NET’s multi-language support, the content’s language
appears next to the title. The language is derived from the
collection’s language and cannot be changed.
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Edit Content in Folder "Press_Releases™

By b [ X @

Title: |Ektr|:|n Announces YWinner of All-Stars Customer Compet [English (10.5.)]

Content || Summary || Meta Data || Schedule || Cumment|
@ [&pply Style] + Momal - = 2[10pt) - !’L %HF I U A[

S ERRRERMAN SO A oo nsc|;~g@$ﬁ]ﬁ|—
“1%x2x2|nhsp@®TM€|*J_|E H_@f

| —
i
mEn
Il
[Tl
mr
[Tt
nr
i
W g
||||||
||||||
=

Ektron Announces Winner of All-Stars Customer Competition

—— AN-Ttare ~armmatition Aantifiac Ao Foeoet iRnceatiea ancd atfacstiea iFmnlarnantatione

9. Create the content.

NOTE Refer to "Adding Content” on page 46 for additional information about creating
new content.

10. Click a workflow option in the Add Content screen.

11. The Add Content screen closes, and the new content link
appears in the list of links available to the collection.

12. Check off the content you created and other content.

el M1l KELITIL
] Syndication
WV Contact Ektron 1

[T Login Information 2
F% Mew Content Block 1

13. Click the Add button (ﬁ) to add the content to the collection.

Editing Content in a Collection

After a collection is created, you can add or remove links to and
from it.
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Adding Content to the Collection

For information about adding content links to a collection, see
"Assigning Content to the Collection” on page 264.

Removing Content from the Collection
To remove a content link from a collection, follow these steps.
1. Access the collections screen for the content folder in which

you want to add the collection, as described in "Finding a
Collection by Navigating to its Content Folder” on page 256.

2. Access the View Collection Screen, as described in "Viewing a
Collection” on page 258.

3. Click the Remove button (=).
The Delete Items from Collection screen appears.

Click boxes next to links that you want to delete.

Select All Clear all

Title 1D LR
[T Home Page Content 1 JCl
[T Support Page 8 JCl
W Plastic Molder #£123 13 /CI
" RC Cheetah 5 Ja
[T RC Redstar 7 ja
.. Contact Ektron 15 ja

™" New Content Block 17 JC

Click Select All to select all boxes.
Click Clear All to remove all check marks.

6. Click the Delete button ([).

Reordering Collections List

After a collection is created, and more than one content item is
assigned to it, you can reorder the collections list. To do so, follow
these steps.
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1. Access the collections screen for the content folder in which
you want to add the collection, as described in "Finding a
Collection by Navigating to its Content Folder” on page 256.

2. Access the View Collection Screen, as described in "Viewing a
Collection” on page 258.

Click the Reorder button (4}).

The Reorder Collection screen appears.

Reorder Collection "Support Packages™

First

Internal Support Policies
RC International Support
Support Bequest Form

O

5. Click the content whose order you want to change.

6. Click the up or down arrow to move the content in either
direction.

7. Repeat steps five and six until you set the desired order.

8. Click the Update button ().

Editing Collection Information

To edit information about a collection, follow these steps.

1. Access the collections screen for the content folder in which
you want to add the collection, as described in "Finding a
Collection by Navigating to its Content Folder” on page 256.

2. Access the View Collection Screen, as described in "Viewing a
Collection” on page 258.

3. Click the collection whose information you want to change.

Change any of the field values. For documentation of the fields,
see "Complete the screen using the following table.” on
page 262.
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Deleting a Collection

When you no longer want a collection, you can delete it. To delete
a collection, follow these steps.

1. Access the collections screen for the content folder in which
you want to add the collection, as described in "Finding a
Collection by Navigating to its Content Folder” on page 256.

2. Access the View Collection Screen, as described in "Viewing a
Collection” on page 258.

Click the Delete button (‘).
A confirmation message appears.
5. Click OK to proceed.

Working with Collections in a Multi-Language

System

NOTE

In a multi-language Ektron CMS400.NET system, you can create a
language-specific edition of each collection. For example, prior to
the 4.7 Release, the RC International sample site’s products page
had a collection in the default application language (English unless
you change it). From 4.7 on, you can create an edition of a
collection in every enabled language.

When a visitor to your site selects a language then navigates to a
page with a collection, Ektron CMS400.NET displays the collection
in the selected language if available. If not, Ektron CMS400.NET
displays nothing.

Note the contrast between the collections and content: if a collection is not
available in the selected language, nothing appears. But if content is not available
in the selected language, content in the default language appears.

When creating a collection for a foreign language, decide if you
want to create

= a foreign edition of an existing collection, or

= anew collection in a foreign language

For example, if you want to provide several versions of a single
page that change depending on the language selected by the user,
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see "Creating a Language-Specific Collection if Another Edition
Exists” on page 271.

On the other hand, if you are creating a collection to appear only
on a foreign language page, and no other edition of the collection
will appear on your site, see "Creating a Language-Specific
Collection if Another Edition Does Not Exist” on page 271.

You can only add content in the language of a collection. So,
create the content first, then create the collection that links to them.

Creating a Language-Specific Collection if Another Edition

Exists

a > w N

Click the content folder in which your collection exists. The
folder’s contents are displayed.

Click the View Collections button (@).

The View Collections screen is displayed.

Select the collection that you want to translate.

From the Add drop-down list, select the language of the new
collection.

Using the Add button (g ), select the content to add to the

collection. Navigate through the folders to the content you want
to add. You can only add content in the selected language.

Creating a Language-Specific Collection if Another Edition

Does Not Exist
1.

2.

Navigate to the folder in which you will create the collection.

Click the View Collections button (@). The View Collections
screen is displayed.

Click the Add button (g 1) and enter basic information about
the collection. (This screen is described in "Creating a
Collection” on page 260.)

The View Collections in Folder screen appears. Click the
collection you just created.

From the Add drop-down list, select the language of the new
collection.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 271



Working with Collections

6. Using the Add button (gp), select the content to add to the

collection. Navigate through the folders to the content you want
to add. You can only add content in the selected language.

Comparison of Collections, Menus, and the List
Summary Features

A menu, a collection, and the ListSummary function are similar in
that they let you add a list of links to a Web page. The following
table compares these features to help you understand which one
would best accommodate your needs for a particular page.

NOTE

To implement these features, the assistance of a developer is required.

Collection

Menu

List Summary

Display title of all content in
a folder and possibly
subfolders

X

Display title of selected
content in a folder and
possibly subfolders

Display external hyperlinks
& library assets

Display content summary
(optional)
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is, you can have
submenus)

Collection Menu List Summary

Display additional content X
information:
® comment
® last modified date
® start date
® end date
® user who last edited it
® |D number
® path relative to your

site’s root
Can be multi-leveled (that X
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Working with Menus

Ektron CMS400.NET’s Menu feature lets users create and maintain
a dropdown menu system for your Web site. The menu options can
link to content, library assets, external hyperlinks, and submenus.
Below is a sample menu.

Y | : . - DB e g P e G |
Products | Support | Mews | Careers

b

In this example (delivered with Ektron CMS400.NET), the menu
appears when the person viewing the Web page moves the cursor
over Products. The above display illustrates the menu’s
appearance to a visitor to your site.

However, if a content contributor with permission to edit menus
signs in to Ektron CMS400.NET then views the menu, it has
additional options for editing the menu or adding content.

here t

NOTE For more information on adding content, see "Adding Content” on page 46.

This chapter describes the following aspects of managing menus:
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what they are
how they can be used

how to the add, edit, view and delete a them

What's In This Chapter

The following information is included in this chapter:

"The Structure of Menus and Menu ltems” on page 275
"Access to the Menus Feature” on page 276

"Adding a New Menu” on page 277

"Adding a Menu Item” on page 283

"Editing a Menu” on page 291

"Editing a Menu Item” on page 292

"Viewing a Menu” on page 301

"Reordering Menu Items” on page 306

"Deleting a Menu” on page 307

"Deleting a Menu Item” on page 308

"Working with Menus in a Multi-Language System” on
page 309

The Structure of Menus and Menu Items

Menus have the following structure:

menu - top level structure that is a placeholder for menu items
and submenus. It is assigned to a content folder. If a menu item
links to content, it must reside in the assigned folder or one of
its subfolders.

A menu also identifies the page template used to display menu
options that are content.

menu item - the individual options on a menu; can be any of
the following

— content

— library asset
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- external hyperlink (link to a page outside your Web site)

— submenu (a link to another menu. In the illustration below,
the menu on the right is a submenu. It appears when the
user hovers the cursor over the menu item to the left, RC
Planes. The right pointing arrow indicates that a submenu
is available.)

| sSupport | Mews | <Careers | Search | <Calendar

Access to the Menus Feature

There are three ways to access the Menus feature:

= the Workarea, by choosing the associated content folder then
clicking the View Menus button (l@)
= the Workarea, by choosing Modules > Menus

= the Edit Menu option on the sample menu displayed above

If you choose the first or second option, you then select a specific
menu. Next, that menu appears on the View menus screen. For
the third option, the selected menu appears on the View Menu
screen.

From the View Menus screen, you can perform the following
actions on a menu.

* Create a new menu

= Edit menu information (URL and template link)

= Translate the menu into another language

= Delete the menu

e Add or remove items

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 276



Working with Menus

= Change the sequence of menu items
= Edit menu items
= For submenus

- add /remove items

change sequence of menu items

edit menu information

edit information about menu items

Managing Menus

Ektron CMS400.NET gives you the flexibility to add, edit, view and
delete a menu. The following sections explains how to do that:

= "Adding a New Menu” on page 277
= ’Adding a Menu Item” on page 283

= "Adding New Content to a Menu via Navigation Link on a Web
Page” on page 290

= "Editing a Menu” on page 291

= "Editing a Menu Item” on page 292

= "Editing Types of Menu Items” on page 296
= "Viewing a Menu” on page 301

= "Reordering Menu Items” on page 306

e "Deleting a Menu” on page 307

e "Deleting a Menu Item” on page 308

= "Working with Menus in a Multi-Language System” on
page 309

See Also: "Working with Menus” on page 274

Adding a New Menu

You can add a new menu by navigating to the folder that contains
its content or by choosing Modules > Menus from the left frame of
the Workarea. If you choose Modules > Menus
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you cannot select the menu’s language -- it assumes the
current language. In contrast, if you create a menu after
choosing a content folder, you can select a language during the
menu creation process.

you cannot select the menu’s folder -- it is automatically
assigned to the root folder. In contrast, if you create a menu
after choosing a content folder, you select a folder while
creating the menu.

Adding a Menu via Content Folder

1.

o g b~ w

Add Menu

Navigate to the content folder that contains the content you
want to display on the menu. The content can reside in the
selected folder or any of its subfolders.

In the View Language dropdown list, select the language of the
menu you want to create.

Click the View Menus button (IE).
The View All Menus screen appears.
Click the Add button (ﬁ).

The Add Menu screen appears.

H e

Title: |

Advance Settings

7.

[English {U.5.7]

At minimum, a menu requires a title. If you want to add more
information, click Advance Settings. When you do, the lower
section of the screen appears as shown below.
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2«

Title: | [English (U.5.)]

Advance Settings

These fields are not required:

Image Link: HCM54DFIEHamFIe;1 | =
[ Use image instead of a title
URL Link: /CMS400Example/] 0

Hyperink this menu item to this link

Template Link: /CMS400Example]
Cverride items with gquicklinks at this menu level with this template

Description:

8. Using the following table, complete the fields on the Add Menu
screen.

Fields on the Add/Edit Menu Screen

Field Description
Title The name given to the menu by the creator. It appears on the Web
page to indicate the kind of information on the menu.
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Field

Description

Image Link

You can have an image appear next to or instead of the menu title.
For example:

Document Management Solution

Weh Authoring Tools

\Weh Image Editor

ﬁ Download Center

To do this, follow these steps.

Note: Before beginning these steps, the image must reside in the
library. if it does not, add it before proceeding. For more information,
see "Copying Files to the Library” on page 196.

1. Click the image icon ([2]).

2. The library window opens.

3. Navigate to the folder that contains the image you want to use.
4. Click the Insert button (@ ) to insert it.

Using Image to Replace Title Text

Alternatively, you can have the image replace the menu text, so that
only the image appears to indicate the kind of information on the
menu. To do this, check the Use image instead of a title checkbox.

These fields are not required:

Image Link: ICM54DFIExamFIe,fi .
[T Use image instead of a title )
e o r_n fi“.MRd-I'II'IFx.:umnlnd
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Field Description

URL Link After you create a menu, your developer links it to text or an image
on a Web page by modifying a page template. As a result, when a
user reading that Web page moves the cursor over the text or image,
the menu appears. In the illustration below, the menu appears when
the user moves the cursor over Products.

Product | Suppork | Mews | Careers

You can also assign a URL link to a menu, using this field. If you do,
and the user clicks the link text or image, he jumps to the specified
page.

For example, in this field you assign the product landing page,
CMS400Example/products.aspx. In the illustration above, if the user
moves the cursor over Products, the assigned menu appears.
However, if the user clicks Products (as indicated by the hand), he
jumps to CMS400Example/products.aspx

Entering the Path to the Landing Page

This path must be relative. For example: 7400Sample/index.aspx

This URL path can be a static template path (like the one mentioned
above) or a dynamic path, such as

/400Sample/index.aspx?id=25
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Field

Description

Template
Link

Note: This field applies to content only. It has no effect on other types
of menu items (such as images).

If you want to apply a template to this menu, enter the template here.
If you do, all content on this menu use this template when selected
from the menu.

If you do not enter a template here, the content on this menu uses
the template specified in their Quicklink.

Overriding the Template Link

You can override the menu template for any content item on this
menu and, instead, use the template specified in its Quicklink. To do
so, follow these steps.

1. Add all items to the menu. (See "Adding a Menu Item” on
page 283)

Go to the View Menus option.
Click More Info.

Click the menu item you want to change.

a > w0 D

At the Link field, change the value from Menu Template to
Quicklink.

Link: & QuickLink © Menu Template

Important! If you created menus prior to upgrading to this version of
Ektron CMS400.NET, those menu items are assigned as
Quicklinks. You cannot change them to template links simply by
entering a template link here. Instead, you must go to each menu
item and change the Link field value from QuickLink to Menu
Template (as illustrated above).

Description

Add a more detailed description for the menu.

6. Click the Save button ().

With the menu added, you may assign menu items to it. See
"Adding a Menu Item” on page 283.

Adding a Menu via the Menus Module

1. From the left frame of the Workarea, click Modules > Menus.

2. Click the Add Menu button (ﬁ).
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3. The Add Menu screen appears.

«
Title: | [English {1J.5.]]

Advance Settings

4. To complete the fields on the Add Menu screen, see "Fields on
the Add/Edit Menu Screen” on page 279.

With the menu added, you may assign menu items to it. See
"Adding a Menu Item” on page 283.

Adding a Menu Item

Similar to being able to add, edit, view or delete a menu, Ektron
CMS400.NET also allows you to add, edit, view and delete a menu
item to a menu. See Also: "The Structure of Menus and Menu
Items” on page 275

Adding a Menu Item via Content Folder
To add a menu item via a content folder, follow these steps.

1. Navigate to the content folder that contains the menu to which
you want to add items.

Click the View Menus icon ().
Click the menu that you want to add items to.

4. Inthe View Language dropdown list, select the language of the
menu. See Also: "Working with Menus in a Multi-Language
System” on page 309

5. The Add Menu screen opens, displaying a list of items that can
be added to the menu. The following illustration explains the
icons on the screen.
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Yiew Menu "Products™

th— 2] f [ € view in: |English (US) -] ad

Submenu —F—QRC Cars @ =[O
ERCPlares @ 2 ¥ @
o

CIRC Lilly [
CIRC Redstar [¥
Clcave [ @
External hyperlink— isit Ektron.com [¥ @

The Trinity Exhaust Pipe [¥ O

Internal Web page —[1RC Cheetah o
l]:Ts Sportster ¥ O
Library asset —llF'deUCtS Page [¥

More Info

6. Click the Add Item button ().

7. Use the table below to select a type of menu item and follow
the steps to add that menu item.

Assign this type of content to For details, see

the menu

Content "Adding Content as a Menu Item” on
page 286

Any library asset: images, files, "Adding a Library Asset as a Menu

Quicklinks, hyperlinks to the menu Iltem” on page 287

External hyperlink "Adding an External Hyperlink as a
Menu Item” on page 288

Submenu to the main menu "Adding a Submenu as a Menu Item”
on page 288

Adding a Menu Item via Menus Module

To add a menu item via the menus module, follow these steps.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 284



Working with Menus

From the left frame of the Workarea, click Modules > Menus.
Click the menu that you want to add a menu item to.

In the View Language dropdown list, select the language of the
menu.

4. Click the Add Item button ().

5. The Add Menu screen displays a list of items that you can add
to the menu. Use to the table below to select the type of menu
item and follow the steps to add it.

Menu item type For more information, see

Content "Adding Content as a Menu Item” on
page 286

Any library assets: images, files, "Adding a Library Asset as a Menu Item”

Quicklinks, hyperlinks to the menu on page 287

External hyperlinks "Adding an External Hyperlink as a Menu
Iltem” on page 288

Submenu to the main menu "Adding a Submenu as a Menu Item” on
page 288

Adding a Menu Item via Navigation Link on a Web Page

1. Access the Web page that contains the link to display the
menu.

2. Place the mouse on the hyperlink that causes the menu to
appeatr.

3. The menu appears.

4. Click Edit Menu.
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5. Inthe View Language dropdown list, select the language of the
menu.
6. Click the Add Item button (E3)).

The Add Menu screen displays a list of items you can add to
the menu.

8. Use to the table below to select the type of menu item and
follow the steps to add that menu item.

Assign this type of content to For details, see

the menu

Content "Adding Content as a Menu Item” on
page 286

Any library assets: images, files, "Adding a Library Asset as a Menu

Quicklinks, hyperlinks to the menu Item” on page 287

External hyperlinks "Adding an External Hyperlink as a
Menu Item” on page 288

Submenu to the main menu "Adding a Submenu as a Menu Item”
on page 288

Adding Content as a Menu Item
To add content as a menu item, follow these steps.

1. Follow the directions in "Adding a Menu Item via Content
Folder” on page 283, "Adding a Menu Item via Menus Module”
on page 284, or "Adding a Menu Item via Navigation Link on a
Web Page” on page 285.

NOTE You can only add content that resides in the menu’s content folder or its
subfolders.

2. Click the circle next to Content Block.
3. Click the Next... button.

4. The Add New item screen appears, listing all content in the
folder (and its subfolders) in which you created the menu.

5. Click any folder to display its content.
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© © N o

Check all content you want to add to the menu.

Click the Add Item button (3.
The View Menu screen reappears, showing the new content.

Click the Edit icon ([¥) next to each new content item to
access the Edit Menu Item screen. This screen lets you assign
additional information to the menu item, such as the target
window. See "Fields on the Add/Edit Menu Screen” on

page 279.

Adding a Library Asset as a Menu Item

To add a library asset as a menu item via a content folder or menus
module, follow these steps.

1.

o gk~ w N

Follow the directions in "Adding a Menu Item via Content
Folder” on page 283, "Adding a Menu Item via Menus Module”
on page 284, or "Adding a Menu Item via Navigation Link on a
Web Page” on page 285.

Click the radio button next to Library Asset option.
Click the Next button.

The library screen opens.

Navigate to the folder whose assets you want to add.

In the right frame, select the type of asset to insert (image,
hyperlink, etc.).

NOTE To insert assets, the menu’s folder must contain library assets. However, you can
insert library assets from other folders for which you have permission.

7.
8.

Select a library asset and click the Insert button (@).

The Add New Item screen appears. Use the following table to
complete that screen.

Name Description

Title Title of the library asset. When you insert the
asset, the title is used for the title of the menu
item. You can change it if needed.
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Name Description

Browse Library If you want to insert a different asset, click the
Browse Library... button to browse the library and
select another asset.

9. Click the Save button ([=l)).
Adding an External Hyperlink as a Menu Item

To add an external hyperlink as a menu item via a content folder or
menus module, follow these steps.

1. Follow the directions in "Adding a Menu Item via Content
Folder” on page 283, "Adding a Menu Item via Menus Module”
on page 284, or "Adding a Menu Item via Navigation Link on a
Web Page” on page 285.

2. Click the circle next to External Hyperlink.

3. Click the Next button.

4. The Add New Item screen is displayed.

5. Complete the fields as needed.
Field Description
Title Title of the new external hyperlink menu item.
URL Link The URL link for the external hyperlink. For

example, www.google.com.

6. Click the Save button ([=l)).

NOTE When adding an External Hyperlink menu item, the URL does not get added to
the library nor is an ID assigned to it. So, when you save the menu item, it is not
added to the CMS database nor can it be retrieved for future use.

Adding a Submenu as a Menu Item

To add a submenu as a menu item via content folder or menus
module, follow these steps.
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1. Follow the directions in "Adding a Menu Item via Content
Folder” on page 283, "Adding a Menu Item via Menus Module”
on page 284, or "Adding a Menu Item via Navigation Link on a
Web Page” on page 285.

Click the radio button next to Submenu.
The Add Menu screen is displayed.
4. Complete the fields using "Fields on the Add/Edit Menu
Screen” on page 279 as a reference.
5. Click the Save button ([&).
Adding an Item to a Submenu

From the left frame of the Workarea, click Modules > Menus.
Select the menu.

Find the submenu to which you want to add items. (Submenus
have a folder icon ([3) next to them.)

View Menu "My test”

Wi In:
4
rpe 2l (¥ O € |En-:_:|lish (LUs) j Add: |—se|ed|anguage- j

O contact Ektron B &

O Harme Page Content B W

O34 submenu on my submenu B ¢ B @
DSuppDrt Page B o

O wwwww ektron.com B &

Clrelated Wweb Sites B # B ©
Ognother submenu B ¢ B &

Cla 3rd submenu####s B + B T

O redstar Airplane -- smaller version B

¥iore Info

4. Click the Add Item icon ( &) next to the submenu.
5. The Add Menu screen opens, displaying items you can add.

6. Refer to the table below for selecting a menu item and follow
the steps to add it.
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Assign this type of content to For details, see

the menu

Content "Adding Content as a Menu Item” on
page 286

Any library asset: images, files, "Adding a Library Asset as a Menu

Quicklinks, hyperlinks to the menu Item” on page 287

External hyperlink "Adding an External Hyperlink as a
Menu Item” on page 288

Submenu to the main menu "Adding a Submenu as a Menu Item”
on page 288

Adding New Content to a Menu via Navigation Link on a Web
Page

NOTE You can only use this feature after your Web developer has modified a page
template to display the menu. This procedure is described in the Ektron
CMS400.NET Developer Manual section “Custom ASP Functions” > “Menus.”

To add new content to a menu via a navigation link on a Web page,
follow these steps.

1. Access the Web page that contains the link to display the
menu.

2. Place the mouse on the hyperlink that causes the menu to
appeatr.

3. The menu appears.
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4. Click ([#) Add Content.

NOTE The Add Content option lets you only add new content to a menu. You cannot add
another type of menu item using this button.

5. A screen displays the name of the current folder and its
subfolders. To create the new content in the current folder, click
Next. To create it in subfolder, click it.

6. The Add Content screen opens, allowing you to enter
information. Enter all information in the Add Content screen
and click the Publish button. See Also: "Adding Content” on
page 46

7. The content is added to the menu.

Editing a Menu

You can edit a menu via:

e jts content folder
* menus module

= navigation link on a Web page
This section describes each option.

Editing a Menu via its Content Folder
To edit a menu from a content folder, follow these steps.

1. Access the View Menu screen, as described in "View a Menu
via its Content Folder” on page 301.

2. Click the Edit button ([¥).
3. The Edit Menu screen is displayed.

4. As necessary, change the fields in Edit Menu screen by
referencing "Fields on the Add/Edit Menu Screen” on
page 279.

5. Click the Save button ().
Editing a Menu via Menus Module

To edit a menu via the Menus Module, follow these steps.
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1. Access the View Menu screen, as described in "Viewing a
Menu via the Menus Module” on page 305.

Click the Edit button ([2¥).
3. The Edit Menu screen is displayed.

4. As necessary, update the fields in Edit Menu screen by
referencing "Fields on the Add/Edit Menu Screen” on
page 279.

5. Click the Save button ([&).
Editing a Menu via Navigation Link on a Web Page

To edit a menu via a navigation link on a Web page, follow these
steps.

1. Navigate to the Web page that contains the link to display the
menu.

2. Click the menu link.

3. The menu appears.

Click the Edit option.

The View Menu screen for the menu appears.
Click the Edit button ([¥).

The Edit Menu screen is displayed.

© N o 0 &

As necessary, update the fields by referencing "Fields on the
Add/Edit Menu Screen” on page 279.

9. Click the Save button ([&).

Editing a Menu Item

You can edit a menu item via:
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its content folder
menus module

navigation link on a Web page

See Also: "Working with Menus” on page 274

Editing a Menu Item via its Content Folder

To edit a menu item from its content folder, follow these steps.

1.

Access the View Menu screen, as described in "View a Menu
via its Content Folder” on page 301.

Click the menu you want to edit.

The View Menu screen for that menu appears, listing all menu
items.

Yiew Menu "Products™

&b = 2] ¥ [T € view in: [English (US) -] ad

Submenu

—ORC cars B

] spo
EFRCPlanes B = ¥ 0
CirRC Lilly O &
CIRC Redstar o

Clsave o

External hyperlink— isit Ektron.com [ @

The Trinity Exhaust Pipe [F O

Internal Web page

—[1RC Cheetah [¥

CIRC Sportster [¥

Library asset

—llF'deuc:tS Page [¥ O

More Info

Icons on the View Menus Screen

The following icons indicate the type of each menu item and the

opti

ons you can perform on them.
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Icon Menu item type Available actions For more information, see
= Submenu Add submenu item (@) "Adding an Item to a Submenu”
on page 289
Reorder submenu items "Reordering Menu Items” on
(=) page 306
Edit submenu () "Fields on the Add/Edit Menu
Screen” on page 279
Delete submenu () "Deleting a Submenu” on
page 307
0O Web page on your site Edit Web page on your site "a Content Menu Iltem” on
() page 296
Delete Web page on your "Removing a Menu Item via its
site () Content Folder” on page 308
° External Web page Edit external Web page "Editing an External Hyperlink
(D') Menu Item” on page 300
Delete External Web "Removing a Menu Item via its
page( [T) Content Folder” on page 308
@ Library asset Edit library asset () "Editing a Library Asset Menu
Item” on page 300
Delete library asset ( ) "Removing a Menu Item via its
Content Folder” on page 308

Editing a Menu Item via Menus Module

To edit a menu via the Menus module, follow these steps.

1. Access the Menu Report screen, as described in "Viewing a
Menu via the Menus Module” on page 305.

2. Click the menu you want to edit.
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3. The View Menu screen for that menu appears, listing all items
on the menu. Tho following illustration lists the four types of
menu options. For more information on working with these
options, see "Icons on the View Menus Screen” on page 293.

View Menu "Products”
on = 4] OF T € view In; [English (US) =] ad
Submenu _r—iRC Cas @+ D0
ERCPlares @ 2 ¥ 0
CIRc Lilly ¥ &
QIRC Redstar [¥
Clsave ¥ @
External hyperlink— isit Ektron.com [¥ @

The Trinity Exhaust Pipe [¥ O

Internal Web page —[IRC Cheetah [¥ B

CIRC Sportster [¥ 6

Library asset

—llF'deuc:tS Page [

More Info

Editing a Menu Item via Navigation Link on a Web Page

To edit a menu via navigation link on a Web page, follow these
steps.

1.

Access the template where you inserted the link to display the
menu.

Click the Menu Navigation link title on the Web page.

A DHTML menu is displayed along with all menu items on the
menu.
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4. Click Edit Menu.
5. The Edit Menu Item screen appears.
6. See "Editing a Menu Item via its Content Folder” on page 293.

Editing Types of Menu ltems
This section explains how to edit the following types of menu
items:
= content on your Web site
* library asset
= link to an external Web site
= submenu
Editing a Content Menu Item

To edit a content menu item via its content folder or menus module,
follow these steps.

1. Navigate to the menu you want to edit by referencing "Viewing
a Menu” on page 301.

2. The View Menu screen displays the menu items.
Click the edit icon ([y) next to the content ([11) you want to edit.

The Edit Menu Item screen opens.
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Edit Menu Item

X

Title: |F'rint Forms

Image Link: JCMS400Example/] [e]
Use image instead of a title

Description:

Target: " Popup * Self " Parent © Top

Link: & QuickLink © Menu Template

5. Using the table below as a reference, make changes to the
content menu item.

Fields on the Edit Menu ltem Screen

Field Description

Title The name that was given to the menu item by the creator. Edit if
needed.

Description Add a more detailed description for the content menu item that is
being edited.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 297



Working with Menus

Field Description
Image Link You can have an image appear next to or instead of the menu title.
For example:

Document Management Solution

Weh Authoring Tools

\Weh Image Editor

ﬁ Download Center

To do this, follow these steps.

Note: Before beginning these steps, the image must reside in the
library. if it does not, add it before proceeding. For more information,
see "Copying Files to the Library” on page 196.

1. Click the image icon ([2]).

2. The library window opens.

3. Navigate to the folder that contains the image you want to use.
4. Click the Insert button (@ ) to insert it.

Using Image to Replace Title Text

Alternatively, you can have the image replace the menu text, so that
only the image appears to indicate the kind of information on the
menu. To do this, check the Use image instead of a title checkbox.

JCMS400Example,]

Image Link: . : -
[T Use image instead of a title )

e o r_n ;"CMP.d-I'II'IFx.:umnIFeA
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Field Description

URL Link After you create a menu, your developer links it to text or an image
on a Web page by modifying a page template. As a result, when a
user reading that Web page moves the cursor over the text or image,
the menu appears. In the illustration below, the menu appears when
the user moves the cursor over Products.

Product | Suppork | Mews | Careers

You can also assign a URL link to a menu, using this field. If you do,
and the user clicks the link text or image, he jumps to the specified
page.

For example, in this field you assign the product landing page,
CMS400Example/products.aspx. In the illustration above, if the user
moves the cursor over Products, the assigned menu appears.
However, if the user clicks Products (as indicated by the hand), he
jumps to CMS400Example/products.aspx

Entering the Path to the Landing Page

This path must be relative. For example: /7400Sample/index.aspx

This URL path can be a static template path (like the one mentioned
above) or a dynamic path, such as

/400Sample/index.aspx?id=25

Target Select how the library menu item will display.
® Popup: Opens in a new browser window
® Self: Opens in the same window

® Parent: Opens in the parent window

* Top:

Note: By default, the target option is set to self.

Link See "Template Link” on page 282

5. Click the Save button ([&).
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Editing a Library Asset Menu Item

To edit a library menu asset via its content folder or menus module,
follow these steps.

1.

6.

Navigate to the menu whose items you want to edit by
referencing "Viewing a Menu” on page 301.

The View Menu screen displays the menu items.

Click the edit icon ([#) next to the library asset (@) you want
to edit.

The Edit Menu Item screen opens.

Make changes to the library asset menu item. For
documentation of the fields, see "Fields on the Edit Menu ltem
Screen” on page 297.

Click the Save button ([&).

Editing an External Hyperlink Menu Item

To edit an external hyperlink menu item via its content folder or
menus module, follow these steps.

1.

5.

Navigate to the menu that you want to edit by referencing
"Viewing a Menu” on page 301.

The View Menu screen displays the menu items.
Click the edit icon ([y) next to the external hyperlink ( @) you
want to edit.

The Edit Menu Item screen opens. Update as needed. Use the
table below to guide you through the fields.

Name Description

Title Title of the new external hyperlink menu item.

URL Link The URL link for the external hyperlink. For
example, www.google.com.

Click the Save button ([&]).
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Editing a Submenu Menu Item

To edit a submenu menu item via its content folder or menus
module, follow these steps.

1. Navigate to the menu for which you want to edit the menu
items for by referencing to "Viewing a Menu” on page 301.

2. The View Menu screen opens, displaying a list of all menu
items.

3. Click the submenu icon ([) to display its contents.

To edit a See this section

Content "Editing a Content Menu Item” on page 296

Library "Editing a Library Asset Menu Item” on page 300
Asset

External "Editing an External Hyperlink Menu Item” on page 300
Hyperlink

Submenu "Fields on the Add/Edit Menu Screen” on page 279

Viewing a Menu
Just like editing an existing menu, you can view a menu via:

e jts content folder
* menus module

= navigation link on a Web page

When viewing a menu via the content or menu folder, you get an
internal view of information entered by menu creator. When
viewing via a navigation link on a Web page, you get an external
view of the menu, as seen by anyone navigating Web site.

View a Menu via its Content Folder

To access a menu via its content folder, follow these steps.
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1. Access the Workarea and navigate to the content folder that
contains the menu.

Click the View Menus button (’@).

3. The View All Menus screen displays a list of menus in that

folder.
View All Menus "Content™
I Content op €
ﬂtﬂ Human RFesources - =
JD Marketi Title ID Date Modified
= arketing —_—
P Sample menu o 0Z2-Sep-2004 032:15 PM
2 Hews

ﬂﬂ Products
#7) Support
#7) Syndication

4. Click the menu you want to view.

5. The menu’s options appear. The following illustration describes
the icon accompanying each option.

Yiew Menu "Products™

&b = 8] ¥ [T € view In: |English (US) -] ad

Submenu _r—?‘RC Cars @+ 0O
EFRCPlanes B = ¥ 0
CIRC Lilly ¥ &
CIRC Redstar 0o
Olzave [¥ ©
External hyperlink— isit Ektron.com [ @
The Trinity Exhaust Pipe [¥ O

Internal Web page —[1RC Cheetah o
l]:=Ts Sportster [ O
Library asset —llF'deUCtS Page [ O

More Info

6. Click More Info to view the details about the menu.
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VYiew Menu "test menu™

oo = &L ¥ [T €

Title

il RedStar airplane -- smaller version
B Servo Control Engineer #124
B Plastic Molder #123

¥ yahoo
More Info

Title: test menu
ID: &

Path: \

Last User To Edit: &pplication Administrator
Last Edit Date: 25-Jun-2004 07:25:16 AM
Date Created: 25-Jun-2004 07:13:51 AM
Description: MNews page

¥ Include Subfolders

Title IO URL Link
il RedStar Airplane -
- smaller ¥ersion

B Servo Contral
Engineer #1244

B Plastic Molder
#1232

¥ _vyahoo 0 www.yahoo.com

2 fCMS400S5amplefuploadedimages/redstar-

14 JfCMS400Samplefhr.aspxtid=14

13 JfCMs400Samplefhr.aspx?id=13

7. The following information appears on the More Info section of
the View Menus screen.
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Name

Description

Information about

See "Editing a Menu Item via its Content Folder” on

menu items page 293

Title Title assigned to the menu folder.

ID ID number assigned to the menu by Ektron CMS400.NET.
Note: The menu ID is automatically generated when you
create a menu.

Language ID The decimal number representing the menu’s language.

Path Path to the content folder that contains the menu.

Last User to Edit

Last user to edit this menu.

Last Edit Date

Date and time when this menu was last edited.

Date Created

Date and time when this menu was created.

Description Description given to the menu.
The View Menu screen also provides the following buttons.
Button Name Description More Information

Add item to menu "Adding a Menu Item”

on page 283

Add Menu Item
o

Remove Menu Remove item from the menu "Deleting a Menu ltem”
ltem on page 308

i

Reorder Menu Adjust sequence of menu items "Reordering Menu
ltem Iltems” on page 306

i
-—

Edit Menu Edit existing menu "Editing a Menu” on

page 291

(o)
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Button Name Description More Information

E Delete Menu Delete menu and its menu items "Deleting a Menu” on
page 307

— Back Return to previous screen

Viewing a Menu via the Menus Module
To access the menu via the Modules folder, follow these steps.

1. From the left frame of the Workarea, click Modules > Menus.
2. The Menus Report screen displays all menus.

7 Modules

7 collections Title ID Description Path
:|1,r-_“,1 Menus Sample menu & Y

i||_“| Calendars Products 1 YProducts

#7) MemberShips

3. Continue from the section "Click the menu you want to view.”
on page 302.

View Menus via Navigation Link on a Web Page

To access the menu via a navigation link on a Web page, follow
these steps.

1. Access the Web page on which your Web developer inserted
the link to display the menu.

2. Click the link that launches the menu on the Web page.
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3. ADHTML menu is displayed along with all menu items on the
menu.

For information on how to display a menu on a Web page, refer to
the section on menus in the Developers Manual.

Reordering Menu Items

To rearrange the items on a menu, follow these steps.

1. Navigate to the menu you want to rearrange. See "Viewing a
Menu” on page 301.

Click the Reorder button ( £4)).
3. The Reorder Items screen appears.

Reorder Items "Products™

First

RC Planes

save
Yisit Ektron.com

The Trinity Exhaust Pipe
RC Cheetah

RC Spartster

Products Page

14

Click the item you want to move.

5. Click the up arrow to move it up, or the down arrow to move it
down.

6. When finished, click the Save button ().
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Deleting a Menu

Similar to editing and viewing a menu, you can delete a menu via

= jts content folder
= menus module
You cannot delete a menu from the navigation link on a Web page.

Deleting a Menu via Content Folder

To delete a menu via its content folder, follow these steps.

1. Access the View Menu screen, as described in "View a Menu
via its Content Folder” on page 301.

2. Click the Delete button (ﬂ‘).
A confirmation message is displayed.
Click OK to delete the menu.

NOTE Deleting a menu automatically deletes all menu items associated with it. Do not
confuse the menu link with the item itself. For example, deleting a menu deletes
its links to content but has no effect on the content.

Deleting a Menu via Menus Module

To delete a menu via its menus module, follow these steps.

1. Access the View Menu screen, as described in "Viewing a
Menu via the Menus Module” on page 305.

Click the Delete button (‘).

3. A confirmation message is displayed.
4. Click OK.

NOTE Deleting a menu automatically deletes all menu items associated with it. Do not
confuse the menu link with the item itself. For example, deleting a menu deletes
its links to content but has no effect on the content.

Deleting a Submenu

1. Access the View Menu page, as described in "Viewing a Menu
via the Menus Module” on page 305.

2. Select the submenu.
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3. Click the delete icon (& ) to the right of the submenu
(surrounded in red below).

Yiew Menu "my new menu”

Rt TS F oiish (US) =] el

Esubmenu for my new menu B ¢ B @
Eadd a submenu to the submernu B $# B @

My new submenu B # E'I

More Info

Deleting a Menu Item
Similar to editing and viewing a menu, you can remove a menu
item from a menu via
= jts content folder
= jts menu folder
Removing a Menu Item via its Content Folder

You can delete any menu item by clicking the accompanying
Delete icon (gr) on the View menu screen.

Alternatively, you can follow these steps. The procedure below is
quicker if you are deleting several or all items at once.

1. Access the View Menu screen, as described in "View a Menu
via its Content Folder” on page 301.

Click the menu you want to delete.

The View Menu screen for that menu is displayed.

Click the Remove button (=3).

The Delete Menu Item screen opens.

o g~ w N

Click the check box next to the menu item you want to delete.

You can click Select All to choose all menu items. Click Clear
All to unselect all menu items.

7. Click the Delete button ().
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Removing a Menu Item via Menus Module

You can delete any menu item by clicking the accompanying
Delete icon (i) on the View menu screen.

Alternatively, you can follow these steps. The procedure below is
quicker if you are deleting several or all items at once.

1. Access the View Menu screen, as described in "Viewing a
Menu via the Menus Module” on page 305.

2. Click the Remove button (=).
3. The Delete Menu Item screen opens.

Click the checkbox next to the menu item you want to delete.
You can click Select All to choose all menu items delete. Click
Clear All to unselect all menu items.

5. Click the Delete button ().

Working with Menus in a Multi-Language System

NOTE For background information about supporting multiple languages on your Web
site, see the Ektron CMS400.NET Administrator manual section “Multi-
Language Support” > “Working with Multi-Language Content.”

You can create an edition of any menu in every supported
language. When a site visitor selects a language, navigates to a
page that has a menu and clicks the menu link, Ektron
CMS400.NET displays the menu in the selected language if it is
available. If a menu in that language is not available, nothing
appears.

Before creating or translating a menu, it's a good idea to create or
translate all content that will be on the menu. In this way, you can
link this content to the new menu. However, after creating a menu,
you can add new items to it.

Translating a Menu
To translate a menu into any supported language, follow these

steps. You can navigate to the menu via the Web site or from the
Workarea. Each procedure is described below.
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By Navigating the Site
1. Sign on to Ektron CMS400.NET and select the language in
which the menu currently exists.

Navigate to the page that has the menu you want to translate.
Click the menu and the Edit Menu option.

4. The View Menu screen appears for the selected menu.

5. From the Add drop-down list, select the language into which
you want to translate the menu.

I—select language- vI

—select langu
Dianish
German (Standard)
French (Standard)

6. The Add Menu screen appears. Complete the screen for the
menu in the selected language. See "Fields on the Add/Edit
Menu Screen” on page 279.

Click the Save button ([&).

8. The View Menu screen reappears. Now, the View In drop-
down list displays the menu’s new language.
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Views Menu "Italian menu”

op ¥ 0 €« view In: | Italian (Standard) ~

Title Language ID LRL Link

More Info

9. Add items to the menu. See "Adding a Menu Item” on
page 283. If adding content, you can only insert one in the
selected language.

10. Later, you can add more menu items, edit them, delete them,
view them, etc. These capabilities are described in this chapter.

By Accessing the Menus Report Screen

From the Workarea screen, click Modules > Menus.
Click the menu you want to translate.

Follow the instructions from Step 3 in "By Navigating the Site”
on page 310.

Creating a Menu in Any Language
To create a menu in any language, follow these steps.

1. Form the Workarea screen, click Modules > Menus.

2. From the language drop-down list, select the new menu’s
language.

wigwe In: | French (Standard) -

ID Description

‘French (Standard)
German (Standard)

3. Create the menu. See "Adding a New Menu” on page 277.
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Working with Calendars

Calendars in Ektron CMS400.NET perform the same function as a
paper calendar: they keep one or more users informed about
upcoming events. They can be displayed to all visitors to your Web
site, and any authorized user can add events to a calendar.

Typical calendar events could include

= company meeting

= reserving a conference room for an interview
= company holidays

= deadlines

These are only a few uses of calendar events. Calendars are
versatile and can easily meet all of your needs. A sample calendar
appears below.
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<< March April May :
Monday Tuesday Wednesday Thursday Friday
e &,
e B 4 |Ed 8] 5 |[d B 6 [ B 7 |Ed B
AIIM Trade AIIM Trade AIIM Trade
show in showy in shiowy in
Miami Miami Miami

Bl G 11 [ & 12 [d G 13[4 G 14 [ B

Company
meeting

ey 18 [d @ 19 [ @ 20 4 G 21 [ B

The Calendar Feature is explained through the following topics:

= ’Understanding Calendars” on page 314

= "Accessing the View Calendar Screen” on page 315
= "Viewing a Calendar” on page 320

= "Tips on Viewing a Calendar” on page 322

= "Adding a Calendar Event” on page 324

« "Understanding Event Types” on page 327

= "Viewing a Calendar Event” on page 329

= "Editing Calendar Events” on page 331

e "Deleting Calendar Events” on page 333

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 313



Working with Calendars

Understanding Calendars

Before working with calendars, you should understand the
following points.

= Ektron CMS400.NET supports several calendars at one time.
There might be a site-wide calendar, and other calendars for
special interests, such as an athletic events calendar.

= Each date can display several events.
= Only system administrators can create a calendar.

= Each calendar is assigned to a content folder (See Also:
"Working with Folders and Content” on page 32). Your ability to
view, add, edit, and remove calendar events is determined by
your permissions for that folder.

« The following illustrates the workflow of calendar tasks.
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“iew all calendars

!

YWiew information for one
calendar

w

Yiew calendar

A - %

jump to Add event Yiew events

linked weh - -

page ﬁﬂ N
Edit event

JIT L

5 2| || Delete | | APPlY
ave & EE Quicklink

Accessing the View Calendar Screen

The View Calendar screen collects general information about a
calendar, and provides toolbar buttons that let you perform
calendar-related activities.

To access the View Calendar screen, follow these steps.

1. Access the Modules folder from the lower left corner of the
Workarea.
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2. Click the Calendars folder.

I Modules

#{3) Collections
B Menus

:"*r__? Calendars
R MemberShips

3. The Calendar Modules screen appears. It lists all calendars in
Ektron CMS400.NET.

Calendar modules

Title ID Description Path
EC International 1 listing of events for RC International news )
Calendar events

Note Only system administrators can create a new calendar.

4. Click a calendar.

5. The View Calendar screen appears, showing information about
the calendar.
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View Calendar "Intranet Company Calendar™

51| < Wiew In: IEninsh (RN vI Aadd In: ISeIect a Lang

Title: Intranet Company Calendar
ID: K]

Description:

Location Label: Location:

Start Time Label: Start:
End Time Label: End:

Table Properties:
“ Display Weekends

Forwiard Only:
® Show anly events that fall after the viewing day

Event Types:

Event Type Label: Bok's Event Type:

¥ Event Types Available
* Event Types Reguired

Instructions: Ctrl-Click to Show Event Type:
Show all Label: Shiow &ll

Long Description: MNone

Folder Mame Content

Folder Path Y

The following table explains the fields on the View Calendar
screen.

Field

Description

Title

Title given to the calendar. The title identifies the calendar within the
Workarea.
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Field Description

ID ID number automatically assigned to calendar. This is used to
display the calendar on a Web page.

Description Description given to the calendar.

Location Label

Label for the calendar’s location information. This label appears on
the calendar when a location is assigned to a calendar event.

Eel ] S EdE.TJm"

Company meeting

[ LEICEItiEIT'I!lJEW vork conf, room
start:12:00 PM

End:1:00 PM
[ L] [l |

Start Time Label

Label for the calendar’s start time. This appears on the calendar
when a start time is assigned to a calendar event.

End Time Label

Label for the calendar’s end time data. This appears on the calendar
when an end time is assigned to a calendar event.

Table Properties:
Display Weekends

A green check ( ) means the calendar displays every day of the
week. Ared X (¥ ) means the calendar displays weekdays only.

Forward Only

If a green check ( . ) appears next to Show only events that fall
after the viewing day, and the user viewing the calendar is not
logged in, the calendar only displays events from the viewing date
forward. No past events appear.

A logged-in user can view past calendar events.
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Field

Description

Event Type Label

Indicates if event types are assigned to this calendar.
See Also: "Understanding Event Types” on page 327

One section of the Add Calendar Events screen displays available
event types and lets the user assign them to the event.

Event Type:

Available: Selected:

Company Holiday ﬂ Mo BEvent Types
Trade Show Title
Company Event

By default, this text is Event Type:. Your system administrator can
edit the text.

Event Types Available

A green check (v ) means you can add event types to the calendar.

Event Types Required

A green check () means that when entering a calendar event, you
must assign an event type to it.

Instructions

If this calendar uses event types, text appears at the bottom of the
screen that explains how to use the event type selection box. By
default, this text is Select Event Type to View:.

(Selem Event Type To ‘-.ﬂew:) Showe Al

Campany Holid:
Trade Show

Your system administrator can change this text.

Show All Label

If this calendar uses event types, the list of event types appears at
the bottom of the screen. On top of the list is text indicating that all
event types will appear on the calendar. By default, this text is Show
All.

Select BEvent Type To View:
Company Holiday
Trade Show

Your system administrator can change this text.

Long Description

Lets the user enter additional text while adding a calendar event.
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Field Description
Folder Name Name of content folder to which the calendar is assigned for
permission purposes.
You can only add, edit or delete events for calendars in folders to
which you have been granted permission.
Folder Path Complete path to the calendar’s content folder.
The View Calendar screen may contain the following toolbar
buttons that let you perform other tasks.
Button Name Description More Information
View Show calendar in the Workarea "Viewing a Calendar” on
E” Calendar page 320
Back Return to previous screen
<« P

Viewing a Calendar

NOTE

This section explains how to view a calendar and enter calendar events from the
Workarea. Once a calendar is available on your Web site, you can also perform
these actions by logging in and navigating to the calendar on your site.

To view a calendar, follow these steps.

1. Access the View Calendar screen for the calendar you want to
see, as described in "Accessing the View Calendar Screen” on
page 315.

2. Click the View Calendar (@) button.

3. The calendar appeatrs.
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<< March April May =
Monday Tuesday Wednesday Thursday Friday

Bl @] 4 [ 6] 5 |[Fd 6] 6 [g G 7 g[G5

AIIM Trade AIIM Trade AIIM Trade
show in show in show in
Miarmni Miarni Miarmni

ey 11 | [Ed @] 12 [d B 13 [d B 1a 4 B 1

Compary
meeting

Bl @] 18 [d G 19 4 G 20 [ 8 21 [d G

([N ]

See Also: "Tips on Viewing a Calendar” on page 322.

4. If you want to view events of a certain type only, click the
Select Event Type to View drop-down list (illustrated below).
Then, choose an event type. See Also: "Understanding Event
Types” on page 327

Select BEvent Type ToView: [cp . 4

Company Holiday
Trade Show
Company Event i

The page is refreshed, and the calendar displays events of that
type only.
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From here, you can perform the following tasks. Note that the Add
and View buttons appear on each calendar day, while the Return
button is on the toolbar at the top of the screen.

Click on Action More Information
5‘.11 Add Calendar Event "Adding a Calendar Event” on page 324
EJ View Calendar Events "Viewing a Calendar Event” on page 329

<«

Return to Previous Screen

Return to previous screen

Event title within
calendar (sample
below)

¢ [oEa [

RC International

Announces the RC
Ehegtah

Jump to calendar event's
Web page (if available)

See Also: "Working with Calendars” on page 312

Tips on Viewing a Calendar

Sunday Monday

The monthly calendar displays the current month. In the
intranet sample, today is highlighted in yellow (illustrated

below).

At the top of the calendar are the previous and next months.

Click them to view those months.

Tuesday

April

Wednesday
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Where an event appears, move the cursor over it to see a
popup box with the event name, location, and start and end
times.

If a Web page is linked to the event, you can click the event
name to jump to that page.

Click the number that represents any day to view detail for that
day (illustrated below).

<< 3f317/2005

Friday, April 01, 2005 45212

9:00 AM

10:00 AM

11:00 AM

12:00 PM

hirthday party

1:00 PM

2:00 PM

J:00 PM

4:00 PM

5:00 PM

From the daily view, you can

see all events and the hours they span

proceed to the previous or next day (click a date in the upper
left or right corner)

return to the month view by clicking on today’s date

view detail about an event by clicking on it

From the event view (illustrated below), you can view the
event’s location and start and end times. Click the date to
return to the daily view.
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bithday party
Friday, April 01, 2005

Location: my house
Start: 12:00 PM
End: 1:00 PM

Adding a Calendar Event

NOTE You can only add a calendar event if you have add or edit permission for the
calendar’s folder.

To add a calendar event, follow these steps.

1. Access the calendar to which you want to add an event, as
described in "Viewing a Calendar” on page 320.

NOTE You can also add a calendar event after viewing the View Events screen. See
Also: "Viewing a Calendar Event” on page 329

2. Navigate to the month and day for which you want to add a
calendar event.

Your calendar display is determined by your system
administrator.

May June 2004

Tuesday

1| 8]
RC International Hosts
RC Conference

3. Click the Add Event ([5)) button.
4. The Add Calendar Event screen appears.

Wednesday

5| Bl @]

NOTE Folder information appears at the bottom of the screen only if the folder has
subfolders or content under it.
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Add Calendar Event
ik <

Event Title |

Event Lul::atiunl

e Time Recurring

Date: Wednesday, April 06, 2005 g8 %

Start:  12:00 AM @ &
End: 12:00 AM @ &

¥ Display the times for the event

Hyperlink

™ Launch link in a new browser.

Event Type:

Syvailable: Selected:
Company Holiday ﬂ Mo BEvent Types
Trade Show

Company Event

H

5. Respond to the fields using the following table as a reference.

Field Description

Event Title Enter a title for the event.

Note: If you enter a Quicklink in the Hyperlink field, the Quicklink’s content
title replaces this title. You can then edit the new title if desired.
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Field

Description

Event Location

If desired, enter a location for the event (for example, Conference Room 1 or
Cafeteria).

One Time/ If you want to enter a one-time only event, continue reading.

Recurring If you want to add a recurring event, see "Adding a Recurring Event” on
page 328.

Date Click the calendar icon (2) to display a calendar. From it, select a start date.
Technical note: If you see a mix-up of the month and date of your entry (for
example, you select March 2 but see February 3), make sure the date format
specified in the Windows Control Panel Regional Settings dialog matches
your current language. Also, make sure the settings apply to the default user.

Start Time Click the clock icon (@) to display a clock. From it, select a start time.

End Time

Click the clock icon (@) to display a clock. From it, select an ending time for
the event.

Display the times
for the event

Check this box if you want the calendar to display the event'’s start and end
times (illustrated below).

L3 [l =2 | LLE3 [T

cornpany meeting
Lacation:montreal room

o0 LT
The time also appears on the event detail if this box is checked.

Company meeting
Friday, April 01, 2005

Location: Montreal Room
Start: 1:00 PM
End: 2:00 PM
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Field Description

Hyperlink You can link a Web page to this calendar event. The Web page could contain
more information about the event, directions to it, etc.

If you insert a hyperlink, when this event appears on the calendar, the reader
can click the event to jump to that page.

To enter any page on the internet, enter its Web address. For example,
www . ektron.com.

To link to content on your Web site, click the library button (@). (This type of

link is known as a Quicklink.) The Quicklinks dialog appears, and you can
navigate to the content.

The last published version of linked content appears. If content has never
been published, nothing appears.

If you select a hyperlink, the title of the selected content replaces any text in
the Event Title field. You can edit the new title if desired.

Launch link in a Check this box if you want the Web page or Quicklink specified in the
new browser Hyperlink field to appear in a new browser window when someone clicks it.

If you do not check this box, the new Web page replaces the current one
when the link is clicked.

Event Type Note: This field only appears if your system administrator set up one or more

event types for this event.
See Also: "Understanding Event Types” on page 327

To apply an event type to this event, click an Event Type from the right

column. Then, click the Right Arrow ( ) to move the event type to the
Selected column.

Repeat for each event type you want to assign to the event.

6. Click Save ([=)).

Understanding Event Types

Your system administrator can set up types of calendar events. For
a personal or workgroup calendar, examples might be staff
meetings, employment interviews, conference calls. For an
educational institution, examples might be academic deadlines,
sporting events, and tuition due dates.
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If you assign a type to an event while creating it, you can later
display only events of that type. This feature lets the viewer
temporarily suppress unwanted events. As a result, the calendar
display is cleaner, because it only shows relevant information.

Adding a Recurring Event

You can assign an event to occur multiple times on a calendar. To
do so, follow these steps.

1. Add a calendar event (as described in "Adding a Calendar
Event” on page 324).

2. Click the Recurring tab to assign the event for more than one

day.
Location '
Start: End:

Wednesday, April 06, 2005 5 % Wednesday, April 06, 2005 5 %

Event Will Occur: Event times:

* Every Day @ {%
" Every selected weekday start: 12:00 AM

" Every selected date of ever

Month Y 4 End: 12:00 &M @ &

" Every first selected weekday of
every Month

T Yearly, every selected date of
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3. Refer to the table below to complete to the Recurring fields.

Field Description

Start Date Click the calendar icon (T&) to display a calendar. From it, select a start date.

Technical note: If you see a mix-up of the month and date of your entry (for
example, you select March 2 but see February 3), make sure the date format
specified in the Windows Control Panel Regional Settings dialog matches
your current language. Also, make sure the settings apply to the default user.

End Date Click the calendar icon (&) to display a calendar. From it, select an end date
for the series of recurring events.

Event will occur Select the frequency of the event from among the choices.

4. Finish your edits.

For documentation of See

Start Time "Start Time” on page 326

End Time "End Time” on page 326

Display the times for the event "Display the times for the event” on
page 326

Hyperlink "Hyperlink” on page 327

Launch Link in New Browser "Launch link in a new browser” on
page 327

Event Types "Event Type” on page 327

5. Click the Save button ([&)).

Viewing a Calendar Event

Once events are added to a calendar, you can easily view them. To
view a calendar event, follow these steps.
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1. Access the Show Calendar screen for the calendar that
contains the event you want to view, as described in "Viewing a
Calendar” on page 320.

2. Place the cursor on the event you want to view.

April May 2004
hursday |

7 Ed Bl 4 a8l 5 Fa 8] g Fa Bl
weekly meeting
Location: Mew York Room
Start: 12:00 &AM
End: 1:00 PM

10/ Fdl 6] 11/ Fd B 12|Fd )] 19 B
weekly meeting
Location: Mew York Roam
Start: 12:00 &M
End: 1:00 PM

17| Ed ] 15| Fed ] 10|l B)] 20| B @]
weekly meeting
Location: Mew York Roam
Start: 12:00 &M
End: 1:00 PM

24| B8] 25| g 6] o6 6] 27| Ed 6]
3. Click the View Events ([&]) button.
4. The View Events screen appears, listing all calendar events for

that date. If an event is part of a series of recurring events, the
following icon appears next to it: <%

From this screen, you can perform the following functions:

- Add a new event (See Also: "Adding a Calendar Event” on
page 324)

- View, edit, and delete an existing event
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Editing Calendar Events

The section explains how to edit a single event or a recurring
series of events.

NOTE You can only edit a calendar event if you have edit permission for the folder to
which the calendar is assigned.

See Also: "Adding a Calendar Event” on page 324

Editing a Single Event

After a calendar event is added to a calendar, you may edit it to
change the title, location, times, etc. To edit a calendar event,
follow these steps.

1. Access the View Calendar Events screen for the date that
contains the event you want to edit, as described in "Adding a
Calendar Event” on page 324.

2. Click the event you want to edit.
The Edit Calendar Event screen appears.
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Edit Calendar Event

O M &
Event Title ||:|:|mpanj,r meeting
Event
] Imnntreal oo

Location

Orne Time Recurring

Date [5-Apr-2005 =]

Start: [1:00:00 [PM ]

End:  [2:00:00 [Ph =]

¥ Display the times for the event
Hyperlink

[ Launch link in a new browser

Event Type:

&yailable: Selected:
Company Holiday ﬂ Company Event
Trade Show

E
4. Update the fields using the table described in "Adding a
Calendar Event” on page 324 as a reference.

5. Click the Save button ( [F)).

Editing Recurring Events

After a recurring series of events is added to a calendar, you may
edit it to change the title, location, hyperlink, and event type.
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NOTE You cannot edit event dates or times. To change those, delete and re-enter the
series of events.

To edit a recurring series of events, follow the steps in "Editing a
Single Event” on page 331. The only difference is the Update all
recurring events associated with this event box.

To apply the edits to only the instance of the event that you
selected, uncheck the box. To apply the changes to all instances,
check the box.

Deleting Calendar Events

The section explains how to delete a single event or a recurring
series of events.

NOTE You can only delete a calendar event if you have add, edit, or delete permission
for the content folder to which the calendar is assigned.

Deleting a Single Occurrence Calendar Event

You can easily delete calendar events that are no longer needed,
or do not belong to the calendar they were added to. To delete a
calendar event, follow these steps.

1. Access the View Calendar Events screen for the date that
contains the event you want to delete, as described in "Adding
a Calendar Event” on page 324.

Click the event you want to delete.
The Edit Calendar Event screen appears.

4. Click the Delete button ([T )).
5. A confirmation message appears.
6. Click OK.

Deleting a Recurring Calendar Event

You can delete a single event in a recurring series or all events in
the series.

Deleting a Single Recurring Event
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1. Access the View Calendar Events screen for the date that
contains the event you want to delete, as described in "Adding
a Calendar Event” on page 324.

Click the event you want to delete.
The Edit Calendar Event screen appears.

4. Click the Delete Content button ().

5. A confirmation message appears.
6. Click OK.
Deleting All Events in a Recurring Series

1. Access the View Calendar Events screen for any date that
contains an events in the series that you want to delete, as
described in "Adding a Calendar Event” on page 324.

2. Click the event in the series that you want to delete.
The Edit Calendar Event screen appears.
4. Click the Delete This and Associated Recurring Events button
().
A confirmation message appears.
Click OK.
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Managing Tasks

A task is a request from one user to another to perform an action
within Ektron CMS400.NET. Examples of a tasks include:

= updating content
= publishing content
e updating an image

= reordering a collection

The Tasks folder displays all tasks that are either assigned to you
or that you assigned to another user or user group. You can also
assign tasks to yourself.

A task may or may not be related to a specific piece of content. If it
is, you can access content then “attach” a task to it. This kind of
task is managed just like the other tasks, but you can also view and
update it via the attached content. For more information, see
"Viewing a Task” on page 347.

This chapter explains how to work with tasks through the following
topics.

e "Creating a Task via the Task Folder” on page 336

= "Creating a Task from the Web Site” on page 346

= "Creating a Task via the Content Folder” on page 346

NOTE Tasks can also be created automatically when forms are submitted. See Also:
"Assigning a Task to a Form” on page 170

= "Viewing a Task” on page 347

= "Editing a Task” on page 352

e "Adding Comments to Tasks” on page 353
« "Deleting a Task” on page 355

= "Viewing a Task’s History” on page 356
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= "Task Module Toolbar” on page 357

Creating a Task via the Task Folder

This topic consists of the following subtopics:

* "Accessing the Tasks Folder” on page 336
= ’Creating a Task via the Task Folder” on page 337
= ’Adding a Task Category and Task Type” on page 342

Accessing the Tasks Folder
To access the Tasks folder, follow these steps.

1. Access your Smart Desktop, as explained in "Understanding
the Smart Desktop” on page 20.

2. The Smart Desktop folders appear in the top left frame.

Smart Desktop

ill_"] Tasks
#7) Reparts

3. Click the Tasks folder. The following subfolders appear:

« Assigned To Me - tasks assigned to you

= Assigned By Me - tasks you assigned to someone else
= Created By Me - tasks you created

= Assigned To User - search for tasks assigned to a user
= Not Started - tasks whose state is set to not started

= Active - tasks whose state is set to Active

= Awaiting Data - tasks whose state is set to Awaiting Data
= On Hold - tasks whose state is set to On Hold

= Pending - tasks whose state is set to Pending

= Reopened - tasks whose state is set to Reopened
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= Complete - tasks whose state is set to Reopened
You can click any folder to view only tasks in that category.

Also, the View Tasks screen appears in the right frame, listing all
tasks assigned to you, or assigned by you.

m View Tasks Assigned By and To John Edit
Smart Desktop ':II:II:' @

) Tasks Show Task T
& Assigned To Me | Title CID State Priority Due Date Assiagl
-&' Assigned By Me | Prep to Move Downstairs Mot Started Low 4-Mar-2005 ﬂ je
~@ Created By Me Edit Greeting Content Block 24 Not Started Normal 7-Mar-2005 € je
@ Assigned To User| Review Task section Mot Started High  11-Mar-2005 ﬂ a
- Not Started

- Active

~& Awaiting Data

~& On Hold

From this page, you can view, sort, update, or add tasks. To learn
more about the View Tasks screen, see "Viewing a Task” on
page 347.

To learn about sorting by Task Type, see "Sorting Tasks By Task
Type” on page 350.

Creating a Task via the Task Folder
See Also: "Task Module Toolbar” on page 357

To create a task, follow these steps.

1. Access your Tasks folder, as described in "Accessing the Tasks
Folder” on page 336.

2. Click the Add button ( ﬁ).
3. The Add Task screen appears.
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4. Enter information for the task using the following table.

Field

Description

Task Title

Enter a title for the task (for example, Update Content). The
title appears in the left column of the View Tasks screen.

Assigned To

Your user name appears.

® |f you do not have Redirect permissions, you cannot
assign tasks to other users.

® |f you have Redirect permissions, your user name
appears followed by Select User or Group. To assign
the task to yourself, proceed to the next field. To assign
the task to someone else, click Select User or Group
and choose a user or group.

When you complete the screen, an email is sent to the
selected user or user group informing him of the assigned
task.

Note: email is only sent if email notification is enabled for
Ektron CMS400.NET.

Language

Select the language of the user who will perform the task.

Content

If this task involves a piece of content, select it. When you
click Select, a new window appears. From this window, you
can navigate through folders to find the content.

You can only select a piece of content whose language
matches the user language selected above.

See Also: "Selecting Content for the Task” on page 340

Priority

Select the priority of the task. Your choices are High, Normal
and Low.

The priority appears on the View Tasks screen. A user can
sort tasks on the screen by priority.

Task Category

Select a category for the task. When a Task Category is
chosen, the Task Type drop down box is auto filled with task
types associated with that category. See Also: "Adding a
Task Category and Task Type” on page 342.

Task Type

Select the Task Type for this task. You must specify a Task
Category before you assign a task type. See Also: "Adding a
Task Category and Task Type” on page 342.
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Field Description

Add By clicking the Add link, you can add Task Categories and
Task Types. See Also: "Adding a Task Category and Task
Type” on page 342

Note: If you Add a Task Category or Task Type while adding a
task, the task information (Task Title, Assigned To, Language,
etc.) entered will be lost when the screen refreshes.

Edit By clicking the Edit link, you can edit the Task Type chosen in
the Task Type drop down box. See Also: "Editing a Task
Type” on page 344

Note: If you edit a Task Type while adding a task, the task
information (Task Title, Assigned To, Language, etc.) entered
will be lost when the screen refreshes.

State Choose a status for the task. Your choices are:
® Not Started

® In Progress

® Completed

® Waiting on Someone else

® Deferred

If the task is not linked to content, you can assign it to any
state. However, if you later link the task to content (via the
Content link above), the state switches to Not Started.

The state appears on the View Tasks screen. A user can sort
tasks on the screen by state.

Start Date Using the calendar button, choose a start date for the task.
The start date appears on the View Tasks screen. A user can
sort tasks on the screen by start date.

Technical note: If you see a mix-up of the month and date of
your entry (for example, you select March 2 but see February
3), make sure the date format specified in the Windows
Control Panel Regional Settings dialog matches your current
language. Also, make sure the settings apply to the default
user.
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Field

Description

Due Date

Using the calendar button, choose the date by which the task
needs to be completed.

The due date appears on the View Tasks screen. A user can
sort tasks on the screen by due date.

Technical note: If you see a mix-up of the month and date of
your entry (for example, you select March 2 but see February
3), make sure the date format specified in the Windows
Control Panel Regional Settings dialog matches your current
language. Also, make sure the settings apply to the default
user.

Description

Add additional information to describe the task. The
description appears on the View Task screen (circled below).

[¥ O & €

Task Title:  testing self assignment
Assigned To: E jedit

Assigned By: jedit

Priority: High

Status: Completed

Due Date: 23-Jun-2004

Start Date: 11-lun-ZOo4

‘Description:

testing self assignment
e

Ifumments:

Date/Time |Added By |Comments

5. Click the Save button (&)

6. If email notification is enabled, an email is sent to the user/user
group to which the task was assigned.

Selecting Content for the Task
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When you click Select Content from the Add Task screen, the
Select Content screen appears. It shows only content in the
selected language.

Select Content
[ & X

Please select content by navigating the folders

belows:

Path:

= Human Resources

= Marketing
) products
(i Support
= Syndication
" Contact Ektron
i Greeting
" Home Page Content
i Introducing the RC Redstar

i new content

You should only select a content folder for which you have
permissions.

To select a piece of content to assign to the task, follow these
steps.

1. Navigate to the content. (Click any folder to open it.)
2. Click the circle to the left of the content.

' Support

= Syndication
@Cnntact Ektran
" Greeting

3. Press the Save button ().
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Adding a Task Category and Task Type

NOTE

Task Categories and Task Types let users and administrators sort
task by user defined categories and types.

By clicking the Add link, located next to the Task Type drop down
box, you can add Task Categories and Task Types. This allows you
to add categories and types without leaving the Add Task screen.

Administrators can also add and edit Task Categories and Task Types from the
Workarea by clicking Settings > Configurations > Task Types. See Also: Ektron
CMS400.NET Administrators Manual > “Managing Tasks” > “Task Categories and
Types”.

To add a Task Category and a Task Type, follow these steps.

1. Go to the Add Task screen, as described in "Creating a Task
via the Task Folder” on page 337.

2. Click the Add link, next to the Task Type drop down box.

Ee

Task Title:
Assigned To:
Language:
Content:
Priority:

Task Category:
State:

Start Date:
Due Date:
Description:

ﬁ jedit Select User or Group
| English (U.S)
Select

Mormal »

' [NotSpecified] | Task Type: | [NotSpecified] v [add

]

'NotStarted v |

LY

3. The Add Task Type screen appears.
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<
Task Type:
() Add Task Type to Existing Task Category
Docs g Task Type Description

) Add Task Type to New Task Category

| | Task Type Availability:

[] Mot Available

From this screen you can perform the following:

= Add a task type to an existing task category
= Create a new task category

< Add a new task type

= Add a task type description

= Define task type availability. See Also: "Task Type Availability”
on page 343.

NOTE As a user, if you set the Task type to Not Available, you cannot edit the Task Type
after that. To make the Task Type available, see your administrator. Task Type
availability is explained inthe Ektron CMS400.NET Administrators Manual >
“Managing Tasks” > “Task Categories and Types” > “View Categorization
Screen“> “Task Type Availability”

4. Enter your information.

Click Save ().

6. Your new Task Category and Task Type appear in the drop
down boxes.

Task Type Availability
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Task types can be hidden from users by clicking the Not Available
check box in the Add Task Type and Edit Task Type screens. By
making Task Types not available, you can make the Task Type
unavailable without deleting it.

Editing a Task Type
From the Add Task screen, you can edit a Task Type. This will
allow you to change the Task Type name, Task Type description,
and Task Type availability.

To edit a task type, follow these steps.

1. Go to the Add Task screen, as described in "Creating a Task
via the Task Folder” on page 337.

2. Choose a Task Category and the Task Type to edit.
3. Click the Edit link, next to the Task Type drop down box.

&)

Task Title: | |
Assigned To: E jedit Select User or Group

Language: | English (U.5) V|

Content: Select

Priority:

Task Category: |Dm:s V| Task Type: |Review ¥ Mm
State: 'NotStarted v |

sortoste: ||
dueome: ||

Description:
4. The Edit Task Type screen appears.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 344



Managing Tasks

Edit Task Type

29

Task Type:

Review

Task Type Description:

Documents that need to be
reviewed

Task Type Availability:

[1 Mot Available

From this screen you can edit the following:

* Task Type
« Task Type Description

= Task Type Availability. See Also: "Task Type Availability” on
page 343

NOTE As a user, if you set the Task type to Not Available, you cannot edit the Task Type
after that. To make the Task Type available, see your administrator. Task Type
availability is explained in the Ektron CMS400.NET Administrators Manual >
“Managing Tasks” > “Task Categories and Types” > “View Categorization
Screen”> “Task Type Availability”

5. Edit the information.

6. Click Save (l).
7. The Task Type information is changed.
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Creating a Task from the Web Site

To create a task from a Web page, follow these steps.
Sign in.
Browse to the content for which you want to assign a task.

3. Click the Add Task button (4.

The Add Task screen appears. The content you were viewing is
assigned to the task.

5. Follow the directions in "Creating a Task via the Task Folder”
on page 337. The only differences are

= the content’s ID number and title appear on the screen

= the language of the content is the default language

Creating a Task via the Content Folder

The above section describes assigning tasks from the Tasks folder.
You can also assign task via the content folder, as illustrated
below.

VYiew Content "ASP.NET Unleashed™

(Yo bnlbdg R @ & @ @ B € | vigw]English (US) =
Properties || Content || Summary || Meta Data || Comment @

Title: ASP.MET Unleashed

Subject: Computer Programming ISBN:067232542

Coanvrar MAan_FirtinnDuhlichae 2 amnc

Assigning a Task from the View Content Screen
To assign a task from the View Content screen, follow these steps.
1. Access the View Content screen for the content to which you

want to “attach” in a task, as described in "Viewing Content” on
page 40.
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Viewing a Task

Click the Add Task button ([iL)).

Follow the directions in "Creating a Task via the Task Folder”
on page 337. The only differences are

the content’s ID number and title appear on the screen

the language of the content is the default language

Once a task is added, (with the exception of Administrators) only
the user who assigned the task and those to whom the task was
assigned can view it.

To view a task, follow these steps.

Viewing a Task from the Content Folder

1.
2.
3.
4.
5.

Access the Contents folder from the left side of your Workarea.
Select the content associated with the task.

Click the Tasks tab.

The page lists all tasks assigned to the content.

Select a task.

From the view task page, you can add a comment to the task. See
"Adding Comments to Tasks” on page 353 for more information.

Viewing a Task from the Tasks Folder

To view a task from the Tasks folder, follow these steps.

From the Smart Desktop, select the Tasks folder.
Click the task you want to view.

The View Task screen is displayed. From here, you can
perform these tasks.

"Editing a Task” on page 352
"Deleting a Task” on page 355
"Adding Comments to Tasks” on page 353
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See Also: "Task View Options” on page 348, "Sorting Tasks By
Task Type” on page 350, "Sorting Tasks By Column” on page 351;
"Managing Tasks” on page 335; "emailing Tasks” on page 352

Task View Options

Beneath the main task module folder, several view screens display
all tasks filtered by specified categories. After viewing tasks in any
category, most screens let you perform an action on the tasks (the
actions are included in the table below). For example, you can
change a tasks state to another state. To select all tasks on a
screen, click the check box in the header row (illustrated below).

9

Change To State: | Active w
[1lTitle CID State  Priori
] Prep to Move Downstairs On Hold Low
Folder Displays these tasks Action you can perform
from view screen
Tasks All tasks assigned to you, that are in one ® (Click on task to view it
of the following states.
® Add atask
® not started
® active * Sort tasks by Task Type
® awaiting data ® Sort tasks by column
on hold
® reopened
® pending
Assigned To Me All open tasks assigned to you ® (Click on task to view it
® Sort tasks by Task Type
® Sort tasks by column
Assigned By Me All open tasks you assigned to yourself or ® Click on task to view it
others
® Sort tasks by Task Type
® Sort tasks by column
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Folder

Displays these tasks

Action you can perform
from view screen

Created by Me

All open tasks you created

® Click on task to view it
® Sort tasks by Task Type

® Sort tasks by column

Assigned to User

All open tasks assigned to a user you
select

® Select any user and view
all tasks assigned to that
user.

To do so, select new user
from Assign to User drop
down list and click Get
Tasks.

® Click on task to view it
® Sort tasks by Task Type

® Sort tasks by column

Not Started

All whose state is Not Started

® Change to the following
states: Awaiting Data, On
Hold

® Click on the task to view it
® Sort tasks by Task Type

® Sort tasks by column

Active

All whose state is Active

® Change to the following
states: Awaiting Data, On
Hold

® Click on the task to view it
® Sort tasks by Task Type

® Sort tasks by column

Awaiting Data

All whose state is Awaiting Data

® Change to the following
states: Awaiting Data, On
Hold

® (Click on the task to view it
® Sort tasks by Task Type

® Sort tasks by column
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Folder

Displays these tasks

Action you can perform
from view screen

On Hold

All whose state is On Hold

® Change to the following
states: Awaiting Data, On
Hold

® Click on the task to view it
® Sort tasks by Task Type

® Sort tasks by column

Pending

All whose state is Pending

® (Click on the task to view it
® Sort tasks by Task Type

® Sort tasks by column

Reopened

All whose state is Reopened

® Click on the task to view it
® Sort tasks by Task Type

® Sort tasks by column

Completed

All whose state is Completed

® Change to the following
state: Archive

® Click on the task to view it
® Sort tasks by Task Type

® Sort tasks by column

Sorting Tasks By Task Type

On every View Task page, you can sort tasks by the Task Type
assigned to the task. You sort by Task Type using the Show Task
Type drop down box. It is located in the upper right corner of the

NOTE

Workarea.

Task Types only appear in the Show Task Type dropdown box when they have

been added to a task.
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Show Task Type: | ALL

Jue Date Assifla s

Mot Specified
Mot Specified] E E[}acsp ]

\-Mar-2005 @ | Edit

Review
Mar-2005 @ Moving

1-mar-2005 € | Prep

To sort by Task Type, click the drop down box and choose a Task
Type. Words in bold Italics are Task Categories. You cannot sort
by Task Categories.

Sorting Tasks By Column

On every View Tasks page, you can sort the information by most
columns. Information can be sorted by the following.

Column Click to sort tasks

Title Alphabetically by title of associated
content

CID By content ID number

State By task state, from first to last

Priority By task priority. High appears first,

followed by Normal then Low

Due Date By due date, beginning with dates closest
to today

Assigned To Alphabetically by user to whom the task
is assigned

Note: Once set, a task’s assigned-to user
does not change throughout the life of
the task.

Assigned By Alphabetically by user who assigned the
task
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Column Click to sort tasks

Last Added Comment Alphabetically by the most recently
created task comment

Create Date By date task was created, beginning with
dates closest to today

emailing Tasks

You can email the contents of any Task screen. emailing tasks
works the same as emailing reports. See "emailing Reports” on
page 115.

Editing a Task

You can change task information, such as

= Title

= Assigned to

= |Language

= Content

= Priority

= Task Category
* Task Type

e Status (State)
* Due Date

= Start Date

= Description
To edit a task, perform the following steps:

1. Access the view task page for the task, as described in
"Viewing a Task” on page 347.

2. Click the Edit button ([2¥).

3. The Edit Task screen appears.
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4. Edit the task.
5. Click the Update button (E) to save the changes.

Adding Comments to Tasks

You can add comments to an assigned task if you want to provide
additional information about its status. For example, if you update
a task’s status from In progress to Waiting on Someone Else, you
can use a comment to describe the status change, such as:

left voice mail with John with questions about
his changes to the home page

Comments appear at the bottom of the View Tasks screen
(illustrated below).

[¥ O &b €

Task Title:  Make sure to review your approval list
Assigned To: E admin

Assigned By: jedit

Priority: High

Status: Mot Started

Due Date: 11-lun-2004

Start Date: 10-Jun-2004

Description:

Femermber to view your approval list every day, and approve
any content blocks on the list

Comments:

Date/Time|Added By [Comments

% 1akn Edit Be sure to check this list every day for
10:47 AM content blacks needing approval
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Several comments can be added to a task to record its progress
from assignment to completion.

To add a comment to a task, follow these steps.

NOTE When an approver approves/declines content from the Content Awaiting Approval
screen, if the content has an active task, the Add Comments to Task screen
appears. The screen lets the approver insert comments about the task associated
with the content.

1. Access the View Task screen for the task, as described in
"Viewing a Task” on page 347.

2. Click the Add Comment button (k).

3. The Comments window appears.

Comments:
Times Mew Roman = 312 pt] - £%| B I O A
$EREO oY@
=
[

Insertl Close |

4. Enter your comment in the editor. Note that you can format and
spell check the text using the toolbar buttons.

5. Click the button.

6. The View Task screen reappears with the comment at the
bottom of the page.

Updating Comments
To update a comment, follow these steps.
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1. Access the View Task screen that contains the comment you
want to update, as described in "Viewing a Task” on page 347.

2. Click the comment’s Date/Time link (illustrated below).

[¥ O &L €

Task Title:  Make sure to review your approval list
Assigned To: E admin

Assigned By: jedit

Priority: High

Status: Mot Started

Due Date: 11-Jun-2004

Start Date: 10-lun-ZOo4

Description:

Remember to view your approval list every day, and approve any
content blocks on the list

C 5l

Date/Time|added By Comments

éggﬁn' 1ahn Edit Be sure to check this list every day for
10:47 AM content blocks needing approval

3. The Comments window opens with the comment displayed.
4. Update the comment.

5. Click the button.

Deleting a Task

You can easily delete a task that is no longer needed. For example,
the user who assigned a task would typically delete it when it is
completed.

To delete a task, follow these steps.
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Access the View Task screen for the task, as described in
"Viewing a Task” on page 347.

Click the Delete button (E).

A confirmation message appears.

Click OK.

Viewing a Task’s History

Ektron CMS400.NET maintains a history of all events in the life of a
task, as well as any comments entered. As examples, the task
history shows when and by whom the task was created, when it
changed to Active, when it was linked to content, when its state
changed, when it was approved, etc.

You can view the task’s history until the task is purged. To view a

task’s history, follow these steps.

1.

Navigate to the View Task screen, as explained in "Viewing a

Task” on page 347.

Click the History button ().

The history of task events appears (example below).

View Task History for review today

Date Initiator  Activity Information

16-Sep-2004 jedit Creation

16-5ep-2004 jedit Cther Task Assigned to All Authors
16-Sep-2004 jedit Content Linked Plastic Molder #123(13)
16-5ep-2004 jedit Start Date Changed Date Set to 17-Sep-2004
16-Sep-2004 jedit Oue Date Change Date Set to 22-Sep-2004
16-5ep-2004 jedit Start Date Changed Date Set to 17-Sep-2004
16-Sep-2004 jedit Oue Date Change Date Set to 22-Sep-2004
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Task Module Toolbar

The following table explains the toolbar buttons available while
managing tasks.

Button Name Description More Information
Add Comment Add a comment to the task. "Adding Comments to
% Tasks” on page 353
@h Add Task Access the Add Task screen from the "Task Module Toolbar”
View Content page. on page 357
|:|']:| Add Task Access Add Task screen from task "Creating a Task via
module folder. the Task Folder” on
page 337
Back Return to previous page.
ya p pag
Calendar Select a date.
.ﬂ. Delete Task Delete a task. "Deleting a Task” on
J page 355
Df Edit Task Edit a task. "Editing a Task” on
J page 352
= Save Save task information.
H Update Save task information.
@ View Task View task information. "Viewing a Task” on
J page 347
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Updating Your User Profile

When a new user is added to an Ektron CMS400.NET Web site,
the administrator sets up a personal profile for him. It contains
information such as password and email address. You can update
some personal profile information when needed. This section
explains how to modify your personal profile.

Viewing Your Profile

Before changing your personal profile, you must view it. To do so,
follow these steps.

1. Access your Smart Desktop. See Also: "Understanding the
Smart Desktop” on page 20

From the lower left frame, click Settings.
From the top left frame, click User Profile.

Settings
F User Prafile
#17) Help

4. Your user profile appears.
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VYiew User Information "jedit"

Username: jedit

First Name: John

Last Name: Edit

User Language: App Default

E-Mail Address: jedit@test.com

System Motifications: Feceiving of E-Mail Disabled

Work Page Size:
Width: 7A0ps
Height: 530p:
+ Display button text in the title bar.
Landing Page after login:
Fefresh the login page
| 5et smart desktop as the start location in the waorkarea.

This User currently belongs to these User Groups:
« Everyone

Task permissions

Create Task
Fedirect Task

User Properties
Automobiles

Subscriptions
mMotification will send in language: English (U.5.)

5. Click the Edit button (@) in the top left corner.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 359



Updating Your User Profile

6. The Edit User Information screen appears. The following table
explains fields you can edit.

Field

Description

Password

If desired, enter a new password into this field.

If you change your password, you do not need to log out
then log back in. However, the next time you log in, you
must use the new password.

Confirm Pwd

Confirm your new password by retyping it into this field.

User Language

Select a language in which to view Ektron
CMS400.NET. Click the black down arrow on the right
(circled below) to see a list of choices.

User Language: |English (US) [j]

E-Mail Address: ;' - Defu
‘English (1S
¥ Disable E-M4dFrench (Standard)

German [Standard)

Email Address

Enter a new valid email address. Notification email is
sent to this address unless the Disable E-mail
Notification field is checked.

To understand how email notification operates within the
content workflow, see "Example of an Approval Chain”
on page 89.

Also, this address identifies the user sending Instant
email. See Also: "Sending Instant Email” on page 28

Disable Email
Notification

Check this box if you do not want to receive natification
email.

Work Page Size

Your system administrator may let you change the work page values. If he does, the
following fields are editable. Otherwise, you can only view the fields.
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Field

Description

Width

If desired, change the width of the screen in which
Ektron CMS400.NET appears. The width in pixels
must be between 400 and 2400.

This field accommodates users who have larger
monitors and/or prefer a smaller resolution, such as
1280 x 1024.

Height

If desired, you can change the height of the screen in
which Ektron CMS400.NET appears. The height in
pixels must be between 300 and 1800.

This field accommodates users who have larger
monitors and/or prefer a smaller resolution, such as
1280 x 1024.

Display button text in
the title bar

Check this box if you want any button’s caption text to
appear in the screen title’s bar whenever a user moves
the mouse over the button. Note the word Update,
describing the button, in the illustration below.

If you do not check this box, the screen’s title remains in
the title bar when the user moves the mouse over the
button, as illustrated below.

Edit User "jedit"

H <

Landing Page after
login

If you want one page in your Web site to appear after
sign in, enter the URL to that page. You might select a
page that leads to a group of pages that you maintain.

If you don’t know the URL, navigate to the page, go to
the browser address bar and select the text following the
directory in which Ektron CMS400.NET resides. For
example, if the browser address bar says http://

www _ektron.com/customers.aspx?id=945, you would
enter customers.aspx?id=945 here.
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Field

Description

Set smart desktop as
the start location in the
Workarea

If you want the Smart Desktop to appear as soon as you
enter the Workarea, click inside this check box.

See Also: "Understanding the Smart Desktop” on
page 20
If you leave this check box blank, when you enter the

Workarea, you go to the folder of the content specified
at the Landing Page after login field.

Inherit Task
Permissions From
User Groups

This area indicates your task permissions and if you
inherit them from user groups to which you belong.

For more information, seethe Ektron CMS400.NET

Administrator Manual chapter “Managing Tasks,”
section “Task Permissions.”

User Properties

the Ektron CMS400.NET Administrator Manual
chapter “Custom User Properties.”

See “Custom User Properties” in the Ektron
CMS400.NET Administrator Manual.

7. Click the Update button ([&).
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Online Help

Online help provides access to important and useful information
about using Ektron CMS400.NET. Help is provided in two formats:

= online help - accessible from most screens by clicking the help

button ((3}), it provides information about the screen you are
currently viewing. Online help is in HTML format, so it opens in
the browser you use to surf the internet.

After viewing a help topic, you can browse to related topics as
well as access a table of contents, index, and search to expand
your quest for information. See Also: "Accessing Online Help”
on page 363

< online manuals - can be viewed, searched, and printed like a
paper manual. Online manuals are in a PDF format, which
makes it easy to navigate online and print. See Also:
"Accessing Online Manuals” on page 365

Both formats provide the same information. Choose the format that
best suits your needs.

Accessing Online Help

To access online help for any screen, click the help icon (illustrated
below).

View Contents of Folder "Content"

GHEDFHE D MAE S | vew/Eoish Us) -]

Title Language ID  Status Date Modified Last Editor
CMS Developer ..., 1033 12 0O 3f7/2005 10:25:30 AM  Administrator, Applicatior
'T—b\ . . 122 b R s CaciannE 44047010 AR Adraimicbr=bmre Al =dimr

When you do, an online help screen appears.
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e | Viewing a Folder - Microsoft Internet Explorer

BACK - PREVTOPIC NEXTTOPIC - | CONTENTS
ﬁj f Working with Folders and Content Blocks

Viewing a Folder

To view any folder under the content folder, follow these steps. — —

1. Access the Workarea, as described in Site Preview.

2. Click Content from the left lower side of the Workarea.

The following table describes the buttons available on every help

screen.
Button Description
Returns to help topic you last viewed.
BACK popiey
— Moves to prior topic in the manual. This refers to the
ool topic sequence arranged by the manual’s author.
. - Moves to next topic in the manual. This refers to the
L 2L topic sequence arranged by the manual’s author.
: Divides the help into two panels.
CONTENTS P P
® The left panel displays the table of contents. It also
provides buttons for accessing the index and full-
text search.
® The right panel continues to display help topics.
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Button Description
=) Creates an email to send to Ektron with feedback about

the documentation.
An Internet connection is required.

Connects to Ektron CMS400.NET support page on our
€ !
Web site.

An Internet connection is required.

f' Connects to the Ektron CMS400.NET Learning
Center, also on our Web site.

An Internet connection is required.

% Prints current topic

Accessing Online Manuals

To access the help folder, follow these steps.

1. Access your Smart Desktop. See Also: "Understanding the
Smart Desktop” on page 20
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Smart Desktop for John Edit

= Smart Desktop
d‘——" Tasks Content Awaiting Approval { 3)
=M Reports

- approvals
Checked In Content
Checked Out Conte

[¥ content Currently Checked Out { 3)

New Content Repor
Submitted Content

Content Pending St Tasks (0)
Expired Content Rep

o000

[# Content

B9 Farms

[e] Library
Modules

& Settings

2. From the lower left frame, click Settings.

B Content

E} Forms

@ Library
Maodules

ﬂ Settings

3. From the top left frame, click Help.
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2] i

) Settings
=5 User Profile
=9 Help

4. The help screen appears in the right frame.

Elttron CMS400 Help

Manual Title

Visit Help Page on Ektron.com
Developer Manual

Quick Start Manual

Administrator Manual
User Manual

Setup Manual

5. Click on a link to open the documentation or Web page.

NOTE Your computer requires an internet connection to access the help page on
Ektron.com.
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Introduction to
eWebEdItPro+XML

eWebEditPro+XML is a browser-based, Web content editor
designed for dynamic Web sites. It lets you create and publish your
own Web content in any language supported by the operating
system and your Web site.

More specifically, eWebEditPro+XML lets you perform Web page
editing functions, such as

= copy content from any Windows-based application
= use Microsoft Word to edit Web content

= cut, copy, and paste

< find and replace text

= check spelling

* editan image

= change font style, size, attributes (bold, italics, underline), and
color

= begin lines with bullets or numbers

< adjust indentation

= right, center, or left justify text and images
= add a bookmark, hyperlink, image, or table
= view your text as WYSIWYG or HTML code

e insert or clean HTML source code

You gain access to these functions either from the toolbar at the
top of the editor window or from a menu that appears when you
right click the mouse inside the editor.
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Using eWebEditPro+XML

eWebEditPro+XML is like many other word processing
applications. You type text and then use toolbar buttons (illustrated
below) and menu options to change the text's appearance or
perform functions on it, such as spell checking.

[t meaans oo v« ree -0 @GR B

JJ@ [Spply Shyle) = Marmal = Times Mew Roman, " = 3(12 pt] T &%| B I U A | = Hansp

===
F— m— = =5

@ | i

-]

Organization of this Documentation

The next section, “Creating a Simple Web Page” on page 370,
walks you through the steps required to create a simple Web page.

The following section, “Toolbar Buttons” on page 374, explains

e each toolbar button

= functions that appear when you right click the mouse

Many of these functions are simple and require only a brief
explanation.

The last section, “Using eWebEditPro+XML’'s Advanced Features”
on page 396, explains how to use the more advanced features.
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Creating a Simple Web Page

This section walks you through the process of creating a simple
Web page, using only a few of the many features available. Later
sections explain all of the features and how to use them.

Your Finished Web Page

When you finish this exercise, your simple Web page will look like
this.

At
]
1|

s meaansg oo Yo ree -8 @B BB ==

JJ@ [Apply Style) = Marmal = Times Mew Roman, = 3[12 pt) - ;’L_%| B 7 U A |

—

This 1z some sample content. ¥ ou can make the text hold, iafic, or undetlined wath the push of a b
alzo easily add hyperlinks.

s Toucan begn a line with bullets.
Finally, wvou can change the text to a lElIgE SIZE.|

Notice that this page has the following elements.

e The second sentence includes bold, italic and underlined text.

= The third sentence includes a hyperlink, text that will jump to
another Web page when the user clicks on it.

= The fourth sentence begins with a bullet.

= The last sentence has some very large (18 point) text.
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Creating the Sample Web Page

To create this page, follow these steps.

Enter the First Two Sentences

1.

Open eWebEditPro+XML. (Your Webmaster installs
eWebEditPro+XML on your computer and determines which
fonts and sizes are available. Your system may not match the
example below.)

Type the first two sentences.

This is some sample content. You can make text bold,
italic and underlined with the push of a button.

Double click the word “bold” to select it. Then, click the Bold
button (B) to apply bold to the word.

Double click the word “italic.” Then, click the Italic button (<) to
apply italic to the word.

Double click the word “underlined.” Then, click the underline
button (&) to underline the word.

Creating a Hyperlink

1.

2
3.
4

Type You can also easily add hyperlinks.
Double click the word hyperlinks so that it becomes selected.

Click the Hyperlink button (%).
The hyperlink dialog box appears.
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Hypotlink ______________________________________F

— Huperlink [nformation
14
Type: [ ttp: =]
- Cancel
[Llﬂki Ihttpi.-".-" j ——
Boakmark: I
Text: Iu:u:untent.
T arget Frame: I j
Duick Link: | fslect link) |
5. Inthe Link field, after http://, enter www.ektron.com.

6.

Click OK.

Notice that the word hyperlink now appears in a different color.
When you save this Web page and a user views it, if the user clicks
hyperlink, a new Web page will display Ektron’s home page.

NOTE If your computer has an internet connection, you can double click the hyperlink to
test it.
Applying a Bullet to a Line of Text

1
2
3.
4

Press <Enter> to move the cursor down to the next line.
Type You can begin aline with bullets.

Click the bullet button (i=).
Notice that the line is indented and now begins with a bullet.

s Toucan begn a line with bullets.

Changing the Size of Text

1
2

. Press <Enter> to move the cursor down to the next line.
. Type Finally, you can change the font to a large size.
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3. Select the words large size.

4. Click the down arrow to the right of the font size list. When you
do, the list of available fonts appears.

“ARH - @

A s

nan, = |El

¥ [36 pt)

5. Click 5 (18 pt).
6. Notice that large size is now much larger than the other text.

Congratulations! You have just created your first Web page with
eWebEditPro+XML. You have learned how to apply bold, italic, and
underlining, create a hyperlink, add a bullet to a line, and change
the size of the text.

This sample used only a few of the many features available. The
following sections explain the rest of the details about using the
product.
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Toolbar Buttons

This section explains how to use the buttons and drop-down lists
on the toolbar. (The toolbar is the row of buttons across the top of
the editor window, illustrated below.)

ALY
kL
i
[Tl
i

[reearansg vy« cres-ga@es @R

”E’ [Apply Shyle] * Moarmal + Timez Mew Roman, ™ = 3 [12 pt) x £@| H 5 U A | =

The buttons let you perform functions such as cutting and pasting
text, inserting images, and creating tables.

All buttons may not appear. Your Webmaster determines which
buttons appear on your toolbar. Also, you can customize your
toolbar so that it contains only the buttons you use (See
“Customizing Your Toolbar” on page 385).

This section explains

e "Selecting Text” on page 374
= "Applying Formatting Attributes to Text” on page 375

= "Table of Toolbar Buttons and Drop-Down Lists” on page 375

Selecting Text

You select text before performing an action on it, such as copying
it.
= To select all information on a page, press Ctrl+A.

= To select a portion of the information on a page, you have two
choices.

- Hold down the left mouse button and drag the cursor across
the data you want to select.

- Hold down the Shift key and the right arrow key (E}1) until
the desired data is selected.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 374



Toolbar Buttons

= To select a single word, place the cursor on the word and
double click the mouse.

Selected text has different background and foreground colors, as
illustrated below.

Horizontal 5 the horizontal position of the entire

Alignment

Border Color || Sets the color of the table bhorders
Haleses {lea Nafanlf raloris rharlead

Applying Formatting Attributes to Text

Several buttons apply formatting attributes to text, such as bold
and italics. There are two ways to apply these attributes.

= Enter the text. Then, select the text and press the toolbar
button. The button is now in a “pressed in” condition, and the
text has the formatting attribute.

= Press the toolbar button. Then, begin typing the text. As you
type, the formatting is applied.

To stop applying the formatting, press the button again. This action
changes the button to a “pressed out” condition and terminates the
formatting.

Table of Toolbar Buttons and Drop-Down Lists

The following table explains each toolbar button and drop-down
list.

NOTE The Data Designer feature also has a toolbar. For information, see “Using the
Data Designer” on page 177.
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Button

Equivalent
Keystroke

(Internet
Explorer only)

Function

For more
information, see

-:II“ID Cut

Ctrl+X

Remove selected text and graphics.
Place that data into temporary memory,
also known as the “clipboard.”

(If you later cut or copy more information
onto the clipboard, the new information
overwrites the original information.)

Copy

Ctrl+C

Copy selected text and graphics into
temporary memory. Leave selected data
where it is.

(If you later cut or copy more information
into memory, the original information is
lost.)

“Copying from Other
Applications” on
page 397

E Paste

Ctrl+V

Insert the most recently cut or copied text
and graphics at the current cursor
location.

Paste Text

Paste the contents of the clipboard as
plain text. That is, all HTML tags
(including images) are not pasted.

This button is helpful when you want to
eliminate the HTML formatting of the text
being copied.

Replace
i p

Launches the Search and Replace dialog
box. The dialog searches for (and lets
you optionally replace) text that you

specify.

“Finding and
Replacing Text” on
page 398

'!r Find Next

Find next occurrence of the string
entered into the Find What field of the
Search and Replace dialog box.

“Finding and
Replacing Text” on
page 398

3 Undo

Ctrl+Z

Reverse the most recent action, as if it
never occurred. You can undo as many
actions as you wish.

¥ Redo

Ctrl+Y

Reverse the undo action.
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Button

Equivalent
Keystroke

(Internet
Explorer only)

Function

For more
information, see

ﬁ:/c/ Spell Check
(manual)

Begin spell checker.

“Checking Spelling
Upon Demand” on
page 403

8L Spell Check
(automatic)

Turn on or off spell check as-you-type
feature.

“Checking Spelling
as You Type” on
page 402

% Edit Hyperlink

Change information about a hyperlink.

“Using Hyperlinks”
on page 505

% Remove Hyperlink

Remove a hyperlink.

“Removing a
Hyperlink” on
page 510

ﬁ Library

Insert a library file

"Adding a Library
File to Content” on
page 204

. Upload any external files (such as "Moving an Image to
ﬁ‘ Upload Files images) to the server. the Server” on
page 423
A Translate Translate content into another language Ektron
F CMS400.NET

Administrator
Manual section
“Multi-Language
Support” > “Working
with Multi-Language
Content” >
“Translating Content”
> “Using Machine
Translation”

= Add Comment

Insert a comment into the content

"Adding Comments
to Content” on
page 526

Picture

Insert a picture.

“Inserting Images”
on page 410
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Button

Equivalent
Keystroke

(Internet
Explorer only)

Function

For more
information, see

(%7 Image Editor

Edit an image.

"Editing Images” on
page 425

Table

Insert or edit a table.

“Introduction to
Tables” on page 457

Edit in Microsoft
Word

Edit content in Microsoft Word.

“Editing in Microsoft
Word” on page 407

X
[+ Data Design Mode

Switches to Data Design Mode.

Button only appears when
eWebEditPro+XML configuration
enables the Data Designer feature.

“Design Mode vs.
Data Entry Mode” on
page 179

.a? Data Entry Mode

Switches to Data Entry Mode.

Button only appears when
eWebEditPro+XML configuration
enables the Data Designer feature.

“Design Mode vs.
Data Entry Mode” on
page 179

= View as
WYSIWYG

Display the page content as WYSIWYG
(What You See Is What You Get).

WYSIWYG is the ability to see in the
editor what will appear when user views
the Web page.

View as HTML

Display the page content as HTML.

“Viewing and Editing
HTML” on page 511

nbsp

Insert a blank space character.

Although you can add spaces in the
editor using the <space> bar on the
keyboard, those spaces are ignored
when the content is displayed by a
browser.

IEI Copyright

Insert copyright symbol.
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Button Equivalent Function For more
Keystroke information, see
(Internet
Explorer only)
Insert registered trademark symbol.
Registered
Trademark
™ Insert trademark symbol.
i £ Insert special characters (such as
! "land =

Epl ) from a drop down list.

To view the list, click the black down
arrow.

Special Characters

Remove all style information applied to
selected text. (You apply styles using the
Style dropdown list.) For example

@' Remove Style

Before

<P class=note>This is initial
content. </P>

After
<P>This is initial content.</P>

Style Display a list of styles. Users can select
[&pply Sityle] = from the list to apply a style to selected
text.

Note that the list can change depending
on the formatting of the selected line.

Your Webmaster determines which styles
are available.

Heading Size Change the heading size. Your

||N-:-rma| j Webmaster determines which heading

sizes are available.

Change the font style. Your Webmaster
determines which fonts are available.

|Times Mew Foman, " =|

Font Style Note: If more than one font appears in a

selection, the browser on the reader’'s PC
tries to display text using the first font. If

the browser cannot find that font, it tries

to use the second, etc.
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Button Equivalent Function For more
Keystroke information, see
(Internet
Explorer only)
Change the font size. Your Webmaster
312 pt) j Font determines which font sizes are
Size available.

A cont color Change the font color.

%Background Color Change the background color of the text.

Note: To remove background color from
selected text, click the Normal button

(&)

B 5ol Ctrl+B Make the text bold.

I . Ctrl+l Make the text italic.

Italic

# Strikethrough Apply strikethro_ugh to selected text. For
example: Hereisseme-text
Remove all formatting from sel xt.

A Normal emove all formatting from selected text

Make selected text appear smaller and

X Superscript above text line

Make selected text appear smaller and

% Subscript below text line

Begin the line on which the cursor rests
with a number. If the line above this line
is

o=
= Number

® not numbered, assign this line 1

® numbered, assigh a number one
more than the line above

Begin the line on which the cursor rests

== Bullet (or all selected lines) with a bullet (= ).
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Button Equivalent Function For more
Keystroke information, see
(Internet
Explorer only)

iE k= Increase or decrease the current line's

== =5 Indent

distance from the left margin.

Left, Center, and Right

Align paragraph so that it is arranged

® evenly on the left side (uneven on
the right)

®in the center of each line

®cvenly on the right side (uneven on
the left)

® evenly on right and left side

2 About
eWebEditPro+XML

Display a dialog box that shows your
version of ewWebEditPro+XML and your
license keys.

= Open File

Open local file and copy it into CMS
content.

While you can open any file type, Ektron
CMS400.NET’s editor only works with
.htm and .xml files.

When you open a file into a content
block, the new file replaces any content
currently in the block.

[ save File

Save CMS content as file on your
computer or network.

Since Ektron CMS400.NET’s editor
only works with .htm and .xml files, you
should save the file using one of those
extensions.

EH Display/hide
Borders

Display or suppress table and cell
borders

—: Display/hide
Invisible Elements

Display or suppress formatting
characters that do not appear when
content is published

View Preferences

Display a dialog that lets you change the
appearance of the HTML source code
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Button Equivalent Function For more
Keystroke information, see
(Internet
Explorer only)

* Delete Delete selected content

I Underline Ctrl+U Make the text underlined.

ZE Remove alignment

Remove alignment settings applied to
selected content

,ﬁ Bookmark

Create a bookmark. “Using Bookmarks”
on page 501

~ Horizontal Line

Insert a horizontal line.

% Print

Ctrl+P Print the editor content.

E Select All

Ctrl+A Select all content

E Select None

Deselect all selected content

Position Objects Options

These buttons let you absolutely position elements (pictures,
tables, etc.) anywhere on a page.

WARNING! Some older browsers (for example, Netscape 4) do not display absolutely
positioned elements. Absolute position uses the style attribute. If you use this
feature, the content is not compatible with all browsers.

Button Function
&= Position Lets you move selected table or image anywhere on the screen.
B | ock “Locks” selected table or image at its current screen position. Nothing can move
oc a locked object.
To move the object, unlock it by clicking this button again.
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Button

Function

n Move to Front

If two or more images overlay each other, moves the selected image in front of
the others.

!i Move to Back

If two or more images overlay each other, moves the selected image behind the
others.

Above Text

If text overlays an image, move the image in front of the text.

Below Text

If an image overlays text, move the text in front of the image.

Text Direction Options

The text direction menu options (E = ) allow bi-

directional editing of text, which is useful for Arabic, Farsi and
Hebrew. The client computer must also support the language.

The text buttons determine the editing direction, while the edit
buttons determine the side of the editor that displays the scroll bar.

For right-to left languages, such as Arabic, Farsi and Hebrew, the
text editing would be “right to left”, and the scroll bar would be on
the left side.

For western European languages, the text editing would be “left to
right”, and the scroll bar would be on the right side.

Button Function

Text is entered left to right.

Left-Right Text

Text is entered right to left.

Right-Left Text

The vertical scroll bar appears on the
right side of the window.

Left-Right Edit
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Button Function

The vertical scroll bar appears on the left

Right-Left Edit side of the window.

Form Elements Toolbar

See “Inserting Form Fields” on page 147
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Customizing Your Toolbar

The eWebEditPro+XML toolbar consists of one or more menus.
Each menu has one or more buttons.

You can recognize the beginning of a menu by the double vertical
bars (circled in the illustration).

ltepennsg o«ve ree-2aBB6E()E
@Iﬂ* A pply Style] » Mormal = Times Mew Roman, "= 312 pt] - £%| B 7

This sample toolbar has four menus.
Your Webmaster determines

= which menus are available to you

= which buttons appear on each menu, and the sequence in
which they appear initially

= whether or not you are authorized to customize your toolbar. If
you are not authorized, your edits are not saved when you
leave the ewebEditPro+XML screen.

If you are authorized to customize your toolbar, there are several
ways to do so.

« "Removing Or Adding Menus” on page 386

« "Removing or Adding Menu Items” on page 386

= "Restoring Toolbars” on page 389

= "Rearranging the Menus on a Toolbar” on page 389

e "Creating a New Menu” on page 389

« "Moving a Menu Off the Toolbar” on page 391

= "Changing the Menu’s Orientation” on page 391

Each procedure is explained below.
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Removing Or Adding Menus

To remove or add a menu, follow these steps.

Place the cursor on the toolbar.
Right click the mouse.

A dropdown list appears. It displays all menus available to you
and the Customize option.

v Edi

|7 Wiew &z

IT Paragraph Format

IT Farmat

IT Special Characters
Form Elements
Table
Pozition Objects

Text Direction

Cuztomize...

NOTE If Customize does not appear on the menu, you are not authorized to customize
the toolbar.

Menus that are checked appear on your toolbar.

In the above example, the Special Characters, View As,
Format, and Paragraph Format menus appear. The Table,
Position Objects and Text Directions menus, which are not
checked, are available but do not currently appear on the
toolbar.

4. To add a menu to your toolbar that appears on the list but is not
currently checked, place the cursor on the menu name and
click the mouse. A check mark appears, and the menu appears
on the toolbar.

To remove a menu from your toolbar, place the cursor on the
menu name and click the mouse. The check mark disappears,
and the menu no longer appears on the toolbar.

Removing or Adding Menu Items

1. Place the cursor on the toolbar.
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2. Right click the mouse.
3. Adropdown list appears. Click Customize.

v Edi
|7 Wiew Az
|7 Paragraph Format
|7 Format
|7 Special Characters
Form Elements
T able
Pozition Objects

Text Direction

Cuzstomize. ..

NOTE If Customize does not appear on the menu, you are not authorized to customize
the toolbar.

4. The Toolbar Customization dialog box appears.

Toolbar Customization

| LCommands I

— Toolbare
Hew

Edit —
Wiew bz

Faragraph Formnat Delete |
Farmat
Special Characters

[ Form Elements Beset all |
[ Tahle
[ Paoszition Objects

[ Text Direction

Cloze

5. Click the menu that you want to edit.
6. Click the Commands tab. A new screen appears.
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Toolbar Customization [ x|

—All Commands
i= Bullets (Buleted List) = |

Button
el | B | ]

<1 Cell Properties. .

BEmovers | = Center [&lign Center)

" Check Spelling
et Check Speling &z vou
%I v Checkbox
f e oty | oz
CK?' Cut -
N I _'I_I

Selected Toolbar

[Edit

Cloze

Using the Customize Toolbar Dialog Box

The left half of the Commands screen lists the buttons in the
sequence in which they appear on the menu.

The right half of the screen lists available buttons that do not
currently appear on the menu.

To add a button to the toolbar, drag it from the right side of the
screen to the location on the left side where you want it to appear.
(You can also click a button then click <--Add. This action places
the button at the bottom of the list.)

To remove a button from the toolbar, drag it from the left side of the

screen to the right. (You can also click a button then click Remove-
_>_)

The Move Up and Move Down buttons let you to move any button
up or down one slot within the list of buttons.

Rearranging the Items on a Menu

1. Click the button you want to move

2. Click Move Up and Move Down to move the button up or
down one slot for each click.
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Restoring Toolbars

If you remove all toolbars from your menu, and then want to
restore the menus but do not have the Customize menu option,
follow these steps.

P w DN PR

Place the cursor in the editor.

Right click the mouse.

A menu appears with a Redisplay toolbars option.
Click this option to restore all menus.

Rearranging the Menus on a Toolbar

To move a menu to a different toolbar location, follow these steps.

1.

Place the cursor on the double vertical bars that indicate the

(4 B &= a4

beginning of the menu. =

Click the mouse.

Hold down the mouse button and drag the menu to the new
location. You can move the menu anywhere else on the
toolbar.

Note that your Webmaster can define a menu so that it cannot
reside on the same row with another menu. If you move such a
menu, it will not remain on a row with another menu. Instead, it
will move down to the next row.

After you place the menu where you want it, release the mouse
button.

Creating a New Menu

1. Place the cursor on the toolbar.

2. Right click the mouse.

3. Adropdown list appears. Click Customize.
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v Edi
|7 Wiew Az
|7 Paragraph Format
|7 Format
|7 Special Characters
Form Elements
T able
Pozition Objects

Text Direction

Customize. ..

4. The Toolbar Customization dialog box appears.

Toolbar Customization

~ Toolbars

Edit o

Wigw fg
Paragraph Formnat Delste |
Farmat

Special Characters

[ Farmi Elements Rezet Al |

[ Table

[ Paoszition Objects

[] Test Direction
Click New.

6. A new menu appears on the left side of the window, above the
existing menus. The default name of the new menu is Custom
0.

Toolhars |Qumm
Toolbars————
“ Custom [
it

7. To rename the menu, place the cursor in the field that displays
the new menu and enter the new name.
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NOTE If you click outside the toolbar name field, you cannot later change the menu’s
name.

8. To have the menu appear on your toolbar, click in the small box
to the left of the menu name.

9. Click the Commands tab.

10. Add buttons to the menu, following the procedure described in
“Using the Customize Toolbar Dialog Box” on page 388.

Moving a Menu Off the Toolbar

You can move a menu from the toolbar to anywhere else on the
screen, even if eWebEditPro+XML does not occupy the entire
screen.

You can also change the orientation of a menu that is not on the
toolbar from a horizontal to vertical.

To move a menu, follow these steps.
1. Place the cursor on the double vertical bars that indicate the

(4 B &= a4

beginning of the menu. =

2. Click the mouse.

Hold down the mouse button and drag the menu to the new
location. You can move the menu anywhere on the screen.

4. After you place the menu where you want it, release the mouse
button.

Changing the Menu’s Orientation

To change the menu’s orientation, follow these steps.

1. Drag the menu from the toolbar.

2. Move the cursor to the bottom of the menu until it becomes a
double-headed arrow (illustrated below).
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Edt B
%E\ﬂ|ﬂ“|ﬁff°m|ﬁ%$|—

3. Drag the cursor to the lower left. As you do, the menu’s
orientation changes from horizontal to vertical (illustrated
below).

25 | BMEPe<

o
=
-

BRI s® e
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The Context Sensitive Menu

This section explains the functions available on the menu that
appears when you right click the mouse within the
eWebEditPro+XML editor. You can also access this menu by

pressing the application key (@).

Because this menu can change depending on what you are doing,
it is called a context-sensitive menu.

kenus

Cut

Copy
Paste
Pazte Text

Select Al

Clean HTHML

Hyperlink....

[zert HTRL. .

v View as WYSIWYG
Wiew az HTML

Picture. ..

Ihzert Custom Tag...

NOTE A different context-sensitive menu is available when your cursor is within a table.
That menu is described in “The Table Context Sensitive Menu” on page 467.

The following table lists the menu options and where to get more
information on each.
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Menu Option Lets you For more information,

see

Menus View all toolbar menus. “Using eWebEditPro+XML

without a Mouse” on
page 516
Cut Remove selected text and graphics.
Place that data into temporary memory.
If you later cut or copy more information
into memory, the information in memory
is lost.

Copy Copy selected text and graphics into “Copying from Other
temporary memory. Leave selected data Applications” on page 397
where it is. (If you later cut or copy more
information into memory, the original
information is lost.)

Paste Insert the most recently cut or copied text
and graphics at the current cursor
location.

Paste Text Paste the contents of the clipboard as
plain text. That is, all HTML tags
(including images) are not pasted.

This button is helpful when you want to
eliminate the HTML formatting of the text
being copied.

Select All Select all information on your page. After
you select it, you can cut it, copy it, etc.

Clean Source Remove unnecessary HTML tags “Cleaning Source Code” on

page 513

Hyperlink Create a link to another Web page or a “Using Hyperlinks” on
spot within the current page page 505

Edit Source Edit your page’s HTML source “Editing a Section of a

Page” on page 512

Insert Source Insert HTML source onto the page at the “Inserting Source” on

cursor location. page 512
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Menu Option

Lets you

For more information,
see

Check Spelling

Compare words in the editor to Microsoft
WORD spelling list.

“Checking Spelling” on
page 402

View as WYSIWYG/HTML View and edit your page’s HTML “Viewing and Editing HTML”
on page 511
Picture Insert a picture “Inserting Images” on

page 410

These options only appear if
your site is using
eWebEditPro+XML:

Insert Custom tag, tag name tag
Attributes, tag name tag
Properties

Work with XML tags

“Editing XML Web Pages”
on page 368 only available
in the eWebEditPro+XML
User Guide
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Using eWebEditPro+XML's
Advanced Features

Most of eWebEditPro+XML'’s features are easy to learn. For
example, to make your text bold, you select the text, and click the

bold button (B).

However, some of ewebEditPro+XML'’s features are more complex.
For example, when creating a table, you must make several
decisions: the number of rows and columns, the size of the border,
the spacing between cells, etc.

The following sections explain ewWebEditPro+XML’s more advanced
features.
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Copying from Other
Applications

You can copy information from most other Windows
applications into ewebEditPro+XML and retain the formatting
from the original application. In general, copying from another
application involves these steps.

Sign on to the application in which the information resides.
Select the information to be copied.

Press <Ctrl>+<C>.

Go to eWebEditPro+XML.

o b~ w DN PE

Press <CtrI>+<V> to paste the selected information.

Note that you can only copy content, not background
information that generates content.

So, for example, you can copy the values in a spreadsheet but
not the formulas used to generate those values. Also, copying
dynamic fields from Microsoft WORD would retrieve the current
value of the fields but not the variables that generate those
values.

It's a good idea to experiment with copying from different
sources to test the results.
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Finding and Replacing Text

To find (and optionally replace) text on your Web page, click the

Replace button (ﬂ). When you do, the Find and Replace
dialog box appears.

Find And Replace
Find ‘what initia ]| FindMest
Replace 'with: I j
[ Match whale word arly et
I™ Match case Replace Al
Direction —

’V'rh Up = Down Cancel

You can use this dialog box to simply find text, or to find text
and replace it with other text. Each option is explained below.

NOTE You can also use this dialog to delete text that appears repeatedly. To do so,
follow the directions in "Finding and Replacing Text” on page 398 and enter
nothing in the Replace With field.

Finding Text
1. Inthe Find What field, type the text that you want to find in
the content.

2. Set dialog box options (see "Additional Options on the
Dialog Box” on page 399).

3. Click Find Next to find the next occurrence of the “find”
text.

Finding and Replacing Text

1. Inthe Find What field, type the text that you want to find.
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2. Inthe Replace With field, type the text to replace the “find”
text.

3. Set dialog box options (see "Additional Options on the Dialog
Box” on page 399).

4. If youwantto

- replace all occurrences of the “find” text with the “replace”
text, click Replace All.

NoTE You can undo replacements one at a time using the Undo button (ﬂ).

— replace only the highlighted term with the “replace” text, click
Replace.

- find the next occurrence of the “find” text (and optionally
replace it with the “replace” text), click Find Next.

- change the highlighted term using the editor, exit the Find
and Replace dialog, move to the term and edit as needed.

To restart the search, press the Find Next button (i!,).

5. Continue to find and optionally replace or edit until you reach
the end of the text.

Additional Options on the Dialog Box

The dialog box also lets you do the following.

= "Specifying a Search Direction” on page 399
e "Considering the Case of a Search Term” on page 400
< "Whole Word Match” on page 401

Specifying a Search Direction

The search begins where the cursor is when you click Find Next.
To make sure you locate every occurrence of a term, place the
cursor at the top of the content before beginning the search.

If you begin the search from somewhere other than the top of the
page, use the Direction field to search from the current location to
the top or bottom of the file.
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Find And Replace >
Find ‘what irita ]| FindMest
Feplace "ith: I j

Beplace

[T Match whole wiord oy
[ Match caze

Diirection 7 e
Wr Up o QDWHJ Cancel
To search from the Click this option in the
cursor location to the Direction field
end of the page Down
top of the page Up

Considering the Case of a Search Term

By default, the search ignores the case (upper or lower) of a
search term. In other words, if you enter Bob in the Find What
field, the search finds bob, Bob, BOB, etc.

If you want the search to be case sensitive, use the Match case

check box on the Find window. If you enter Bob in the Find What
field and place a check in the Match case box, the search only
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stops at Bob, not bob or BOB.

Find And Replace |
Find Wwhat: rm || FindMext
Replace 'with: I j

RBeplace

[T Match whale waord only

Fieplace Al

Dhirection
’Vf" Up % Down

Cancel

Whole Word Match

By default, the search finds any occurrence of the text that you
type into the Find what field. For example, if you enter the, the
search finds the word the, as well as those letters embedded in
other words, such as others and theater.

If you want the search to find only whole word occurrences of the
text you type into the Find what field, click the Match whole
words only box in the Find dialog box.

Find And Replace
Find ‘what iritia ]| FindMest
Feplace "ith: I j

[I_ b atch whals ward n:nnI_I,IJ e
™ Match case Feplace Al
Direction —
’Vr Up " Down Cancel

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 401



Checking Spelling

The eWebEditPro+XML editor can check your spelling as you type
or whenever you want to check it. The rest of this section explains

"Disabling Script Blocking” on page 402
"Checking Spelling as You Type” on page 402
"Checking Spelling Upon Demand” on page 403
"Spell Checking Selected Text” on page 405
"Setting Spell Check Options” on page 405

Disabling Script Blocking

If Norton Antivirus ™ 2001 is installed on your computer, you need
to disable script blocking in order to use the spell checker. If you do
not disable script blocking, an error message will appear whenever
you check spelling.

To do this, follow these steps.

P w N PR

Launch Norton Antivirus ™ 2001.
From the first window, click Options.
On the next window, click Script Blocking.

On the script blocking window, uncheck Enable Script
Blocking.

Press OK.

Checking Spelling as You Type

You can have the editor check spelling as you type. To turn on the
spell-check-as-you-type feature, click the automatic spell check

button( ).
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When you click the button, the spell checker reviews every word in
the file. A wavy red line ( - ) appears under any word whose
spelling is not found in the system’s dictionary.

The spell checker continues to review each word as you type it,
marking any words not in the dictionary.

NOTE Depending on the speed of your computer, there may be a short delay between
the time you type an incorrect word and when the wavy red line appears. Also, the
spell check does not check a word until you enter a space character after the
word.

Fixing Spelling Errors
There are two ways to fix a spelling error (indicated by a wavy red
line).

* Click the misspelled word and then right click. A menu displays
words that are similar to the misspelled word. Click the correct
word.

= |f you know the correct spelling, type the correction.

Checking Spelling Upon Demand

If you do not want to use the spell-check-as-you-type feature, you
can begin spell checking whenever you wish. To do this, click the

spell check button ().
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When you do, the system checks each word in the file. If the spell
check finds a word in none of the dictionaries, it displays the
Spelling dialog box.

Spelling |

Mot in Dictionany:
Iinfrmatiun lgnare
: [grore Al
Suggestions:
Chahge
Change &l
Cancel

The Spelling Dialog Box
The Spelling dialog box displays

= the word not in the dictionary (in the Not in Dictionary field).

= suggested spellings for the word (in the Suggestions field).
The most likely replacement is selected at the top of the list.

= puttons that let you ignore the word, change the word, or exit.

If you want to Do this

Replace the word with one of the suggestions and continue 1. Click the suggested word.

spell checking the page. 2. Click Change.

Replace every occurrence of the word with one of the 1. Click the suggested word.
suggestions and continue spell checking the page. 2. Click Change All.

Correct the spelling of the word by typing it and continue 1. Clickinthe Not In Dictionary
spell checking the page. field.

Correct the spelling.
Click Change.
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If you want to Do this

Leave the word as is; continue spell checking the page. Click Ignore.

You would normally do this if a word (such as a company
name) is spelled correctly even though it is not in the
dictionary.

Leave the word as is; continue spell checking the page, Click Ignore All.
ignoring all other occurrences of the word.

Stop spell checking. Click Cancel.

Spell Checking Selected Text

To check the spelling for a single word or a group of words, follow
these steps.

1. Select the text that you want to spell check.

2. Press the manual spell check button (¥7).

3. The spell checker reviews the words in the selected text and
stops at any word not in the dictionary. For documentation of
options when a misspelled word is found, see “The Spelling
Dialog Box” on page 404.

4. When the spell checker finishes reviewing the words in the
selected text, it displays the following message

Finished checking selection. Do you want to check the rest of the
document?

Click Yes to spell check the rest of the document (including text
above the selected text).

Click No to stop the spell checker.

Setting Spell Check Options

eWebEditPro+XML can use Microsoft Word’s spell checking feature
(your Webmaster makes this decision).

If your installation uses Word, Word’s Spelling & Grammar window
(available from the Tools - > Options menu) has settings that
affect the operation of the spell check.
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I ptions E |

Track Changes | Ilser Information I Compatibility | File Locations |
Wi |General| Edit | Prink I Save Spelling & Grammar
Spelling

[ iChedk speling as you tvpe'
¥ Hide spelling errors in this document

v Always sugoest corrections

[™ Suggest from main dickionary anly
¥ Ignore words in UPPERCASE

W Ignore words with numbers

V¥ Ignore Internet and file addresses

Cuskom dickionary's

ICLISTOM.DIC =] @ctianaries...|

(3 anmar
[ Check grammar as vou tvpe Wriking skyle:
¥ Hide grammatical errors in this document ITechnil:aI j

[™ check grammar with spelling ; |
™ show readability skatistics Settings. .

Recheck Document

Specifically, you can set the spell check feature to check or ignore

= words in UPPERCASE (for example, XYLOGIC)
= words with numbers (for example, mp3)

= Internet and file addresses (for example, http://www.ektron.com/
)

As an example, if you check the box to the left of Ignore Words in
UPPERCASE, ewWebEditPro+XML’s spell check does not consider
words in all uppercase characters.

You also use the custom dictionary section of the screen to identify
custom dictionaries for the spell check to reference.

The spell check feature does not use the other fields on this
screen.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 406



Editing in Microsoft Word

If your computer has Microsoft Word 2000 or greater, you can edit
content within Word. You may prefer to do this because of
familiarity with Word’s user interface, and to use additional
functionality available in Word.

NOTE Some Word formatting may not be compatible with HTML and, as a result, not be
transferred to eWebEditPro+XML.

To edit with Word, follow these steps.

1. Open eWebEditPro+XML.

Press the Word toolbar button ().

The following dialog may appear, warning you that some Word
formatting may not be transferred back to ewebEditPro+XML.
Press Yes if you still want to edit in Word.

1 Edit in Word EZ

'ou are about to edit your document in kS YWWord. Due to the limitations of HTkL, there may be a lozs of farmatting
when returning the document to the editar.

Do you wizh to proceed?

4. Microsoft Word opens. Any content that was in
eWebEditPro+XML when you pressed the Word button is
copied to Word.

Edit content as desired.
Press File -> Close.

Another warning like the one in Step 3 may appear. Press Yes
to copy the edited content back to ewebEditPro+XML.

8. When done, return to eWebEditPro+XML and press the Word
toolbar button again.
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9. If you change your mind and decide to restore the content to
the way it was before you edited it in Word, press the undo

button (7).
If you want to restore the Word changes after pressing Undo,

press the redo button (**).

Uploading an Image in a Microsoft Word Document

If you insert an image into the Word content and then paste that

content or save it, the following dialog box appears. The box lists
all images in the content and asks if you want to copy them from
your computer to your organization’s Web server.

Files W aiting for Upload x
— Files for Upload Uplaad Mow
s More |
|pload Later
Cancel

— Preview
i defaull - WoodgroweNel 2002

b2 e o i b

E stimated Upload Time: ||:||:|;|:||:|;‘| 2

If you are ready to publish your Web content and want to display
the image, click Update Now. If you plan to add more content later,
you can click Upload Later and upload all images at that time.
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Editing XML Documents

If your organization has implemented ewebEditPro+XML, you
cannot edit XML documents using Microsoft Word. This is because
Word does not support XML editing. If a full XML document is

loaded, the Word button () is disabled.

If a Word document includes some custom/XML tags, the following
dialog appears, warning you about the problem.

1 Edit in Word

WARMIMG: Thiz content containg tags that Microzoft Wiord may not recognize.
Microgoft \word may cormupt the content, introduce invalid tagz, or may not dizplay it at all.

Do you want to continue?

You can proceed and edit using Word or decide not to edit using
Word.
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Inserting Images

To insert a picture into the editor, place the cursor where you want

the image to appear and click the Insert Picture button (). When
you click the button, one of the two Picture Properties dialog boxes
illustrated below appears, depending on how your Webmaster has
set up your system.

The dialog boxes are very similar, with the only difference being
that the Select Server File button only appears on the second
dialog box.

The Select Server File button appears if your upload mechanism
is set to FTP. It does not appear if the mechanism is HTTP. For
more information, see the eWebEditPro+XML Administrator Manual
section “Managing Image Selection” > “Examples of Implementing
Image Selection” > “Selecting Files from the Server.”

Media File Selection X
— File Selection

(] 4 I
|| Cancel |

[¥ Resolve Image Paths Select Mew File | Dgfare |
— Lapout — Picture

widh: [

Height; I—

Border Thickness: ID—

Alignment; Iﬁ

Rezet |

¥ Maintain Aspect Batio
— Spacing

Horizontal: ID—

Wertical: ID—
Title:
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Media File S5election e

— Eile Selection 0k I
I Cahicel |

lmages;(— Select Server File n Select Mew File |

Options |

— Lapout — Picture

widh: [

Height; I—

Border Thickness: ID—

Alignment; Iﬁ

Rezet |

¥ Maintain Aspect Batio
— Spacing

Horizontal: ID—

Wertical: ID—
Title:

You can also access this dialog box to modify a picture after you
insert it. To do this, follow these steps.

1. Click the picture.
2. Right click the mouse.
3. Click Picture from the menu.

If you see the first dialog box, proceed to “Using the First Picture
Properties Dialog Box” on page 411. If you see the second dialog
box, proceed to “Using the Second Media Selection Dialog Box” on
page 415.

Using the First Picture Properties Dialog Box

When the first Picture Properties dialog box appears, click the
Select New File button. When you do, the Insert Media Item dialog
box appears.

This box and lets you insert a picture from your computer (and any
network folder available to your computer), or from the Web server
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to which your computer is connected. Both choices are described
below.

/3 Insert Media Item - Microsoft Internet Explorer

To Select an Existing File: File Information:

Mot Available

Delete | .
Preview

To Select a Local File:

Browse. . |

Enter a description for the file.

(0]4 Cancel

Inserting a Picture from the Server

The top left corner of the dialog box (lllustrated below) lists the
pictures on the Web server.

3 Inzert Media Item - Microsof

To Select an Existing File:

camera
choice
kA ail

Delete |
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Pictures that you previously inserted appear on this list, as do
pictures inserted by other users connected to that server.

To insert a picture from the server, follow these steps.

1. Click the picture from the To Select an Existing File field that
you want to insert.

2. Information about the picture’s file size, width and height
appears in the upper right corner of the dialog box.

3. If you want to view a picture before inserting it, click Preview
(on the right side of the dialog box).

Click OK.

5. The Picture Properties dialog box reappears. Here, you can
change the properties of the picture. For more information, see

=“Adjusting a Picture” on page 416

=“Setting a Border” on page 418

=“Aligning the Picture” on page 419

=“Adding Space around the Picture” on page 421

6. Click OK to insert the picture into the editor.
Deleting a Picture from the Server

To delete a picture from the server, select the picture and click the
Delete button.

Inserting a Picture from Your Computer

Use the lower left corner of the dialog box to insert pictures from
your computer (and any network folder available to your computer)
into the editor.
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To Select a Local File:

Browse... |

Enter a description for the file.

NOTE You can only select files in the To Select a Local File: field if your computer has
permission to upload files to the server.

To insert a picture from your computer, follow these steps.

1. Click the Browse button.

2. Navigate to the file that you want to insert and press Open to
insert it.

Your Webmaster can set a maximum size (in kilobytes) for
images. If you select an image that exceeds the maximum, an
error message appears and you cannot insert it.

Your Webmaster can also restrict the type of image file you can
insert. For example, if your Webmaster does not authorize you
to insert bitmap (.bmp) files and you try to do so, an error
message lists valid file extensions, and you cannot insert the

image.
Microzoft Internet Explorer E2

& You have nat zelected a file with one of the valid extenzions: gif,jpg,pha,jpea.jif

3. Click in the Enter a description for the file field. Enter a title
to describe the file.

4. After you insert the picture, the title appears in the dialog box’s
top left corner to identify the picture to you and all users
connected to the same Web server.
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NOTE The title is also the alt text for the image. The alt text appears in place of the
image on the Web page if the image itself cannot display for any reason.

5. Information about the picture’s file size, width and height
appears in the upper right corner of the dialog box.

6. If you want to view a picture before inserting it, click Preview
(on the right side of the dialog box).

Click OK.

The Picture Properties dialog box reappears. Here, you can
change the picture’s properties. For more information, see

=“Adjusting a Picture” on page 416

=“Setting a Border” on page 418

<“Aligning the Picture” on page 419
« “Adding Space around the Picture” on page 421
= ‘“Editing the Picture’s Title” on page 422
9. Click OK to insert the picture into the editor.

Using the Second Media Selection Dialog Box

When using the second Media Selection dialog box, you can insert
a picture from any folder available to your computer (whether the
folder is on your computer or a remote computer) or from the Web
server. Your Webmaster determines which pictures are available
on the Web server.

To insert a picture from

= a folder available to your computer, click Select New File,
navigate to the file of interest, and click OK.

= the Web server, click the Select Server File button.You are
prompted to enter a User Name and Password. Your
Webmaster assigns these codes to you, which are needed to
copy the file to the Web server.

Next, the Image Explorer dialog appears (illustrated below).
Navigate through the folder structure until you find the image.
Then click OK to insert the image into eWebEditPro+XML.
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[ abc
.............. abc1).jpg . _I
E ____________ a falder? Unlach your Wek potentisl?
------------ [ folde
< | H [~
Bl IfolderSfinde:-:-simIie.ipg
| Ok I LCancel

The Picture Properties Dialog Box

You can also use the Picture Properties dialog box to

= adjust the picture’s width, height, border thickness, and
alignment

= reset the image’s properties width, height, border thickness,
and alignment to their original specifications

= set spacing between the picture and surrounding information
on the page

= enter or edit the picture’s title

= view technical information about your connection

Adjusting a Picture

The layout area of the Picture Properties dialog box lets you adjust
a picture’s width, height, border thickness, and alignment.
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— Layaut

width: 16
Height: I‘IE—
Border Thickness: IEI—

[

Alignment; I Motk zet

Reszet

You can use the following fields to adjust the picture before
inserting it into the editor.

To make this change Use this field
The width of the picture, in pixels Width
The height of the picture, in pixels Height

Add a border around the picture

Border Thickness

For more information, see “Setting a Border” on
page 418

Adjust the alignment of the picture

Alignment

For more information, see “Aligning the Picture” on
page 419

WARNING! If you substantially adjust the picture’s height and/or width, the picture may be
distorted when users view your Web page.

Pixels

A pixel is a single point in a graphic image.

Computer monitors display pictures by dividing the screen into
thousands of pixels, arranged in rows and columns. The pixels are
so close together that they appear connected.

Below is an image shown at regular size and then enlarged so you
can see the pixels that make up the picture.
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regular size

enlarged to show pixels

Setting a Border

To add a border around a picture, enter the border’s thickness in
pixels in the Border Thickness field on the Picture Properties
dialog box.

— Layout

"wdidth: I'I B
Height: |'| E

(El:urder Thickness: IDJ
Alignment; I Mot zet j

Fezet |

Here is a picture with a 1 pixel border. l=—

Here is the same picture with a 10 pixel border..

If the picture is not a hyperlink, its border is black. If the picture is
also a hyperlink, the border is the same color as a hyperlink (for
example, blue or purple if visited).
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Aligning the Picture

To align a picture, use the Alignment field on the Picture

Properties dialog box.

— Layout
"width:

Height:
Border Thicknezs:

e
e

I::Elignment:

-
-

IN:::t SEEI

Reszet

When deciding how to align a picture, you need to become familiar

with these terms.

= Daseline of text - the imaginary line on which the text lies.
Some letters (such as g, p and y) have descenders, segments
of letters that extend below the baseline

e pottom of text - the lowest section of a line to which a

descender extends

= top of text - the highest spot of a line to which any segment of a

letter extends

= vertical center - the midpoint between the top and bottom of the

line

_ - top
vertical _
center baseline

The following table lists your alignment choices.

bottom
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To align Click this in the lllustration
Alignment field

The picture on the left margin, allowing Left

subsequent text to wrap around it & lett

The picture on the right margin, allowing Right

subsequent text to wrap around it - &
right

The top of the picture with the top of the Text Top, Top

text & texttop

The vertical center of the picture with the Middle _

baseline of the text & triddle

The vertical center of the picture with the AbsMiddle

vertical center of the text a absmiddle

The bottom of the picture with the Bottom, Baseline

baseline of the text (This is the default

alignment) bottom

The bottom of the picture with the bottom AbsBottom

of the text &
abshottom

Resetting Width, Height, Border Thickness, and Alignment

If you adjust the picture’s width, height, border thickness, and/or
alignment and later want to restore all of those settings to their
original values, click the Reset button.
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= Lanout
Wwidth:

IED—
Height: IED—
IEI—

[

Border Thickness:

Alignment; I Mot zet

ﬂ Feset |J

Note that you cannot selectively restore some settings -- the Reset
button automatically restores all of them.

Adding Space around the Picture

On the Picture Properties dialog box, you can use the Spacing
fields (Horizontal and Vertical) to add space around the picture.
You enter a number of pixels to determine spacing value.

Spacing
Huorizonkal: I 0
Yertical: I 0
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The following graphic illustrates the effect of adding spacing to a
picture.

This image has no vertical or hortzontal space |

B3|
This image has 20 pmels of vertical space, no hortzontal space
This image has 20 pels of honzontal space, no vertical space |

By
This image has 20 pixels of vertical space and 20 pixels of honizontal space

Editing the Picture’s Title

The title that you entered in the Insert Media Item dialog box
defaults into the Title field of the Media Selection dialog box. You
can edit the title in this field if desired.

NOTE The title is also the alt text for the image. The alt text appears in place of the
image on the Web page if the image itself cannot display for any reason.

The Options Button

When you click the Options button on the File Properties dialog
box, the options dialog box appears. The box displays information
about your connection to the Web server.

Cancel

acal File | [ Diptions

For information about these settings, see “Uploading Images” in
the ewWebEditPro+XML Developer’'s Reference Guide.
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Moving an Image to the Server

If you insert an image from your computer into eWebEditPro+XML
content, that image must be moved to the server when you save
the content. The image can only appear on Web pages that display
it after you move it to the server.

When you save content that incudes an image you inserted, the
following dialog appears.

Files Waiting for Upload E3
— Files for Upload | Upload Naw
s |0 More |

wynet 13 KB

Upload Later |
[E&rieE] |

— Preview

Estimated Upload Time: ||:||:|;DD;|:|5

Title

All inserted files appear in the dialog, which also estimates how
long it will take to move the files to your server. If you do not want
to wait that long to upload the files, click Upload Later. If you do
this, the images will not appear on the published Web content until
you move them to the server.

You can also enter a Title for the image near the bottom of the

screen. If you do, this text appears when the user reading the Web
pages moves the cursor over the image.

Deleting a Picture

If you want to delete a picture, follow these steps.
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1. Move the cursor over the picture.
2. Click the mouse to select the picture.

3. Click the Cut button (d).

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 424



Editing Images

WeblmageFX lets you select an image from the content, edit that
image, and then insert the updated image into the content. Editing
consists of several functions available on the toolbar, such as

< brightening
= rotating
= changing the color depth

* inserting text
This section explains WeblmageFX.

Important! WeblmageFX is an external, add-on product available from Ektron.

Using WeblmageFX

Choosing the Image

If you double click an image, it appears within WeblmageFX. You
can also right click the mouse and choose Image Editor from the
menu that appears.
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WeblmageFX looks similar to ewebEditPro+XML but has different
menu and toolbar buttons.
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If the Image Edit button (af) appears on your toolbar, you can click
it to open WeblmageFX. If no image is selected when you press
the button or click the menu command, a blank editor appears, and
you can use the File -> Open command to choose an image.

Once the image is in WeblmageFX, you can use the buttons and
menu options to edit it. The rest of this chapter describes those
buttons and menu options.

Saving the Image
When you finish editing the image, you can insert it into the content
by pressing the Exit button (ﬂ-"). Alternatively, you can save the
image to a local or network folder using the Save button (H).

When you insert the image into the content, WeblmageFX checks
the file extension. If the image is a .gif file, it is saved as a .png file

in your temporary directory. For example test.gif is saved as
C:\Documents and Settings\your user name\Local
Settings\Temp\test.png.

Any other file type is saved in your temporary directory without
changing the file extension, unless you use the Save As option.
For example, you save test.jpg as test.png.

Assigning a Name to a New Image
If you create an image in WeblmageFX, and then exit
WeblmageFX and return to eWebEditPro+XML, the system assigns

the image a random name, such as WIF50A.jpg.

If you want to assign a different name and/or folder to the image,
use the Save as command.

See Also: "Save As” on page 450

Toolbar Buttons and Menu Commands

The following tables list each toolbar button and menu command.
They are followed by a more detailed description of each function.
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File Menu Options

different name or format.

Twain Acquire

Performs a single page scan.

Before scanning, you must select a
source using the Twain Source
command.

"Twain Acquire” on
page 453

Toolbar Command Brief Description For more
Button information, see
M Create New Creates a new image. "Create New” on

page 437
= Open Selects an image to edit. "Open” on page 443
H Save Saves changes to an image. "Save” on page 449
ﬁ Save As Saves the current image under a "Save As” on page 450

Twain Source

Allows the user to select a source for
acquiring an image, such as a
scanner or digital camera.

"Twain Source” on
page 454

EB.

Exit

Save changes and return to
eWebEditPro+XML.

"Exit” on page 439

e

Exit without save

Ignore changes; return to
eWebEditPro+XML.

"Exit without Save” on
page 440

Edit Menu Options

Toolbar Command Brief Description For more
Button information, see
copy Copies a selected area of an image. "Copy” on page 437
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Toolbar
Button

Command

Brief Description

For more
information, see

paste as new
image

Inserts copied image or area into a
new file.

"Paste as New Image”
on page 445

) undo Reverses the most recent action. "Undo” on page 454

cu redo Reapplies the changes from the "Redo” on page 447
command that occurred before you
pressed Undo.

£ select Selects an area of an image. You "Select” on page 451
can then perform actions on the
area, such as blur and delete.

.h: crop Removes everything outside of "Crop” on page 437
selected area of an image.

delete Deletes selected area of an image. "Delete” on page 438

View Menu Options

Toolbar
Button

Command

Brief Description

For more
information, see

&

reset zoom ratio

Displays image at full size.

"Reset Zoom Ratio” on
page 448

®

zoom in

Increases an image’s magnification.

"Zoom In” on page 455

zoom out

Decreases an image’s magnification.

"Zoom Out” on
page 456
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Image Menu Options

Toolbar Command Brief Description For more
Button information, see
o image info Displays information about an "Image Info” on
image. page 441
o dimensions Modifies an image’s width and "Dimensions” on
height. page 438
& color depth Changes the number of colors "Color Depth” on
available to an image. page 435
ﬂ blur Blurs or softens an image. "Blur” on page 431
ﬂ'-. sharpen Sharpens edges within an image. "Sharpen” on page 451
o brightness Changes an image’s brightness. "Brightness” on
o page 432
p contrast Changes the difference between "Contrast” on page 436
light and dark areas of an image.
i horizontal flip Reverses an image horizontally left "Horizontal Flip” on
+ -+
to right. page 441
I: vertical flip Flips an image vertically top to "Vertical Flip” on
bottom. page 455
) rotate Turns an image a specified number "Rotate” on page 448

of degrees.
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Annotation Menu Options

Toolbar Command Brief Description For more
Button information, see
% pointer selection Click an annotation to select it. "Pointer Selection” on
page 445
,@ choose color Sets the color for an annotation "Choose Color” on
before you insert it. page 433
Ar choose font Sets the color of text before you "Choose Font” on
- insert it. page 434
&, freehand Draws a line in any shape that you "Freehand” on
want. page 440
. line Draws a straight line. "Line” on page 442
® oval Draws an oval. "Oval” on page 444
a) polygon Draws a polygon (a closed figure "Polygon” on page 446
surrounded by straight lines).
H rectangle Draws a rectangle. "Rectangle” on
page 447
T text Inserts text. "Text” on page 452
Blur

Standard Toolbar Button

O

Description

Blurs or softens an image. You can select a level of blur, from 0

through 4.
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If you select an area of the image, the command only changes that
area.

Dialog Box

. Blur =] =3

Blur

ak. I Cancel |

Brightness
Standard Toolbar Button

Description

Increases or decreases an image’s brightness. You can select a
brightness level from 32 (brightest) through -32 (darkest).

If you select an area of the image, the command only changes that
area.

NOTE  You cannot adjust brightness if the image’s bit depth is 8 or fewer. See Also:
"Specifying Color Depth” on page 456

Dialog Box
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. Brightness [_[O]

Brightness

El

Choose Color
Standard Toolbar Button

£

Description
Lets you choose the color of an annotation before you insert it.
To change an annotation’s color after inserting it, place the cursor
on the annotation and press the right mouse button to display the
Attributes menu.

Dialog Box
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Color

=
[%]

B azic colors:

BN ' TEEENT

Define Cugtom Caolors > "

] I Cancel |

Choose Font
Standard Toolbar Button

AY

Description
Lets you choose the color of annotation text before you insert it.
To change an annotation’s color after inserting it, place the cursor
on the annotation and press the right mouse button to display the
Attributes menu.

Dialog Box
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Eant; Font style:
Bold oK. |
Feqular
Aiial Black = |lalic ﬂl
()} &rial Marow Bald
Hr vial Unicode M5 Bald Italic
% B atang
Berling Antiqua
()} Book &ntiqua ;I
—Sample
AaBbYyZz
Script:
IWestern j

Color Depth
Standard Toolbar Button

¢
Description
Changes an image’s color depth.
See Also: “Specifying Color Depth” on page 456
Dialog Box
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. Color Depth [_ O]

— Color Depth

1 bit [2 colors)
4 bit [16 colors)
" B hit [256 colorg]

% 24 bit [16M colors]

Cancel

Contrast
Standard Toolbar Button

i
Description
Increases or decreases an image’s contrast (that is, the difference
between light and dark areas of an image). You can select a
contrast level, from 10 through -10.
If you select an area of the image, the command only changes that
area.
Dialog Box
. Contrast Mi=] E3
Contrast

N
[}
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Copy

Standard Toolbar Button

Description
Copies a selected area of an image. After you copy an image, you
can paste it using the paste command. See Also: "Paste as New
Image” on page 445
To select an area of an image, use the Select command. See Also:
"Select” on page 451
If you do not select an area, the entire image is copied.

Create New

Standard Toolbar Button
[

Description
Lets you create a new image. If you are editing an image when you
press this command, you are asked if you want to save changes to
it first.

By default, a new image’s bit depth is 24, but you can change it if
desired using the color depth command.

See Also: "Color Depth” on page 435

Crop
Standard Toolbar Button

y

Description
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Keeps selected area of an image; removes everything outside that
area.

To use the Crop command, follow these steps.

1. Select an area of an image that you want to keep.

2. Press the Crop button (11 ).
3. Everything outside the selected area is removed.

Delete
Standard Toolbar Button

X

Description

Removes a selected area of an image. You must select an area
before you delete it.

The deleted area is not saved for later pasting. In contrast, if you
use the Cut command, you can later paste the cut area.

Dimensions
Standard Toolbar Button

Description

Lest you change an image’s width and/or height, which are defined
in pixels.

Maintaining Aspect Ratio

Use this check box to change an image’s size while maintaining its
aspect ratio.
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PRLTY g, IDUU

v Maintain Aspect B atio

[ L R T (alpln}

Aspect ratio is the ratio of an image’s width to height. For example,

if a graphic has an aspect ratio of 2:1, its width is twice as large as
its height.

If you check the Maintain Aspect Ratio box, just specify a new
width -- the height is calculated automatically.

Dialog Box
. Dimensions [_ O]
— Dimenzions
Mews Width: 18
Mew Height: |?4
[~ Maintain Aspect Ratio
Current Width: 218
Current Height: 74
Ok I Cahcel
Exit

Standard Toolbar Button
e
Description

Save the change in the WeblmageFX and return to
eWebEditPro+XML, where the updated image appears.
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Exit without Save
Standard Toolbar Button

[+

Description
Ignore changes made to the image in WebimageFX. Return to
eWebEditPro+XML.

Freehand

Standard Toolbar Button

&

Description
Lets you draw a line in any shape that you want, similar to using a
pen on paper.
To use this command, click the freehand command, drag the line,
and release the mouse. To change the line’s size or color, place
the cursor on the line and press the right mouse button to display
the Attributes menu.

Dialog Box
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Ling Attributes | Calar f-\ttributesl

Line Size

B

[V | Highlight

(4 I Cancel

Horizontal Flip
Standard Toolbar Button

' s
+w

Description
Reverses an image horizontally left to right.
Click this command again to reverse the image horizontally right to
left.
Image before horizontal flip
Image after horizontal flip
Image Info

Standard Toolbar Button
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Description
Displays information about an image:
= image name
= height and width in pixels
= bit depth (See Also: "Specifying Color Depth” on page 456)
= file format
Line

Standard Toolbar Button

Description

Draw a straight line. To change a line’s size or color, right click it
after drawing it.

To use this command, click the line command, drag the line, and
release the mouse. To change the line’s size or color, place the
cursor on the line and press the right mouse button to display the
Attributes menu.

Dialog Box
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Open

Standard Toolbar Button

Description
Select an image for editing. The image can be on your computer or
a local area network.

Dialog Box
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Load Image EHE
Loak in: Iae'w'eblmageEdit j = |‘=j< v

i

o

r'-'1_',' Documents

File name:

Filez of twpe: PEG Files [* jpg.” jpea) E

[ Dpen as read-only

&

To change the type of file that appears in the window, click the
down arrow (circled above) to the right of the Files of type field.
Your system administrator determines which types of files you can
edit.

Oval
Standard Toolbar Button

@

Description
Draws an oval.
To use this command, click the oval command, drag the line, and
release the mouse. To change the oval's line size or color, place
the cursor on the line and press the right mouse button to display
the Attributes menu.

Dialog Box
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Ling Attributes | Calar f-\ttributesl

Line Size

B

[V | Highlight

(4 I Cancel

Paste as New Image
Standard Toolbar Button

Description

After you copy or cut an image or an area of an image, use paste
as new image to insert it into a new file.

Before creating a new file, WebimageFX asks if you want to save
changes to current file.

Pointer Selection
Standard Toolbar Button

X

Description

Click an annotation to select it. After you select an annotation, you
can perform functions on it, such as delete it.

This command is a toggle, which means the first time you click it, it
is on, and the next time you click it, it is off.
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Polygon
Standard Toolbar Button

i)
Description
Draws a polygon (that is, a closed figure surrounded by straight
lines).
To use this command, follow these steps.
1. Click the polygon command.
2. Drag the line in one direction as far as you want.
3. Drag the line in the other directions to complete the polygon.
4. Double click the mouse to terminate the polygon.
5. To change the polygon’s line size or color, place the cursor on
the line and press the right mouse button to display the
Attributes menu.
Dialog Box
Line Attributes | Colar f-\ttributesl
Line Size
B
[v! Highlight

Ok, I Cancel

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 446



Editing Images

Rectangle
Standard Toolbar Button

|
Description
Draws a rectangle.
To use this command, click the rectangle command, drag a
rectangle, and release the mouse. To change the rectangle’s line
size or color, place the cursor on the line and press the right mouse
button to display the Attributes menu.
Dialog Box
Ling Athributes | Calar f—\ttributesl
Line Size
E
[+ Highlight
0K I Cancel
Redo

Standard Toolbar Button

Description
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If you use the Undo command and then decide that it was a
mistake, use this command. It re-applies the changes from the
command that occurred before you pressed Undo.

See Also: "Undo” on page 454

Reset Zoom Ratio
Standard Toolbar Button

@
Description

Displays image at full size.

See Also: "Zoom In” on page 455; "Zoom Out” on page 456
Rotate

Standard Toolbar Button

6
Description
Turns an image a specified number of degrees. Note that the
dialog box lets you rotate the image
* |eft or right
* 90, 180, or 270 degrees

= any number of degrees between 1 and 359
Dialog Box
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i, Rotate Mi=] E3
— Direction

& eff " Right
— Dearee

* 90 180 270

" Free: |9|:| [1-359)

K I Cancel

Save
Standard Toolbar Button

=
Description
Save changes to an image. If required information is missing, such
as the image name, you are prompted for this information.
Dialog Box
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Save Image As K E3
Save i ﬂ = cF EE-
ADOBEAPP [ image gear [ Frograrn Files
BDE [ Inetpub CIPSFONTS
CFUSION T Instal 1 System Volume
| Canfig.Msi 1 10rEdit_Manual [C1 Tech Pubs dey
Documents and Settings @ mzpcint & Temp
EktronD e CIMs50L7 [ unzipped
ewebeditpro O by Music I
filz drop [T Mortan Systeriw/orks2001 w401 (2 whroker
1 framemaker test 3 portutility [C ViewletBuilder:
4] | 0
File narne: ILlntitIed'l j Save I
Save a3 type: |GIF Files [.qif) j Cancel |
A

NOTE The dialog box only appears the first time you save the image. If you later want to
save it to a different folder, or under a different name or file type, use the Save As
command.

Save As
Standard Toolbar Button

Description
Save the current image under a different name or format. For
example, you might save mypicture.gif as mypicture.jpg.
Your system administrator determines which file formats are
available.

Dialog Box

See "Save” on page 449
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Select
Standard Toolbar Button

ol

Description

Selects an area of an image. You can then execute other
commands on the selected area, such as blur, sharpen, cut, and
delete.

NOTE Once you press the Select command, it remains selected and continues to be
active until you press it a second time.

Sharpen
Standard Toolbar Button

A

Description
Sharpens edges within an image. You can select a level of
sharpness, from 1 through 5.
Sharpening brings an image into better focus and increases the
detail.
If you select an area of the image, the command only changes that
area.

Dialog Box
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. Sharpen [_[O]

Sharpen

Ok I Cancel |

Text
Standard Toolbar Button

T
Description

Places text on an image. You can also change the text's size, font,
color, and attributes (bold, italic, etc.).

To use the Text command, follow these steps.

Click the Text button (T).
Move the cursor to where you want to place the text.

Click the mouse button and drag a rectangle in which to insert
the text.

NOTE Make sure the rectangle is large enough to accommodate your text. The rectangle
disappears after you enter text.

4. Type the text.
5. Click outside the rectangle to close it.

6. To change the text or its font, size, style, color, etc., place the
cursor over the text and right click the mouse. The text
attributes dialog appears.

Dialog Box
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Fant Attributes | Calor .-’-‘n.ttributesl Text .i‘n.ttlibutesl
Font: Style:
(@B atang il Bald j
@MS Mincho I
@PMingLiL _
(&HSimSun 12

EAEYN ] EVN P

Sample:

AaBbYyZz

NN Ca—

™ Underline
[ Stikeout

o ]|

Cancel |

The following table lists functions you can perform with this dialog.

To change this

Use this tab/field

font

Font Attributes/Font

font size

Font Attributes/Size

font style (bold, italic, etc.)

Font Attributes/Style

underlinin

Font Attributes/Underline

strikeout (for example, sample)

Font Attributes/Strikethrough

font color

Color Attributes/Primary
Color

text

Text Attributes/white box

end of a line

if text wraps when it reaches the

Text Attributes/ Wrap

Twain Acquire
Standard Toolbar Button
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Description
Perform a single page scan from a previously selected source.
See Also: "Twain Source” on page 454
Importing Scanned Images

WeblmageFX lets you acquire images from a scanner or digital
camera that supports the Twain standard. You select the source
(using Twain Source) and do a quick acquire from that source
(using Twain Acquire).

Limitations

= You can only acquire one page at a time

= Few digital cameras support twain. Usually, digital cameras
resemble a hard drive or use proprietary software to extract
images. Ektron does not support an interface to proprietary
software.

= Not all scanners support the twain standard

Twain Source
Standard Toolbar Button

Hx
Description
Lest you select a source for acquiring an image, such as a scanner
or digital camera.
See Also: "Twain Acquire” on page 453
Undo

Standard Toolbar Button
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K}

Description
Reverses the most recent commands within the current editing
session.
You can undo several commands at once by pressing the undo
command repeatedly. The first time you press the command, the
most recently completed command is “undone.” The next time, the
second most recently completed command is “undone”, etc.
See Also: "Redo” on page 447

Vertical Flip

Standard Toolbar Button
T
*-

Description
Flips an image vertically top to bottom.
Click this command again to reverse the image vertically bottom to
top.
Image before vertical flip A
Image after vertical flip

Zoom In

Standard Toolbar Button

®

Description
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Increases an image’s magnification.

You can press this command several times to continue to increase

magnification.

See Also: "Zoom Out” on page 456; "Reset Zoom Ratio” on

page 448

Zoom Out

=)
Standard Toolbar Button

Decrease an image’s magnification.

You can press this command several times to continue to decrease

magnification.

See Also: "Zoom In” on page 455; "Reset Zoom Ratio” on

page 448

Specifying Color Depth

To specify an image’s color depth (that is, the number of colors
available to an image), specify a bit depth. The color depth is
derived from the bit depth. Here are the bit depth values.

Bit depth Color depth
1 2 colors

4 16 colors

8 256 colors

24 16M colors
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Sometimes, the information on your Web page looks better when
displayed on a table. Here is an example.

City Baseball Team Hockey Team
Boston Red Sox Bruins

New York Yankees / Mets Rangers
Chicago White Sox / Cubs Black Hawks

This section explains

= "Creating a Table” on page 458

= "Deleting a Table” on page 459

= ’Inserting a Table within a Table” on page 460

See Also: “Table Dialog Boxes and Menus” on page 461,
“Manipulating Your Table’s Format” on page 468, “Working with
Table Cells” on page 483 and "Section 508 Tables” on page 518
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Creating a Table

To create a table, click the table button (&) then click Insert Table
from the menu. When you do, the Insert Table dialog box appears.

Inzert Table |
—Size
]
Blows: IE
Cancel
Columnns: I3
— Layout — Borders
\wickh: TR [~ Use Default Colar
" Mot Specified Barder Calor: -
+ Percent -
" Pixels Border Size: 2
Harizontal Alignment; j Cell Padding: 2
Cell Spacing: 3
— Custom B ackground
[ETErT :
Background Calar: Serzafz [V Unassigned
B ackground Image:
j Eram File...

You can also access this dialog box after you insert it. You would
do this if you wanted to edit any of the information entered in the
dialog.

To access this dialog after insertion, follow these steps.

1. Click the table.
2. Right click the mouse.
3. Click Table Properties from the menu.
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When creating a table, you can specify the

= number of rows and columns

= width

= horizontal alignment on the page

= background color or background picture

e border size and color

For more information about managing tables, see “Manipulating
Your Table’s Format” on page 468.

For more information about managing individual cells within a
table, see “Working with Table Cells” on page 483.

Deleting a Table

To delete a table, follow these steps

1. Move the cursor over the table until the cursor becomes a four-
headed arrow (‘“I“).

2. Click the mouse button. The table becomes selected (small
squares appear around it).

@

(@

3. Press <Delete>.
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Inserting a Table within a Table

You can insert a table within a table. You might want to do this to
arrange text in columns.

Hr;urizontal Right Left Center
Alignment

text)| tesxt text

NOTE HTML does not let you use tabs or spaces to align text in columns. You must use
a table to align columns. You can remove the table’s border, so that no lines
appear between the columns and rows.

To insert a table within a table, follow these steps.

1. Place the cursor in the cell into which you want to insert a table.

2. Click the Insert Table button (E).
3. Click Insert Table from the menu.

[ Inzert Table...

[nzert F o

[ngzert Colurmi
Ihzert Cell

Delete Rows
Delete Columnz
Delete Cells

fermelEels
Split Cell

T able Properties. ..
Cell Properties...

4. The Insert Table dialog box appeatrs.
5. Edit the fields in the dialog box as needed. Then, click OK.
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This section explains the menu options and dialog boxes you use
to manipulate tables and cells. In most cases, you are referred to
another section that describes the feature in more detail.

This section explains

e "The Insert Table Menu” on page 461
e« "The Table Properties Dialog Box” on page 463
= "The Cell Properties Dialog Box” on page 465

= "The Table Context Sensitive Menu” on page 467

The Insert Table Menu

You access the Insert Table menu by clicking on the Insert Table
button () while the cursor is inside a table.

NOTE Before you click the button, make sure the table is not selected (that is, the table
is not surrounded by small boxes).

When you do, the following menu appears.

1 Ingert Table...
}: Inzert Fow

...ﬁ... [nzert Colurm
E“:' Ihzert Cell

= Delete Rows
"U" Delete Columns
B Delete Cells
s fderge [Eell=
B3 Split Cel

F Table Properties. .
@ Cell Properties. .
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The following table lists the menu options and where to get more

information on each.

row in which the cursor is currently
resting

Menu Option Description For more information, see

Insert Table Inserts a new table where the “Creating a Table” on page 458
cursor is currently resting

Insert Row Creates a new table row above the “Adding or Removing Rows and

Columns” on page 469

Insert Column

Creates a new table column next to
the column in which the cursor is
currently resting

“Adding or Removing Rows and
Columns” on page 469

cursor is currently resting

Insert Cell Inserts a cell to the left of the cursor
in a table
Delete Rows Deletes table row in which the “Adding or Removing Rows and

Columns” on page 469

Delete Column

Deletes table column in which the
cursor is currently resting

“Adding or Removing Rows and
Columns” on page 469

occupies one half the size of the
original cell.

Delete Cells Deletes the selected cells

Merge Cells Combines the contents of two or “Merging Two Cells” on page 497
more selected cells into one

Split Cell Divides a cell into two. Each cell “Splitting a Cell” on page 496

Table Properties

Displays and lets you edit table
properties, such as the number of
rows and columns, cell padding,
and borders.

“The Table Properties Dialog Box” on
page 463

Cell Properties

Displays and lets you edit cell
properties, such as width and
alignment

“The Cell Properties Dialog Box” on
page 465
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The Table Properties Dialog Box

The Insert Table dialog box lets you manipulate most elements of a
table‘s appearance.

Insent Table |
— Size
] 4
Blowes: IE
Cancel
|3

Colurnns:

— Layout — Borders
width: TR [T Use Default Colar
" Mot Specified Border Calar: -
i+ Percent -
i Pigelz Border Size: 2
Harizontal Alignment; j Cell Padding: 2
Cell 5pacing: 3
— Cuztam B ackground
AR AEE :
Eackground Colar; arrEabaE ¥ Unassigned

B ackground [mage:

I j Eraom File...

The following table lists the fields on this dialog box and refers you
to the section that explains each field.
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Field(s)

Lets you specify

For more
information, see

Size: Rows, Columns

The number of rows and
columns in the table

“Choosing the Number
of Rows and Columns”
on page 468

Layout: Width

Table width

“Specifying Table Width”
on page 470

Layout: Horizontal
Alignment

The table’s alignment
across the Web page

“Setting Horizontal
Alignment” on page 493

Background Color

The background color of
the table

“Specifying a Table’s
Background Color” on
page 476

Background Image

A background image for
the table

“Specifying a
Background Image
for a Table” on
page 477

Borders: Use Default
Color

Whether or not to use
the default color (gray)
for table borders

Border Color

If you do not use the
default, the color of the
table border

“Assigning Border
Color” on page 479

Border Size The size of the table “Assigning Border Size”
border on page 481

Cell Padding The space (in pixels) “Assigning Cell
between the cell text Padding” on page 500
and a cell’'s border

Cell Spacing The space (in pixels) “Assigning Cell

between a cell and
surrounding cells

Spacing” on page 500
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The Cell Properties Dialog Box

The Cell Properties dialog box lets you manipulate most elements
of a cell's appearance.

Cell Properties |

—Span

]9

Bows Spanned:
Cancel

Columnz Spanned:

— Layout — Borders

Wfidth: ¥ Use Default Calor

.

Mot Specified Border Calor:
" Percent

W 'word Wrap " Pizelz

Harizontal Alignment;

Wertical Alignment;

— Custom B ackground

Eackground Colaor; SrrEafaE ¥ Unassigned

Background [mage:

I j From File...

The following table lists the fields on this dialog box and refers you
to the section that explains each field.
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Field(s)

Lets you specify

For more
information, see

Rows Spanned

If the cell spans two or
more rows

“Spanning Rows or
Columns” on page 491

Columns Spanned

If the cell spans two or
more columns

“Spanning Rows or
Columns” on page 491

Width The minimum cell width “Specifying the Width of
a Cell” on page 483
Word Wrap Whether text moves “Word Wrap” on

down to the next line
when it reaches the
specified width of a cell

page 498

Horizontal Alignment

The alignment of data
across a cell

“Setting Horizontal
Alignment” on page 493

Vertical Alignment

The alignment of data
up and down within a
cell

“Setting Vertical
Alignment” on page 495

Background Color

The cell's background
color, if you want it to be
different from the table’s
background color

“Specifying a Cell’'s
Background Color” on
page 487

Background Image

A background image for
the cell

“Specifying a
Background Image for a
Cell” on page 489

Use Default Color

Apply the table border
color to this cell border

Border Color

Apply a color other than
the table border color to
this cell border

“Setting a Cell's Border
Color” on page 486
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The Table Context Sensitive Menu

The following menu appears when you right click the mouse while
the cursor is in a table.

i
[Samy
Faste

Select Al

[nzert Fow
[nzert Calumnn

Delete Rows

i

Delete Columnz

i ErgeCells
Split Cell

T able Froperties. ..
Cell Properties...

Hyperlink...
Picture...

Clean HTML Code...
Inzert HT kL

All items on this menu are described in "The Context Sensitive
Menu” on page 393 except Tables, which is described in "The
Insert Table Menu” on page 461.
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Format

This section explains how to manipulate your table’s format by
specifying

= anumber of rows and columns

e awidth

= horizontal alignment

* a background color or image

* border color and size

NOTE You can also apply most of these properties to individual cells within a table. See
“Working with Table Cells” on page 483 for details.

Choosing the Number of Rows and Columns

Use the Size section of the Insert Table dialog box to specify the
number of rows and columns in the table.

Inzert Table

Size
Blons; 2
Columnns: 2
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A row is a horizontal series of cells, while a column is a vertical
series.

|
R oiws

Columns

If you know how many rows and columns the table will be, enter
those numbers. If you don’t know the number of rows and columns
you need when you create the table, estimate how many you need.
You can add or remove rows and columns later.

Placement of Inserted Row or Column
If you add a row, it appears above the row in which the cursor was
resting when you pressed Insert Row.

If you add a column, it appears on the left side of the table.

Adding or Removing Rows and Columns
To add or remove rows and columns after you create the table,
follow these steps.

1. Place the cursor in the cell from which you want to add or
delete.
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2. Right click the mouse. A menu appears.

i
[ele ]
Faste

Select All

[nzert Fow
|nzert Caolurmn

Delete Rows

ft

Delete Columns

flerge ells
Split Cel

T able Properties...
Cell Properties. .

Hyperlink...
Ficture...

Clean HTRL Code. ..
|nzert HT kL
Wiew az HThL

3. Click the appropriate action from the menu. For example to add
a row, click Insert Row.

NOTE If you are working with nested tables, and you add or remove a column then undo
that action and redo it, you must press the redo button once for each cell in the
row or column.

Specifying Table Width

When you create a table, you can set its width by specifying one of
the following:

= percentage of the window: the table’s width varies as a user
adjusts the browser size

< fixed number of pixels, the table’s width stays the same as a
user adjusts the browser size

You can also not set a width but instead let information you enter
into the table’s cells determine its width.
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NOTE To set the width of a table column, adjust the width of one of the cells within the
column (as described in “Specifying the Width of a Cell” on page 483). Usually,
this change affects all other cells in the column.

Specifying Table Width by Percentage

Specify table width by percentage if you want the table to be
resized as the user resizes the browser.

NOTE In order for the table to resize with the browser, the Word Wrap attribute must be
turned on in all of a table’s cells. For details, see “Word Wrap” on page 498.

For example, if you specify that a table is 100% wide, and your
browser displays 14 inches across when it is maximized, the table
fills the screen (except for the browser border).

- Netzcape

File Edt “iew Go Communicator Help

e 2 A D e w3 & B F
Back  Fomwad  Reload  Home  Search  Metscape  Print Secuity  Shop Stop
Table Properties
Horizontal Algnment Sets the horizontal position of the entire tahle.
Border Color Sets the color of the table borders unless Use Defawl Coic
Border Size Sets the thickness of the table barders in pixels.
el Padding Sets the spacing around the text in a table cell.
Zell Spacing Sets the spacing between cells in the table
Background Calar Sets the background color of the table unless Linassioned |
Background lmage Sets the image to be displayed in the table's background.
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If you resize the browser to half the screen, the table will be about
7" wide. You still see both columns, but some of the data is moved
down.

- Netscape

File Edt “iew Go Communicator Help

i@ﬂﬁa&a

Back Fomward  Feload Haome Search  Metzcape

Table Properties
Horizontal Sets the horizontal position of
Alignment the entire tahle.
Border Calor Sets the colar of the takle
harders unless Lise Defauf
Caioris checlked.
|B|:|rder Size |5Ets the thickness of the takle

Setting Table Width by Percentage
To specify table width by percentage, choose Percent in the layout

section of the Insert Table dialog box. Then, specify the percentage
at the Width field.

Insert Table

— Size
Bows: 2
Columnz: 2
— Layout
width: |1 00%
" Mot Specified
% Peicent
" Pigels
[ N B I L Il’!F!nIF!r
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Specifying Table Width by Pixels

Specify table width by pixels if you want the table to remain the
same size if a user resizes the browser.

For example, if you specify that a table is 610 pixels wide, and the
user’s browser is set to low resolution (640 x 480 pixels), the table
occupies the full width of the browser when it is maximized.

If the user resizes the browser so that it only occupies the left half
of the screen, only the left half of the table appears. A scroll bar
appears at the bottom of the browser. The user must move the
scroll bar to see the rest of the table.

File Edit Y“ew Go Communicator Help

b

« 2 3 D » w N

Back  Fomwad  Reload  Home  Search  Netscape
Table Properties
Horizontal Algnment Sets the horizontal posi
Border Color Sets the color of the tak
Baorder Size Sets the thickness of th
Cell Padding Sets the spacing aroun
Zell Spacing Sets the spacing betwe
Background Caolar Sets the background cc
Background Image Sets the image to be di:

If you set table width by pixels, do not set it to more than 610
pixels. Otherwise, the table will not fully display on a monitor set to
low resolution (640 x 480).

Setting Table Width by Pixels
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To specify table width by pixels, choose Pixels in the layout section
of the Insert Table dialog box. Then, specify the number of pixels at

the Width field.

Insert Table

— Size
Bows: 2
Colummnz: 2
— Layout
Width: 610
= Mot Specified
= Percent
% Pigels

Specifying Horizontal Alignment

You can specify your table’s horizontal alignment (left, right, or

center) within the browser.

Alignment

Example

left

right
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Alignment

Example

center

If you specify right or left justify, you can wrap text around the table.
To do this, move the cursor to the right or left of the table and begin

typing.
Table Properties
Horizontal Sets the horizontal position of the In this example,
Alignment entire table. the table iz left

justified, so thus

Eorder Color || Sets the color of the table borders text appears to
unless Use Defaulf Coloris checked. || the nght of the

tahble.

Border 5ize =ets the thickness of the table bhorders
In pixels.

Specify the table alignment at the Horizontal Alignment field on
the Layout area of the Insert Table dialog box.

-Layout

fidth

|1I:IEI?;

i Mot Specified
i+ Percent
i~ Pizels

[H arizontal Alignment;

-~
center 4
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Table Backgrounds

You can specify a background color or image for your table.

Specifying a Table’s Background Color

You can assign a background color to a table to make it more
pleasing to the eye. Here is an example.

Width Sets the width of the tahle on the page in terms of a
percentage or by pixel width.

Horizontal Alignment | Sets the horizontal position of the entire tahle. For example,

left, center, right.

Border Color Sets the color of the table borders unless Use Default Cofor
is checked.

NOTE If you apply a dark background color to a table, you may want to apply a light

foreground color to the text. Use the font color button (é) to change the text
color.

To assign a background color to your table, click the Background
Color field on the Insert Table dialog box.

= Custom B ackground

Eackground Colaor; ST ¥ Unassigned

When you click that field, a color dialog box appears. Click the
color that you want to apply to the background of the table.

Follow these steps to get help on how to use the color box.

1. Click the question mark in the top right corner.
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Color ﬁm
Basic colors:

T N7 .
H TR NN
ErfrEET ..
EMrEEEEEN
ENEEEEEN
WMEEEET .

Custom calors:

Define Cugtomn Colars »» |

ak. | Cancel |

2. Alarge question mark appears next to your cursor.

Drag the question mark to the area of the dialog box that you
want to learn about.

4. Click the mouse button. A box appears with instructions for that
area.

Deleting a Table’s Background Color

To delete a table’s background color, click the Unassigned box in
the Custom Background area of the Insert Table dialog box.

— Cuztom Background

Eackground Colaor; R V¥ Unassigned

Specifying a Background Image for a Table

If you want a background image to appear in all table cells, use the
Background Image field of the Insert Table dialog box.
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— Cuztom B ackground
[FTErETT :
B ackground Colar: Secoafos ¥ Unassigned
[ Background Image: J
I [Select Image) j

Your Webmaster determines which images are available to you.
To insert a background image

1. Click the down arrow to the right of (Select Image). A list of
background images appears.

2. Click the image of your choice.
3. Click OK.
Note that when you apply a background image to a table

= it applies to the entire table, including the borders.

= if the table is larger than the image, the image repeats until it
fills the table.

= if the image is larger than the table, the top left corner of the
image aligns with the top left corner of the table. The rest of the
image fills as much of the table as possible.

= you can also apply an image to individual cells (see “Specifying
a Background Image for a Cell” on page 489).

= make sure that the image does not obscure user’s ability to
read the table text.

Deleting a Background Image

1. Move the cursor to any cell on the table and right click the
mouse.
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2. Click Table Properties from the menu.

B
[Eoapy
Easte

Select All

[nzert Fow
|nzert Colurmn

Delete Rows
Delete Columns

erge [Lells
Split Cell

( T able Properties... J
Cell Properties. ..

Hyperlink...
Ficture. ..
Clean HTML Code. ..
Inzert HT kL
Wiew as HTML
3. Select the value in the Background Image field and press
<Backspace>.
4. Click OK.

Setting Table Borders

You can specify a border color or size for your table.

Assigning Border Color

A table border is the line that separates the table from the rest of
your Web page. By default, table borders are gray. You can change
the color of table borders.
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table border

aris checked.

cell border

If you want a table’s border to “disappear,” set it to the same color

as the page’s background color. This technique is often used to
format text on a Web page.

Assigning a Cell Border Color

Each cell also has a border that separates it from the other cells
and the table border. By default, a cell’s border color matches the
table border. However, you can individually change a cell border
color (see “Setting a Cell's Border Color” on page 486).

To assign a color to your table’s border, click the Border Color
field on the Insert Table dialog box.

[E=rETEE
. ETrFrECEER
Border Calor: ErrEmimm

Border Size: 5

When you click that field, a color selection box appears. Click the
color that you want to apply to the table’s border. Follow these
steps to get help on how to use the color box.

1. Click the question mark in the top right corner.
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Color ﬁm
Basic colors:

T N7 .
H TR NN
ErfrEET ..
EMrEEEEEN
ENEEEEEN
WMEEEET .

Custom calors:

Define Cugtomn Colars »» |

ak. | Cancel |

. Alarge question mark appears next to your cursor.
Drag the question mark to the area of the dialog box that you

want to learn about.

Assigning Border Size

You can also adjust the size of a table border. Size is measured in

Click the mouse button. A box appears with instructions for that

ohe pizel 15 pixel
tahle border table border

To assign a border size to your table, enter a number of pixels into

the Border Size field on the Insert Table dialog box.
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Barder Colar; SeroaEos
[Enrder Size: 5 j

If you set a table’s border size to zero (0) but wish to view the
table’s boundary lines while you are editing it, select the table and

click the border button (Eﬂ), Boundary lines will appear while you
are editing but disappear when a user views the page.
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NOTE

Along with functions for managing tables (described in
“Introduction to Tables” on page 457 and “Manipulating Your
Table’s Format” on page 468), eWebEditPro+XML also lets you
perform actions on individual cells within a table.

You can perform the following actions on individual table cells.

"Specifying the Width of a Cell” on page 483
"Inserting a Cell” on page 484

"Deleting a Cell” on page 485

"Setting a Cell's Border Color” on page 486
"Specifying a Cell's Background Color” on page 487
"Specifying a Background Image for a Cell” on page 489
"Spanning Rows or Columns” on page 491
"Aligning Text Within a Cell” on page 493

"Splitting a Cell” on page 496

"Merging Two Cells” on page 497

"Word Wrap” on page 498

"Setting Cell Padding and Spacing” on page 499

HTML does not allow you to adjust the width of a cell’s border.

You can also select several cells or a row of cells and change them
as described above. However, you cannot select and change a
column of cells.

Specifying the Width of a Cell

As described in “Specifying Table Width” on page 470, there are
several ways to set the width of a table. Within a table, you can
also specify the width of an individual cell.
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When you set a cell width, there is no guarantee that the cell will
occupy that width when displayed in a browser. This is because the
cell is part of a column, and changes to other cells in the column
can affect the cell whose width you set. Setting cell width only
guarantees that the cell will not be less than the width you specify.

If you want to ensure that a cell’s size does not change, set all cells
in a column to that width.

To specify a cell’s width, follow these steps.

Place the cursor in the cell whose width you want to set.
Right click the mouse.

Click Table from the menu.

Click Cell Properties from the menu.

a > w b Pk

The Cell Properties dialog box appears.

Cell Properties

—Span

Bows Spanned:

Columnz Spanned:

— Layout

[ﬂidth: | J
* Mot Specified
" Percent

I wdard Wdeam 8 Piﬁﬂls

6. In the layout section of the dialog box, enter the cell width at
the Width field. You can enter the width in pixels or percentage.
These choices are explained in “Specifying Table Width” on
page 470.

7. Click OK.

Inserting a Cell

To insert a cell, follow these steps.
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1. Move the cursor to the right of where you want the new cell to
appeatr.

2. Right click the mouse.
3. Click Insert Cell from the menu.

The new cell appears to the left of the cell in which the cursor
resides when you click Insert Cell. The cursor cell and all cells to
its right shift right to make room for the new cell.

In this example, the cursor was in cell “b” when the user clicked
Insert Cell.

Before

a b cursor C

d E f

a new cell I c

d £ f

Deleting a Cell

To delete one or more cells, follow these steps.

Move the cursor to the first cell you want to delete.

To delete only that cell, proceed to the next step. To delete
several contiguous cells, select them. Contiguous cells can
CroSsS rows.

3. Right click the mouse.
4. Click Delete Cells from the menu.

Any cells to the right of the deleted cells shift left to occupy the
vacant space.

In this example, the cursor was in cell “b” when the user clicked on
Delete Cells.
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Before

a b cursor C

d E f

Setting a Cell’'s Border Color

A cell border is the line that separates it from other cells.

By default, the color of a cell's border matches the color of the
table border. However, you can change the color of any cell border
individually.

NOTE When viewed in Netscape Navigator, cell borders are gray, regardless of any
change you make on the Cell Properties dialog box.

This example illustrates the effect of different cell border colors

within a table.
]

=Sets the color of the table be

Sets the thickness of the tab

|th—~ the mEvacino Ao e Hhe

If you want a cell’s border to “disappear,” set it to the same color as
the table’s background color.

To change the color of a cell's border, follow these steps.

1. Move the cursor to the cell and right click the mouse.
2. Click Table from the menu.
3. Click Cell Properties from the menu.
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4. Click the Border Color field on the Cell Properties dialog box.

Borders

. ETrECEFER
Border Color: Ecmmcas

5. When you click that field, a Windows Color selection box
appears. Click the color that you want to apply to the cell
border.

See Also: “Using the Color Box” on page 490

Color ﬁm
Basic colors:

FEO R e
U A |
ErfrEET ..
EMrEEEEEN
ENEEEEEE
WMEEENT .

Custom colors:

Defing Cugtom Colars > > |

ak. | Cancel |

Specifying a Cell’'s Background Color

“Specifying a Table’s Background Color” on page 476 explains how
to apply a background color to a table. You can also apply a
background color to a cell.

To apply a background color to a cell, follow these steps.

1. Move the cursor to the cell and right click the mouse.
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2. Click Table from the menu.
Click Cell Properties from the menu.

4. Click the Background Color field on the Cell Properties dialog
box.

— Custarm Background

Eackaground Calar: V¥ Unassigned

5. When you click that field, a Windows Color selection box
appears.

See Also: “Using the Color Box” on page 490

Color | x|

B asic colors:

TN .
M NN
T ..
C gy B Bl ]
ENEEEEEN
WEEENT

Custom colors:

Define Cugtarn Colars >3 |

] 4 | Cancel |

6. Click a color to apply to the background of the cell.

Deleting a Cell’'s Background Color

To delete a cell's background color, click the Unassigned box in
the Custom Background area of the Cell Properties dialog box.
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— Custarm Background

v Unazsigned

Backaground Calar:

Specifying a Background Image for a Cell

“Specifying a Background Image for a Table” on page 477 explains
how to apply a background image to a table. You can also apply a
background image to a cell.

Your Webmaster determines which images are available.

To insert an image into a cell, follow these steps.

1. Move the cursor to the cell and right click the mouse.

2. Click Table from the menu.

3. Click Cell Properties from the menu.

4. Move the cursor to the Background Image field of the Cell

Properties dialog box.
— Cuztom Background
[E-TECEEE .
B ackground Color: Serzafcz ¥ Unaszsigned
[ Background Image: J

I [Select Image] j

5. Click the down arrow to the right of (Select Image). A list of
background images appears.

6. Click the image of your choice.
7. Click OK.
Note that when you apply a background image to a cell
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= Ifthe cell is larger than the image, the image repeats until it fills
the cell.

= [f the cell is smaller than the image, the top left corner of the
image appears in the top left corner of the cell. The rest of the
image fills as much of the cell as possible.

= Make sure the image does not obscure a user’s ability to read
the cell text (if any exists).

Deleting a Background Image
1. Move the cursor to the cell and right click the mouse.
2. Click Table from the menu.
3. Click Cell Properties from the menu.
4

Select the value in the Background Image field and press
<Backspace>.

Using the Color Box
Follow these steps to get help on how to use the color box.

1. Click the question mark in the top right corner.

Basic colors:

FEO R e
U A |
ErfrEET ..
EMrEEEEEN
ENEEEEEE
WMEEENT .

Custom colors:

Defing Cugtom Colars > > |

ak. | Cancel |
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2. Alarge question mark appears next to your cursor.

3. Drag the question mark to the area of the dialog box that you

want to learn about.

4. Click the mouse button. A box appears with instructions for that

area.

Spanning Rows or Columns

You can create a table cell that stretches across more than one
row or column. In the following table, notice how the row that
contains “Sports Teams” spans three columns.

Sports Teams

City Baseball Team Hockey Team
Boston Red Sox Bruins

New York Yankees Rangers
Chicago White Sox Black Hawks

You can also create a column that spans several rows, as
illustrated below. Notice that Boston spans three rows.

Colleges
City Name
Boston Boston College

Northeastern University

Boston University
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Colleges

City

Name

New York

Columbia University

Spanning More than One Row or Column

To have a table cell span more than one row or column, follow

these steps.

a > wbnh Pk

Right click the mouse.
Click Table from the menu.

Place the cursor in the cell that will span rows or columns.

Click Cell Properties from the menu.
The Cell Properties dialog box appears. In the Rows Spanned

or Columns Spanned field, enter the number of rows or
columns that you want this cell to span.

Cell Properties

Span

Bows Spanned:

Columnz 5 panned:

6. Click OK.
Effect of Spanning a Cell

When you set a cell to span rows or columns, the editor does not
remove the cells that are in the way. Instead, it moves those cells
across or down to the next available position.

For example, the following table has two rows and two columns.
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If you set cell A to span two rows, note that cell C moves across to
make room for cell A. This action pushes cell D to the next column.

Aligning Text Within a Cell

Within a cell, you can specify how your text aligns horizontally and
vertically.

Setting Horizontal Alignment

In the Cell Properties dialog box, you can specify the horizontal
alignment of a cell. You have set the alignment to left, center, or
right, or

e left
= center
= right

= justify - the text is justified down both left and right edges. Many
books use this alignment style. (This alignment is not
supported by all browsers.)
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This example illustrates these choices.

text| right justified

text center justified

teut left justified

This text iz hoth justify
left and right
justified.

To set horizontal justification of a table cell, follow these steps.

Place the cursor in the cell that you want to edit.
Right click the mouse.

Click Table from the menu.

Click Cell Properties from the menu

a > w b Pk

The Cell Properties dialog box appears. Click the down arrow
to the right of the Horizontal Alignment field.

Cell Properties

—Span

Bows Spanned:

LColumnz Spanned: 2
— Layout
width: i
= Mot Specified
% Percent
¥ WwordWiap = Pigels

[H orizantal Alignment:
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6. Click your choice from the list and click OK.

Setting Vertical Alignment

In the Cell Properties dialog box, you can specify the vertical
alignment of a cell. You have four choices.

* top
e middle
e bottom

= along the baseline of the first line of text (the term “baseline” is
defined in "Aligning the Picture” on page 419)

This example illustrates the choices.

text
Top
text Middle
Bottom
text
text Baseline

To set vertical justification for a table cell, follow these steps.

Place the cursor in the cell that you want to edit.
Right click the mouse.

Click Table from the menu.

Click Cell Properties from the menu.

a b~ wnh e

The Cell Properties dialog box appears. Click the down arrow
to the right of the Vertical Alignment field.
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Cell Properties

—Span

Bows Spanned:

Columnz Spanned:

— Layout
width: 2%
" Mot Specified
&+ Peicent
W Word Wiap " Pizels

Harizontal Alignment;

I
&ertical Alignmemt: L]}

6. Click your choice from the list and click OK.

Splitting a Cell

You can divide a cell into two. If you split a cell, each cell occupies
one half the size of the original cell.

Row before split

A B

Row after split

Al A2 B

To split a table cell into two cells, follow these steps.

1. Place the cursor in the cell that you want to split.
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2. Right click the mouse.
3. Click Split Cell from the menu.

4. Two cells now appear where only one appeared before.

Merging Two Cells
You can merge two cells into one. If you merge two cells, the new
cell contains all of the information from both. The new cell’'s width
equals the sum of the two cells that were merged.

Cells Before Merge
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A B

Cell After Merge

AB

To merge two or more cells, follow these steps.

1. Select the cells that you want to merge.

2. Click the Insert Table button (E).
3. Click Merge Cells from the menu.

Word Wrap
Word Wrap is a text formatting feature of tables. It causes text to
move down to the next line when the width of the characters on a
line equals the column width. For example, if you set column width
to 50%, with word wrap turned on, a table looks like this.
Harizontal Alignment Sets the horizontal position of the entire
table. For example, left, center, right.
Eorder Calor Sets the color of the table barders
If you turn Word Wrap off for the same table, you get this result.
Horizontal Sets the horizontal position of the entire table . For example, left, cent
Alignment
Eorder Sets the color of the table borders unless Use Default Coloris checl
Color

If Word Wrap is turned off, text stays on one line until the user
entering table text presses <Enter>. That keystroke causes text to
move down to the next line.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 498



Working with Table Cells

By default, all cells have the Word Wrap feature turned on.
To turn Word Wrap on or off for a cell, follow these steps.

Place the cursor in the cell that you want to edit.
Right click the mouse.

Click Table from the menu.

Click Cell Properties from the menu.

The Cell Properties dialog box appears. Click or off the Word
Wrap checkbox and click OK.

Cell Properties

—Span

a > w b Pk

Bows Spanned:

LColumnz Spanned:

— Layout

Wwidth:

v “word ‘wiap

Setting Cell Padding and Spacing

Cell padding is the space between a cell's data and its border.

1the page
¥ pixel

Cell spacing is the space between a cell and surrounding cells.
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T TAITLILTT. |

g entire |

Assigning Cell Padding

To assign cell padding to your table, click the Cell Padding field on
the Insert Table dialog box. Enter the number of pixels.

Border Calor: Srrmsies
Border Size: a
[ceu Padding: 5 )
Cell Spacing: 5

Assigning Cell Spacing

To assign cell spacing to your table, click the Cell Spacing field on
the Insert Table dialog box. Enter the number of pixels.

—Borders

Barder Calar:

Barder Size: Z

Cell Padding Z

[Eell Spacing: I5 J
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Use a bookmark to let a user “jump” from any word, phrase, or
image to another place in a file. On your Web page, text appears in
a different color to indicate that additional information is available
at the bookmark’s location.

For example, if your Web page includes meeting minutes, the top
of the page could list the meeting dates. You could then assign a
hyperlink to each date and a bookmark to each set of minutes.

The user sees that a date is in a different color, so clicks the date to
“jump” to the bookmark that marks the location of the meeting
minutes.

“Creating a Bookmark” on page 501 describes how to set up a
hyperlink to a bookmark within a file. You can also set up hyperlink
to

= another Web page. This procedure is described in “Using
Hyperlinks” on page 505.

= a bookmark within another Web page. This procedure is
described in “Creating a Hyperlink to a Location Within a Web
Page” on page 509.

This section explains

< "Creating a Bookmark” on page 501

= "Changing the Destination Window” on page 504

Creating a Bookmark

When creating a bookmark, you must specify a

* source, the text or image that the user clicks to move to the
bookmark
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= bookmark, the place to which the cursor jumps when the user
clicks the source

To continue with the above example, a meeting date is the source,
and the meeting minutes are the bookmark.

To create a bookmark, follow these steps.

1. Select the bookmark text or image.
2. Click the Bookmark button ( /).

3. The Bookmark dialog box appears. Enter the name of the
bookmark. The bookmark can include the following non-
alphabeticcharacters:; / ?2 : @ & =+ $ ,- _ . ~*" ().

Bookmark |

Bookmark name;
IEI ctober_ 2000 _minutes

Add elete Eenarme

|Ejrjlie] Cloze

Click Add.

5. The editor screen returns. (The bookmark does not appear on
the page.) Select the source text or image.

6. Click the Hyperlink button (%).
The Hyperlink dialog box appears.

Click the down arrow to the right of the Quicklink field and
click the bookmark you created in Step 3.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 502



Using Bookmarks

T~

— Huperlink [nformation

Type: | http: =]

Link: Ihttp:a"a’

OE.

Cancel

Bookmark: I

Text: Il:lnte

T arget Frame: I j

Cluick Link:

[thiz page] Top

9. If desired, you can use the Target Frame field to change the
window in which the destination text appears. For details, see
“Changing the Destination Window” on page 504.

If you leave the Target Frame field blank, the new window
replaces the current window.

10. Click OK.
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Changing the Destination Window

While defining hypertext, you can use the Target Frame field on
the Hyperlink dialog box to change the window in which the

destination page appears.

— Huperlink [nfarmation

Type:

I hitp: j
Link: [t/
Bookrmark: I
Text: I
M e Wfindov [ b
Same YWindow [_zelf] ||
Parent ‘Window [_parent]
Cluick Link:

I [select ioyauser Windaw [ top]

Cat

The possible values that you can enter into the Target Frame field

are explained below.

If you want the destination page to appear

Click this in the Target Frame
field

In a new browser window, on top of the current
browser.

New Window(_blank)

In the same position within the browser window.
The new window replaces the current one.

Same Window(_self)
Note: this is the default.

If your page contains frames, in the frame that
contains the frame with the hyperlink.

Parent Window/(_parent)

If your page contains frames, in the full display
area, replacing the frames.

Browser Window(_top)

If your page contains frames, in the frame with the
specified name.

Enter the name of the frame.
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Use hyperlinks to let a user “jump” from any word, phrase or image
to another Web page. The page can be within your network (that is,
on an intranet) or anywhere on the internet.

NOTE If you want to create jumps within a file, see “Using Bookmarks” on page 501.

For example, if your Web page includes a jump to the Ektron Web
site, you would enter the text to indicate the jump (for example
Ektron Web Site), then create a hyperlink to www.ektron.com. When
users see Ektron Web Site in a different color, they can click the
text to “jump” to the site.

Although most jumps go to the top of another Web page, you can
also jump to a bookmark within a Web page.

This section explains

= "Creating a Hyperlink” on page 505
= "Testing a Hyperlink” on page 508

= "Creating a Hyperlink to a Location Within a Web Page” on
page 509

= "Editing a Hyperlink” on page 510
= "Removing a Hyperlink” on page 510

= "Preventing a URL from Becoming a Hyperlink” on page 510

Creating a Hyperlink

When creating a hyperlink, you must specify a

* source, the text or image the user clicks to move to the
destination

= (destination, the Web page to which the display moves when
the user clicks the source
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To continue with the above example, Ektron Web Site is the
source, and the Web page available at ww.ektron.com is the
destination.

To create a hyperlink, click the Hyperlink button (%). When you do,
the Hyperlink dialog box appears. From there, you can select from
a list of Web pages (also known as Quicklinks). Or, if the page you
are jumping to is not on the list, enter the URL address of the
destination Web page. Each choice is described below.

Using a Quicklink

Your Web master can add to the Hyperlink dialog box any number
of Quicklinks, that is, Web addresses that you can link to simply by
selecting an item from a drop down menu.

Guick Link:

Ektron Home Page
Ektran Techhical Suppart

Quicklinks are “quick” because you do not need to enter or know
the URL of the destination Web page -- your Web master has
already stored that information for you.

To apply a Quicklink, follow these steps.

1. Select the source text or image.
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2. Click the Hyperlink button (%). The Hyperlink dialog box
appears.

Hgpotlink B

— Huperlink [nformation
Type: [ ttp: =]

Link: Ihttp:.-".-"

Ok

Cancel

B ookmarl: I

Text: I

T arget Frame: I j

Guick Link: i

zelect link]

3. Click the down arrow to the right of the Quicklink field. A list of
Web pages that your Web master has pre-loaded appears.

4. Click an item from the list to select it.

5. If desired, you can use the Target Frame field to change the
window in which the destination text appears. For details, see
“Changing the Destination Window” on page 504.

If you leave the Target Frame field blank, the new window
replaces the current window

6. Click OK.

Entering a Hyperlink Manually

To create a hyperlink, follow these steps.

1. Select the source text or image.
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Hyperlink
— Hyperlink [nformation

Type:
Link;
Bookmarl:
Text:

T arget Frame:

Using Hyperlinks

Click the New Hyperlink button (%). The Hyperlink dialog box
appears.

O

I hittp: j

|http:,u

Cancel

Huick, Link:

Testing a Hyperl

Click in the Link field after nttp:77. Then, enter the address of
the destination Web page. For example, to enter a hyperlink to
the ektron Web site, enter www.ektron.com.

If desired, you can use the Target Frame field to change the
window in which the destination text appears. For details, see
“Changing the Destination Window” on page 504.

If you leave the Target Frame field blank, the new window
replaces the current window

Click OK.

ink

Within the ewebEditPro+XML editor, you can test a hyperlink. To do
this, select the hyperlink then double click it. That action launches

the

Web page assigned to the hyperlink.
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Creating a Hyperlink to a Location Within a Web

Page

Sometimes, the destination Web page contains bookmarks, and
you want to jump from your page to a bookmark on another page.
(Bookmarks are described in “Using Bookmarks” on page 501.)

To create a hyperlink that jumps to another page’s bookmark,
follow these steps.

Go to the destination Web page.

Click the bookmark that you want to jump to. For example, on
the illustration below, the text Benefits to Partners jumps to a
bookmark further down on the page.

PARTMER. PREOGRAM OVERVIEW

Welcome!

Executive Summary

Ektron Partner Prograrms Ektron Technology Partners

Benefits to Partners

Ektron Products

Partners in Learning Program

3.

When you click the bookmark, its full address appears in your
browser’s address bar. This bookmark’s address looks like this.

http://www._ektron.com/single.cfm?doc_id=35#Benefits2

4.

Click the address bar. The address is selected. Press
<CtrI>+<C> to copy the address into the Windows clipboard.

Go to eWebEditPro+XML.

Select the text or image from which you want to jump to the
bookmark.

Click the Hyperlink button (%). The hyperlink dialog box
appears.

Move the cursor to the Link field.
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9. Press <CtrI>+<V> to paste the address you copied in Step 4
into the Link field.

10. Click OK.

Editing a Hyperlink

If you need to change a hyperlink’s destination Web page or target
frame, follow these steps.

1. Click the Hyperlink button (&). The hyperlink dialog box
appears.

Edit the Link or Target Frame field as needed.
Press OK.

Removing a Hyperlink

If you want to remove the hyperlink from text or an image, select
the text or image and press the Remove Hyperlink button (%).

Preventing a URL from Becoming a Hyperlink

If you enter a URL or an email address into ewebEditPro+XML, it
automatically becomes a hyperlink. To prevent this, enter an extra
space in the URL or address.

For example, instead of entering sales@ektron.com, enter
sales<blank>@ektron.com.
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eWebEditPro+XML creates pages for display on the World Wide
Web or an intranet. These pages use HTML (hypertext markup
language) to format text and images for display in a browser. You
do not need to know HTML to use eWebEditPro+XML.

However, if you know HTML, you can view, insert or edit your Web
page’s HTML code.

= "Viewing and Editing HTML” on page 511

= ’"Inserting Source” on page 512

e "Cleaning Source Code” on page 513

= "Inserting Content from MS Office 2000” on page 514

Viewing and Editing HTML

When you choose to view your page as HTML, the editor cleans
the content using a method determined by your Webmaster. (For
more information, see “Cleaning HTML” in the eWebEditPro+XML
Developer’s Reference Guide.)

To view your page’s HTML, follow these steps.

1. Click the View as HTML button (@), or right click the mouse

and click View as HTML from the menu.
asEeCh Al

Clean HT kL

Huperlink...

Inzert HTRL...

v Wiew as WS WG
[ WiewasHTML |

[ PR
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2. The HTML code appears. While viewing the code, you can edit
it using editor functions such as Cut, Copy, Paste and Replace.
To select all content, press <CtrI>+<A>,

You can also set default values for the style, size and color in
which the HTML appears. To do this, right click the mouse and
click Preferences. When you do, a dialog box appears in which
you can enter formatting information about the HTML code.

View Preferences |
Font Calor: I Elack j Ok
Fomt Sz TR - Conce
Font Mame: I Caurier j

These settings will be used whenever you view as HTML.

The settings are ignored when you view the page in WYSIWYG
mode and when the user views the page.

3. To return to normal view, click the View as WYSIWYG button
() or right click the mouse and click View WYSIWYG.

Editing a Section of a Page

If you want to edit only a section of the HTML on your Web page,
follow these steps.

Select the portion of your Web page that you want to edit.
Right click the mouse.

Click Edit Source from the menu. The HTML code appears.
Edit the HTML code as desired.

Click OK.

a > wbnh Pk

Inserting Source

If you want to insert HTML source code into your Web page, follow
these steps.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 512



Working with HTML

1. Place the cursor at the spot on the page where you want to
insert the HTML.

Right click the mouse.
Click Insert Source from the menu.

The Insert Source dialog box appears. Paste or type your
HTML code.

5. Click OK.

Cleaning Source Code

eWebEditPro+XML lets you “clean” the HTML source code for your
Web page. You would typically use this feature after entering
HTML text or pasting HTML code into eWebEditPro+XML from
another application.

The Clean Source option removes unnecessary HTML tags,
ensures that all tags begin and end properly, and maximizes the
page for efficiency. As a result, the page should be error-free and
load more quickly in a browser. Also, the appearance of clean
HTML is more consistent when viewed in different browsers.

To clean your HTML, follow these steps.

1. Right click the mouse.
2. Click Clean Source from the menu.
3. eWebEditPro+XML cleans your Web page’s HTML content.
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Inserting Content from MS Office 2000

If you paste text into eWebEditPro+XML from a Microsoft Office
2000 application, such as Microsoft Word, the following window
appears.

: Clean HTML Code |

HTHML code generated by Office 2000 haz been detected.
There iz exceszive HT ML code that may prevent you fram changing texst format.

'ou may clean the HTRL code later by right-clicking and selecting "Clean HTML Code".

Do pou want to clean the HTML code now?

1w |

For best results, click Yes.
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This section explains how eWebEditPro+XML complies with
Section 508 of the Rehabilitation Act (a law enacted by the
United States government that requires Federal agencies to
make their electronic and information technology accessible to
people with disabilities).

Specifically, this section explains the following topics.

= "Moving the Cursor into eWebEditPro+XML” on page 515
= "Using eWebEditPro+XML without a Mouse” on page 516
= "Section 508 Tables” on page 518

Moving the Cursor into eWebEditPro+XML

Using Internet Explorer

If the eWebEditPro+XML editor is one of several fields on a
page, and your browser is Internet Explorer, move to
eWebEditPro+XML by pressing <Tab> until the cursor lands in
the editor.

To move from the editor to the next field, press <CtrI>+<Tab>.

Using Netscape

If the eWebEditPro+XML editor is one of several fields on a
page, and your browser is Netscape, your Webmaster needs to
create custom toolbar buttons that let you move into and out of
the editor. (This procedure is described in the
eWebEditPro+XML Developer’'s Reference Guide.)
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Using eWebEditPro+XML without a Mouse

As explained in "Customizing Your Toolbar” on page 385, the
eWebEditPro+XML toolbar consists of one or more toolbar
menus. Menus have buttons that you click with the mouse to
perform actions, such as copying text.

This section explains how to perform those actions without using
the mouse.

1. With the cursor in the eWebEditPro+XML editor, press the

application key (@).
2. A menu appears.

kenuz

Cuit

Copy
Paste
Pazte Text

Select All

Clean HT kL

Hyperlink...

[nzert HTHL...

L View as WYSIWYG
Wiew az HTML

Picture. .

Inzert Custorn Tag...

3. Press the down arrow key () to select Menus. Menus
becomes highlighted.

kenuz

Cut
I_“nnu
4. Press <Enter>. A new menu lists all toolbar menus available to
you.
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If your Webmaster has given you access to all standard toolbar
menus, the menu looks like this.

Edit

Wiew Az
Paragraph Farmat
Format

Special Characterz
Form Elernents

T able

Paosition Objects

Text Direction

Customize...

5. Press the down arrow key (4') to select the toolbar menu that
has a button that you want to use.

6. A new menu appears, listing all options on the selected menu.
The following menu displays what might appear if you select
the Edit Menu. (Your Webmaster determines which menu
options are available).
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Cut

Copy
Pazte
Pazte Text
Replace
Firnd ezt
Pririt

[Inda
Redo

Check Speling
Check Speling &z You Type

B ook rmark:,
Hyperlink.
Remowve Link,

HF
Picture
T able

Edit in ‘W ord

7. Press the down arrow key (¢) until the desired option is
highlighted. Then, click the option to perform the action.

Section 508 Tables

You can apply the following information to any table to make it 508

compliant.
Information Where applied For more information, see
Heading Rows Accessibility dialog "Accessibility Dialog” on
page 521
Heading Columns Accessibility dialog "Accessibility Dialog” on
page 521
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Information Where applied For more information, see
Summary Accessibility dialog "Accessibility Dialog” on

page 521
Caption Accessibility dialog "Accessibility Dialog” on

page 521

Horizontal Caption
Alignment

Accessibility dialog

"Accessibility Dialog” on
page 521

Vertical Caption

Accessibility dialog

"Accessibility Dialog” on

Alignment page 521
Abbreviation Cell properties dialog "Accessibility Fields on Cell
Properties Dialog” on page 523
Categories Cell properties dialog "Accessibility Fields on Cell
Properties Dialog” on page 523
WARNING! The Section 508 Table Properties dialog only works if Internet Explorer version
6.0 or higher is installed. Once that is installed, any browser can be used
(Netscape, FireFox, IE, etc.).
WARNING! Even if you change no values on the screen, you must open the Accessibility

dialog whenever you modify a table (for example, add a new row). The table’s
properties, required for Section 508, are generated when you click OK to close
the dialog box.

To create a 508 compliant table, follow these steps.

1.

Create a new table or edit an existing one, as explained in

"Introduction to Tables” on page 457.

Select the table by moving the cursor to a table border until you

see a four headed arrow (illustrated below). When a table is
selected, small squares surround it.
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Emplovee Id Department

1548 a Marketing

1545 4".'i-Iuman Fesources
1550 Sales

1551 Adrmatration

S

Click the Tables button (EH).

Click Table Properties.

The Table Properties dialog appears.
Click the Accessibility button.

NOTE Your system administrator can add or remove the Accessibility button from the

Insert Table dialog.

Size
Ok
Bz IE
Cancel
Calumns: I2
Acocezsibiity

|— L apout

| |— Borders

7. The Accessibility dialog appears.
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Accessibility  x |
0]

Heading Bows:

Heading Columns:

Surnmary:

]

Ok

Cancel

Captiar:

Harizantal Caption Alignment;

Wertical Caption Alighrent:

Accessibility Dialog

Respond to the fields in the dialog. They are described below.

Field Description
Heading If you want your table to have a horizontal header, enter
Rows the number of rows that it should occupy.

Beginning with the top, all cells in the specified number
of rows are designated as table headers.

Heading If you want your table to have a header, enter the
Columns number of columns that it should occupy.

Beginning with the left column, all cells in the specified
number of columns are designated as table headers.

table.

Summary If desired, enter the table summary. Non-visual browsers
can use the summary to explain the contents of the
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Field Description
Caption If desired, enter the table caption. The caption appears
centered below the table when viewed.
Horizontal If desired, enter the caption’s horizontal alignment:
Caption - t
Alignment center
® left
® right
Vertical If desired, enter the caption’s vertical alignment:
Caption -
Alignment bottom
® top

After you complete the Table Properties dialog, click OK to make
the table comply with Section 508.

Setting Abbreviation and Category Attributes

You can modify abbreviation (ABBR) and category (AXIS)
attributes within a table. To do so, follow these steps.

w N e

4.

Select one or more cells.

Rlght click the mouse.

Select Table > Cell Properties.

Access the Cell Properties dialog.

The Cell Properties dialog includes fields that let you adjust the
Abbreviation and Category Attribute field values (see illustration
below).

NOTE Your system administrator can add or remove the Accessibility fields from the

Cell Properties dialog.
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Cell Properties

—Span

Ok

Bows Spanned: |
Cancel

LColumnz Spanned:

— Layout — Borders
width I ¥ Usze Default Color
{+ Mot Specified Baorder Calar;
" Percent
W WordWirap = Pizels Accessibility
Horizontal Alignment: I j Abbreviation:
Yertical Alignment; I j Categories:
#
— Cuztom Backaground
Backaround Color; EEEEEEEE ¥ Unassigned
Backaground Image:
Erarm File....
The following explains how to respond to these fields.
Accessibility Fields on Cell Properties Dialog
Field Description
Abbreviation Sets or retrieves abbreviated text for the content in the

tag. Can be used to render non-visual media, such as
speech or Bralille.

For more information, see http://msdn.microsoft.com/
library/default.asp?url=/workshop/author/dhtml/
reference/properties/abbr.asp
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Section 508 Compliance

Field

Description

Categories

Sets or retrieves a comma-delimited list of conceptual
categories associated with that tag. Can be used to
render non-visual media, such as speech or Braille.

For more information, see http://msdn.microsoft.com/
workshop/author/dhtml/reference/properties/axis.asp
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Inserting Comments within
Content

While editing Ektron CMS400.NET content, you can insert
comments to the content. Comments might be an author’s note to
himself or other authors about the content. For example, you could
insert a comment explaining why you are using a certain style
class.

Comments are only visible during editing -- they do not appear
when the content is published on your Web site.

2 Headquarters |5 Morthern Blvd. Bldg. &
Amherst, NH 03031 USA
Tel. +1 {603} 594-0249

Fax. +1 (603} 5"!58
inﬁ:u(ﬁlektrn:un.n:um

-0l x|
zuropear |
Comments:

TimesNewFoman + 3(12p) ~ A dw| B I U A

B0 o | U o @
Yledia Co ;I

Torm,

Please review the text to verify accuracy. o

g | Bl

Partners —I LI
e & ] Done loading |_|_|_|ﬂ Internet ZE
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Other users can add comments to your comments. This feature is
know as “Content Collaboration.”

Similar to other word processing programs, comments can be
added, updated, and tracked to audit changes being made.

This section explains the content collaboration feature.

WARNING! Do not confuse these comments, which are inserted within the content, with
history comments, which are inserted outside the content and used to indicate
what changed during an editing session.

Adding Comments to Content

To add a comment to content, follow these steps.

1. Create new content or edit existing content. See Also: "Adding
Content” on page 46

2. In the editor, place the cursor where you want to insert the
comment.

On the editor toolbar, click the Insert Comment button ( ).

The Ektron CMS Comment window opens.

Insert a comment. Use the toolbar to format the text if desired.
Click the Insert button.

The comment is saved.

Click the Close button.

The comment window closes, and a comment icon is placed

where the comment was added to the content.
KO WG e O WD | — Les) 7 EE

He B i k= = e

© ©® N o 0O~ ®

]
1¥|
]
U
(|
i
(Il

Icome to RC Internation

2 RC racing enthusiasts! We eat, work, play, and live RC ra
1as become one of the leading manufactures of RC racing .
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Each comment appears in the table at the top of the window. From
this window, you can add another comment and update an existing
one. See the next section for more details.

Viewing a Comment

After a comment is inserted into content, it can be viewed by any
user who can edit the content. To view a comment, follow these
steps.

1. Edit the content that contains the comment.
2. Within the content, double-click the comment icon.

PO Y e TR — W
1c|BE L |EiEEE s ==

= e

-

RC racing enthusiasts! We eat, work, play, and live RC ra
1as become one of the leading manufactures of RC racing .

3. The Comments window opens.

Adding Another Comment

To comment on an existing comment, follow these steps.

1. Access the View Comment window for the comment, as
described in "Viewing a Comment” on page 527.

N

Insert the comment.
Click the Insert button.

how

The comment is saved and added to the top row of the
comment table.

Click the Close button.

o
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Updating a Comment

You can change a comment if needed. To update a comment,
follow these steps.

1. Access the View Comments window for the comment that
needs to be updated.

2. Click the Date/Time link of the comment you want to edit.

Date/Time |Added By Comments

23-5ep- T

- Bpplication
2004 09:97 Administrator
A
2o s Spplication

2004 09:54 o
.-'5-._|"-"|— Sdrministrator

now here's a comment on that cor

here's my comment

Comments:
Times Mew Roman = 3[12 pt] - é%l Bl

$EREO Y@

3. The comment editor opens with the selected comment in it.
4. Update the comment.
5. Click the Update button to save the changes.
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Macintosh Support for Ektron
CMS400.NET Clients

IMPORTANT! An additional editor license is required when using the Macintosh as a client and
editing content. For information on adding the license, see the Setup Manual
section “Macintosh Editor License.”

You can use an Apple Macintosh computer to create and edit
Ektron CMS400 content. To get the most functionality from Ektron
CMS400.NET on the Macintosh, use the Safari browser.

When using a Macintosh to edit content, log on to your site as if
you were using a PC.

1. Open a Safari browser.
2. Navigate to your site’s login page.

3. Click the Login button.

If you have access to the Workarea, the Workarea button appears,
and you can start editing.

While there are a few limitations when using the Macintosh with
Safari to edit content, almost all functionality is the same as using a
PC. The following functionality is different when using a Macintosh:
= creating and editing HTML forms is not supported

= creating and editing XML Forms (aka the Data Designer) is not
supported

= working with Document Management content is not available

See Also: "Using the Integrated Macintosh Editor” on page 529

Using the Integrated Macintosh Editor

The Integrated Macintosh Editor (IME) plays the same role on a
Macintosh that eWebEditPro plays on a PC, that of a content
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editor. While both editors have similar functionality, some functions
are accessed differently with the IME.

Ektron CMS400.NET clients only support the IME when used on
an Apple Macintosh running the Safari browser.

If you use another browser, such as Internet Explorer, Firefox, or
Netscape Navigator, a plain text box appears where the editor
should be and you can add content as plain text or html code.

Below is an image of the Integrated Macintosh Editor in the Ektron
CMS400.NET Workarea.

(el ala) CMS400 Workarea
EHMMS Workarea Monday, October nsL:Ezﬁu

Edit Content in Folder "Content”
By b @ X @ |
Title: safariContent01 [English (U.5.)] :
1 Content || Summary | | Metadata| |Schedule | | Comment| -~ :
.

Edit ‘u’iew Insert Fnrmat Tnnls Table

{Narmal ]|BIU|—§:':::£.§€.§|!'D1_-. '
| I' : |
here's some new content created by Safari. .. :

|

'

el |

[Des-ign I Cade} .......... e

Menu Items and Toolbar Buttons

This section explains how to use the menu Items and toolbar
buttons in the Integrated Macintosh Editor (IME). The menus are
located above the rows of toolbars button across the top of the
editor window, illustrated below.
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L linier | saraniontentul

The toolbar is the row of buttons across the top of the editor
window, illustrated below.

SHS s oA fos[Et 2 Y daE 1D

[ d 4Bz u |

—
—
==

t—
f—

g

&= 4 in

The menu items and toolbar buttons allow you perform functions
such as cutting and pasting text, inserting images, and creating

tables.

Table of Menu Items, Toolbar Buttons and Drop-Down Lists

The following table explains each menu item, toolbar button and
drop-down list.

Command Access to Command

Description

Speling Button: ?

Keystroke: F7

Menu: Tools > Spelling...

Begin spell checker.

Automatic Spell
Check Button: a

As You Type

Keystroke: None

Menu: Tools > Disable Check Spelling

Turn on or off spell check as-you-type
feature.

Accessibility Button: None
Report...

Keystroke: F8

Menu: Tools > Accessibility Report...

Provides an report on how accessible
your page is, according to Section 508,
WCAG Priority 1 and WCAG Priority 2
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Command Access to Command Description

Word Count Button: None Details the amount of words used in the
Menu: Tools > Word Count... editor.
Keystroke: None

Find ) Launches a dialog box that allows you to

Button: (5% Find, Find Next or Replace an

Menu: Edit > Find... occurrence of the string entered into Find

Keystroke: Control F field.

Cut _ Remove selected text and graphics.

Button: [ & Place that data into temporary memory.

Menu: Edit > Cut (If you later cut or copy more information

Keystroke: Control X onto the clipboard, the new information
overwrites the original information.)

Copy Copy selected text and graphics into

Button: | = temporary memory. Leave selected data

Menu: Edit > Copy where it is.

Keystroke: Control C (If you later cut or copy more information
into memory, the original information is
lost.)

Paste Insert the most recently cut or copied text

Button: e
Menu: Edit > Paste
Keystroke: Control V

and graphics at the current cursor
location.

Paste Special

Button: None
Menu: Edit > Paste
Keystroke: None

Paste text in a different format. For
example, you can copy text from a
browser and paste it as Rich Text instead
of Hypertext.

Select

Button: None
Menu: Edit > Select
Keystroke: None

Similar to the Document Navigator, this
function lets you highlight a section of
text, a table or section of a table. The
menu is dynamic and the selections can
change depending on the location of the
cursor. For example, if the cursoris in a
table, the menu has the following entries:
html, body, table, tr, td and content.
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Command Access to Command Description

Select All Button: None Selects everything in the editor.
Menu: Edit > Select All
Keystroke: Control A

Undo - Reverse the most recent action, as if it
Button: never occurred. You can undo up to 50
Menu: Edit > Undo actions.
Keystroke: Control Z

Redo Reverse the undo action. You can redo

Button:  ©°
Menu: Edit > Redo
Keystroke: Control Y

as many actions as you have undone.

Insert Hyperlink

Button: e::'
Menu: Insert > Insert Hyperlink...
Keystroke: Control K

Launches the Insert Hyperlink dialog box.
Adds hyperlink to text in the editor.

Bookmark

Button: None
Menu: Insert > Bookmark...
Keystroke: None

Launches the Insert Bookmark dialog
box. Adds a bookmark to the content.

Remove Hyperlink

Button: None
Menu: Insert > Remove Hyperlink...
Keystroke: None

Removes the hyperlink from text in the
editor

Files, Images,
Hyperlinks

Button: ﬁ

Menu: Insert > Files, Images, Hyperlinks
Keystroke: None

Launches the Library dialog box which
allows you to add library items to the
content.

Insert Symbol

i

Button: =
Menu: Insert > Insert Symbol...
Keystroke: None

Launches a special characters and
symbols dialog box. Choose a character
or symbol and click Insert.

Insert Horizontal
Rule

A

Button:
Menu: Insert > Insert Horizontal Rule
Keystroke: None

Inserts a Horizontal line below the line
where the cursor is located.
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Command Access to Command Description
Insert Table = Insert a table. When using the Table
Button:
button ( == ), a table appears below the
Menu: Insert > Insert Table...
button and allows you to choose how
Menu: Table > Insert Table... many columns and rows you want. When
Keystroke: None using a menu to insert a table, the insert
table dialog box appears.
Add Row or Button: rows = e | - Add a row or column to an existing table.
Columns : - B0 column =
Menu: Table > Insert Row or Column...
Keystroke: None
Insert Cell Button: None Inserts a cell where the cursor is located
Menu: Table > Insert Cell in a table. Cells in that row to the right of
' the new cell are shifted to the right.
Keystroke: None
Delete Row Deletes the row where the cursor is

Button: -nj"
Menu: Table > Delete Row
Keystroke: None

located.

Delete Column

L
Button: !-
Menu: Table > Delete Column
Keystroke: None

Deletes the column where the cursor is
located.

Delete Cell Button: None Deletes a cell where the cursor is located
Menu: Table > Delete Cell in a table and shifts the remaining cells in
that row to the left. If multiple cells are
Keystroke: None selected, they are deleted and the
remaining cells are shifted to the left.
Split Cell Launches a dialog box that allows you to
Button: &) split a cell into multiple columns or rows.
Menu: Table > Split Cell This only adds columns or rows to that
. cell, not the whole table.
Keystroke: None
Merge Cell Choose multiple adjoining cells and

Button: A%
Menu: Table > Merge Cell
Keystroke: None

merge them into one cell.
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Command

Access to Command

Description

Cell Properties

Button: None
Menu: Table > Cell Properties...
Keystroke: None

Launches a dialog box that provides
information about the cell properties. In
this dialog box you can further define an
individual cell.

Row Properties

Button: None
Menu: Table > Row Properties...
Keystroke: None

Launches a dialog box that provides
information about the row in which the
cursor is located. In this dialog box you
can further define the row.

Column Properties

Button: None

Menu: Table > Column Properties...

Keystroke: None

Launches a dialog box that provides
information about the column in which
the cursor is located. In this dialog box
you can further define the column.

Table Properties

Button: None
Menu: Table > Table Properties...
Keystroke: None

Launches a dialog box that provides
information about the table in which the
cursor is located. In this dialog box you
can further define the table.

Show/Hide Grid
Lines

Button: [
Menu: Table > Hide Grid lines
Keystroke: None

Shows or hides the grid lines that make
up a table.

Design View b= Switches editor from HTML code view to
Button: | _Design design view.
Menu: View > Design View
Keystroke: None

Code View Switches editor from design view to

| rTEETETIT_.. |
Button: | Code
Menu: View > HTML View
Keystroke: None

HTML code view.

Window View

Button: &
Menu: View > Window View
Keystroke: None

Launches the current editor into its own
window.
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Command

Access to Command

Description

Document Navigator

Button: None
Menu: View > Document Navigator
Keystroke: None

Similar to Select, this function adds a
clickable menu bar to the editor when in
design mode. This lets you to highlight a
section of text, a table or section of a
table. The menu is dynamic and the
selections can change depending on the
location of the cursor. For example, if the
cursor is in a table, the menu has the
following entries: html, body, table, tr, td
and content.

N

html body p

Show Paragraph
Markers

Button: 1
Menu: View Show > Paragraph Markers
Keystroke: None

Shows or hides paragraph markers and
other special markings related to
formatting, such as formatting for
bulleted items.

Style Dropdown List

Button: | td =

Menu: Format > Style
Keystroke: None

Choose from a predefined list of styles to
apply to your text.

Font Button: None Choose from a predefined list of fonts.
Menu: Format > Font
Keystroke: None

Size Button: None Choose from a predefined list of sizes for
Menu: Format > Size your font.
Keystroke: None

Bold Make the text bold.

Button: B

Menu: Format > Bold
Keystroke: Control B
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Command Access to Command Description

Italics 7 Make the text italic.
Button:

Menu: Format > ltalic
Keystroke: Control |

Underline U Make the text underlined.
Button: =

Menu: Format > Underline
Keystroke: Control U

Align Left - Aligns the text to the left of the page. For
Button: example:
Menu: Format > Align Left This text is aligned left.

Keystroke: Control L

Align Center = Aligns the text to the center of the page.
Button: = For example:
Menu: Format > Align Center This text is aligned center.
Keystroke: Control E

Align Right = Aligns the text to the right of the page or
Button: = table cell. For example:
Menu: Format > Align Right This text is aligned right.
Keystroke: Control R

Unordered List = Begin the line on which the cursor rests
Button: = (or all selected lines) with a bullet.
Menu: Format > Unordered List
Keystroke: None

Ordered List i— Begin the line on which the cursor rests
Button: == with a number. If the line above this line
Menu: Format > Ordered List IS
Keystroke: None ® not numbered, assign this line 1

® numbered, assign a number one
more than the line above
Decrease Indent : Decrease the current line’s indent

Aied]
"l

Button: distance from the left margin.
Menu: Format > Decrease Indent

Keystroke: None
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Command

Access to Command

Description

Increase Indent

I
M

Button:
Menu: Format > Increase Indent
Keystroke: None

Increase the current line’s indent
distance from the left margin.

List Properties

Button: None

Menu: Format > List Properties...

Keystroke: None

Launches a dialog box that allows you to
view and edit the properties of an
ordered or unordered list.

Highlight Color

f
Button: =P
Menu: Format > Highlight Color
Keystroke: None

Adds a color Highlight to text.

Color

Button: ‘=
Menu: Format > Color
Keystroke: None

Choose the color of the text.

Superscript

Button: None
Menu: Format > Superscript
Keystroke: None

Make text appear in Superscript

Subscript

Button: None
Menu: Format > Subscript
Keystroke: None

Make text appear in sypscript

Strikethrough

Button: None
Menu: Format > Strikethrough
Keystroke: None

Make text appear with a Strikethrough.

Remove Formatting

Button: None
Menu: Format > Strikethrough
Keystroke: Control Space

Removes the formatting of text and
returns it to the default color and style.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 538




Macintosh Support for Ektron CMS400.NET Clients

Command Access to Command Description

Format Painter oy Paint the formatting of selected text to a
Button: new piece of text.
Menu: Format > Format Painter Highlight the text that has the formatting

you want to copy. Next, click the Format
Painter button. Then, click the text where
the formatting is to be applied.

Keystroke: Control 4 C
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Appendix A: Content Statuses

The table below describes all possible content statuses. The rest
of this appendix explains each status in more detail.

Letter | Border Meaning Content state More Information
Color
A green Approved Through the workflow and "Active Content” on
published on the Web site. page 541
@) red Checked Out Currently being edited. Has "Checked Out
not been checked in. Content” on
page 544
| green Checked In Checked in for other users "Checked-In
to edit. Content” on
page 542
S yellow Submitted for Saved and submitted into "Submitted Content”
Approval the approval chain. on page 544
See Also: "Approving/
Declining Content” on
page 85
M yellow Marked for Deletion Requested for deletion. "Marked for Deletion
Content” on
page 546
P grey Pending Go Live Approved but the Go Live "Pending Start Date
Date date hasn’t occurred yet. Content” on
page 546
T Awaiting Completion Task(s) assigned to content
of Associated Tasks are not complete
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Border Content state More Information

Color

Letter Meaning

Content was created with a
future start date then
checked in and deleted.

This status only remains
until the start date is
reached. At that point, the
content is deleted.

D Pending Deletion

Active Content

If content has a green border, it is live on the Web site.

of CRAS200 15 contro]led ﬁom thls Workarea

i . P

- - T s S S

When content is active, you can perform the following actions on it,
depending on your permissions.

The content’s status remains active until it is checked out and
changes are made to it.

>

change it.

Button Name Description For more information,
see
Edit Check-out the content to "Editing Content” on

page 49

B

Edit Summary

Edit the brief summary used to
describe the content.

"Adding a Content
Summary” on page 73

[

Edit Metadata

Change the content’s metadata.

"Adding or Editing
Metadata” on page 77
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€

Button Name Description For more information,
see

ﬁ Delete Submit a request to delete the "Adding Content” on
content. If you are the last or page 46
only approver, the content is
immediately deleted.
See Also: "Example of an
Approval Chain” on page 89

Back Go to previous window.

Checked-In Content

If content has a green border, it could mean that the content is
checked in. A checked-in content item is one to which changes
were made, after which it was checked in instead of being
submitted or published. When content is checked in, it is
accessible to all users who have permissions to edit it. They can
check it out and change it.

Keep in mind that the content seen on the template is not the same
as the content in the editor view.

RO S&
C ﬂﬂtﬂﬂt |Title: About Us [Checked IT'| by .ﬁ.pp‘ﬁcatiun .ﬁ.drﬁnistratnr] Ektr{

Ektron is a recognized international leader in Web content
authoring and publishing. Ektron’'s easy-to-use, affordable a
full-featured content management systems address the c

organizational need of simplifying dynamic Web content
mananament With Ektron's hrowser-hased calbitinne hnisinecss

See Also: "Example of an Approval Chain” on page 89

Each option you may perform on checked-in content is described
below.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 542



Appendix A: Content Statuses

Button

Name

Description

For more information, see

3]

Edit

Check-out the content to
change it.

"Editing Content” on page 49

|2/

Edit Summary

Edit its summary.

"Adding a Content Summary”
on page 73

4

Edit Metadata

Edit its metadata.

"Adding or Editing Metadata” on
page 77

LRy

Submit/Publish

Submit content into approval
chain.

If you are last approver in the
approval chain, the publish
button appears. If you click it,
the content is immediately
posted to Web site.

& &)

View Staged/
Published

View Staged button - displays
content that hasn't been
published yet.

View Published button -
displays content live on the Web
site.

"Staged Content” on page 547

Delete

Submit a request to delete the
content into approval chain. If
you are the last or only
approver, the content is
immediately deleted.

"Example of an Approval Chain”
on page 89

Back

Go to previous window.
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Checked Out Content

If content has a red border, it was checked out by a user other than
you. (If you checked it out, the border is green.) While in this
status, other users are prevented from editing the content.

S e

CD PRl ru .
Title: Contact Us [Checked Qut by Application

Administrator]

Ektron encourages you to contact us with v
feedback about Ektron's Web content auth
solutions.

The content remains checked out until it is checked in by the user
who checked it out or your system administrator.

Each option you may perform on checked-out content is described

below.
Button Name Description
Eﬁ] Check In Check in content.
Eiﬁ] % View Staged/ Click the View Staged button to view the content that has not
JJ Published yet been published.
Click the View Published button to view the content that is live
on the Web site.
See AlsS0: "Staged Content” on page 547
Back Go to previous window.
< "

Submitted Content

A yellow border shows that a user has submitted the content into
the approval chain. The border remains yellow until the content is
published or declined. While the content is in the approval chain,

no user can check it out.

Ektron CMS400.NET User Manual, Release 5.1 Revision 5 544



Appendix A: Content Statuses

Products Support
DRBETE

Content management systems from EKi

Ektron is a recognized international leader in Web content
authoring and publishing. Ektron’'s easy-to-use, affordabl
full-featured content management systems address th
organizational need of simplifying dynamic Web content

management. With Ektron's browser-based solutions, busin

L Ty Suiiny oy Jy U VU [PUIREU DU S P

See Also: "Example of an Approval Chain” on page 89

Each toolbar button is described below.

Button Name Description

% Submit Submit the content into the approval chain.
See Also: "Example of an Approval Chain” on page 89

% Publish Approve and publish the content to the Web site.

Note: You have this option only if you are the last approver in the
chain.

See Also: "Example of an Approval Chain” on page 89

B Decline Refuse to publish the submitted content, and change its status
b to checked-in.
D’ Edit Check out the content and make changes to it.

Note: If you edit the content, you need to re-submit it to the
approval chain.

% View Staged/ Click the View Staged button to view the content that has not
%J Published yet been published.
Click the View Published to view the content that is live on the
Web site.

See Also: "Staged Content” on page 547
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Appendix A: Content Statuses

Button

Name

Description

€

Back

Go to previous window.

Marked for Deletion Content

Content that is marked for deletion has been requested to be
removed from the Web site by a user. When content is marked for
deletion, it goes through the approval chain like content that is
submitted for publishing. When the content completes the approval
chain, it is deleted from the Web site.

See Also: "Example of an Approval Chain” on page 89

The table below describes the toolbar buttons.

Button Name Description

.EI. Delete Approve the deletion request.
Note: If you are the last user in the approval chain, the content is
deleted when you click this.

Decline Refuse the deletion request. This sends the content back into a

b checked-in status.
Back Go to previous window.
< i

Pending Start Date Content

Content that is pending a Go Live date has been approved, but its
scheduled “go live” date and time have not occurred yet.

You cannot perform any action on content with a pending start
date.
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Appendix A: Content Statuses

Staged Content

A staged version of content is one that is not published. It can be
content that is checked in, or content that is approved with a
pending a start date.

Staging lets you make changes to content, while keeping it from
the Web site until you are ready to publish it.
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Index

508 compliance 515

A

about eWebEditPro box 381
absolute positioning of objects 382
add
button
calendar event 34
library items 34
task 34
workarea toolbar 34
content
block button 34
folder button 34
screen
buttons 47
responding to fields 47
tabs 48
content block 46
address, email, user, editing 360
AddSubMenu 289
alignment
cell 493
image 419
table 474
text 381
Apple, see macintosh
approval chain, example 89
approvals toolbar button 34
approve
all, toolbar button 34
button
floating toolbar 4
workarea toolbar 34
one content block 86
several content blocks 88
approving content 85
from approval report 118
approving file
document management
system 252
archived content, toolbar button 34
archiving
definition 70
options 70
restoring archived content 71
assign task button, floating toolbar 4

auto hide, feature of Smart Desktop 27

B

background color

applying to text 380
cell
applying 487
deleting 488
removing from text 380
table
applying 476
deleting 477
background image
cell
deleting 490
inserting 489
table
deleting 478
inserting 477
bidirectional editing 383
blur, WeblmageFX command 431
bold, toolbar option 380
bookmarks 501
border
image
color 418
thickness 418
border color
cell 486
content block, meaning 540
table 479
border size
cell 483
table 481

brightness, WeblmageFX command 432

broken links, finding 53
bullet, toolbar option 380

button text, displaying in title bar 361

buttons
adding to menu 386
rearranging on menu 388
removing from menu 386

C

calendars
add event button 34
authorization for creating 314

button to display in Workarea 36

definition 312

event types 327

events
adding 324
assigning event types 327
button for viewing 36
deleting 333
display times 326
editing 331

end time 326
insert hyperlink 327
location 326
recurring, adding 328
start date 326, 329
start time 326
viewing 329
screen, information on 316
viewing 320
cells
background color 487
background image
deleting 490
inserting 489
border
color 486
invisible 486
deleting 485
inserting 484
merging 497
padding 499
spacing 499
splitting 496
text alignment 493
width 483
check in, toolbar button 35
check out, toolbar button 35
checked in content
definition 542
report 120
checked out content
definition 544
report 120
choose color, WeblmageFX
command 433
choose font, WeblmageFX
command 434
cleaning HTML 513
collaboration, content 525
collections
adding content 264
changing sequence of links 36
compared with menu and List
Summary 272
creating 260

creating new content block for 266

default template 262
definition 254

deleting 270

editing content blocks 267
finding 255

folder, using to find collection 257

information, editing 269
multi-language 270
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removing content 268
reordering content blocks 268
toolbar button 35
toolbar buttons 260
using default template or
quicklinks 262
viewing 258
color
background
cell
applying 487
deleting 488
table
applying 476
deleting 477
cell border 486
default 466
content block border,
meaning 540
depth, specifying 456
font, changing 380
picture border 418
table border 479
default 464
columns
table
adding 469
deleting 469
spanning 491
specifying 468
comments
adding another 527
adding to a task 353
inserting into content 525
updating 528
viewing 527
Compare source code field, eWebDiff 99
Compare visual aspect field,
eWebDiff 98
comparing content 95
content area explained 100
Diff tab 100
how status affects comparison 96
published tab 100
setup window 98
staged tab 101
toolbar 97
view tabs 100
when available 95
window explanation 96
content
see also content block
active, definition 541
adding as menu option 286
adding to collection 264
approval process 89
archived, toolbar button 34

archiving see archiving
awaiting approval 21
checked in, definition 542
checked out, definition 544
collaboration 525
comparing, see comparing con-
tent
currently checked out 21
declining, see declining content
difference
view, button, floating toolbar 5
viewing 95
editing, toolbar button 35
end date, setting 69
folder
add button 34
screen display 32
View History, Restore 105
history
accessing from Web page 49, 103
accessing via Workarea 49, 103
marked for deletion, definition 546
metadata, see searchable proper-
ties
pending start date 546
previous version, viewing 102
publish see publish
reports
checked in content 120
checked out content 120
content pending start date 123
content to expire 125
expired content 125
new content 121
refresh reminder 124
submitted content 122
restoring previous version 102
scheduling 66
searching for within site 54
start date, setting 66
statuses 540
approved 540
submitted, definition 544
summary see summary
to expire report 125
workflow reports see reports
content area, expanding 44
content block
see also content
add button 34
adding 46
creating 46
definition 1
deleting 51
several at once 35
editing 49
overview 6

finding 6
lifecycle 7
properties 43
translating 50
viewing 40
contrast, WeblmageFX command 436
copy
information from other
applications 397
toolbar and menu option 376
WeblmageFX command 437
copyright character, inserting 378
create new, WeblmageFX
command 437
creating
document, document manage-
ment feature 241
Office document, document man-
agement functionality 229
crop, WeblmageFX command 437
customizing toolbar 385
cut, toolbar and menu option 376

D

decline
content
from approval report 118
from publishing 88
one content block 86
several content blocks 88
delete
button, floating toolbar 5
content, toolbar button 35
folder, toolbar button 35
toolbar button 35
WeblmageFX command 438
deleting
cell 485
folders 65
table 459
Detect All field, eWebDiff 99
difference
content
view, toolbar button 5
dimensions, WeblmageFX
command 438
Do not apply XSLT button 35
document
creating, document management
functionality 241
importing into DMS 234
importing several into AMS 236
Office, creating, document man-
agement feature 229
document management feature
adding documents to
collections 252

Ektron CMS400.NET User Manual, Release 5.1 Revision 5



adding documents to menus 252
checking in document 233
deleting document 252
document types 226
drag and drop files 247
exit without saving changes 234
file types 226
importing document 234
importing several documents 236
installing on client 16
introduction 225
managed files 227, 241
Office document properties,
editing 232
Office document, editing 239
Office documents 227
overview 225
reports 252
reports of document by status 252
saving recent changes 234
saving to local computer 234
security 228
submitting for publication 234
viewing documents in CMS 251
work offline 234, 239
work offline option 239
workflow 250
document management functionality
creating managed file 241
creating Office document 229
document management system
approving file 252
documentation, online, accessing 363
drag and drop files using Ektron
Explorer 223
drag and drop files, document manage-
ment feature 247

E

edit button, floating toolbar 5
editing
content block, overview 6
content, toolbar button 35
HTML 512
email
address, user, editing 360
instant
modifying 30
requirements 29
sending 28
where available 30
notification, disabling 360
emailing workflow reports 115
end date, setting for content 69
end time, calendar event 326
eWebDiff window 98

exit without save, WeblmageFX
command 440
exit, WeblmageFX command 439
Explorer, Ektron
changing thumbnail size 220
displaying 218
inserting external files 223
installing 214
introduction 212
search feature 221
extensions
file, allowed in library 192
image, allowed in library 192

F

files
copying to library 195
extensions, library, setting 192
library
inserting into content 204
overwriting 201
viewing 198
library, editing title 200
finding
content block 6
text 398
floating toolbar 4
folders
button for deleting 35
delete 65
information available when
viewing 38
fonts
background color 380
color 380
heading size 379
size 380
style 379
form elements toolbar 384
forms
adding to content 210
HTML
accessing folder 139
assigning task 170
creating 141
creating content block 144
database 185
deleting 185
editing
content block 184
introduction 183
summary 184
field validation options 155
implementing on Web page 170
inserting fields 147
calendar field 168
checkbox 151

choices 161

hidden text 152

password 157

select list 165

text 153

text area 159
introduction 135
mailto 185
processing overview 137
reports, exporting 177
reports, viewing 173
structure of data 137
toolbar 185
toolbar options 145
validation 150
viewing 177

properties 177

viewing 210
freehand, WeblmageFX command 440

G

gray, content border color, meaning 540
green, content border color,
meaning 540

H
height, work page, customizing for
user 361
help, online, accessing 363
history
button, view, floating toolbar 5
content
accessing from Web page 49, 103
accessing via Workarea 49, 103
viewing 37
window 104
horizontal flip, WeblmageFX
command 441
horizontal line, inserting 382
HTML
cleaning 513
editing 512
inserting 512
viewing 511
hyperlinks 505
adding as menu option 288
creating 505
definition 188
editing 510
entering manually 507
library
adding 208
adding to content 208
editing 208
viewing 208
preventing 510
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removing 510

testing 508

to a bookmark in another web
page 509

to content block, finding 36

using a Quicklink 506

icon menu 4

Ignore All field, eWebDiff 99

Ignore Case field, eWebDiff 99

Ignore Format Attributes field,
eWebDiff 99

image extensions, library, setting 192

image info, WeblmageFX command 441

image upload

from Microsoft Word

document 408
inserting picture from

computer 413
media file selection 411

images

adding space around 421
aligning 419
background

cell, inserting 489

table, inserting 477
border

color 418

thickness 418
deleting 423
deleting from server 413
editing 425
inserting 410

from server into editor 412

inserting from your computer 413

library
adding to content 209
editing titles 209
overwriting 209
uploading 208
viewing 209
locking in position 382
moving to server 423
scanning 453
specifying color depth 456
indent, toolbar option 381
insert library item, toolbar button 35
insert table, toolbar button 461
inserting
cells 484
HTML 512
instant email, see email, instant

Internet addresses, spell checking 405

italic, toolbar option 380

J

jumps, see bookmarks and hyperlinks
justify, toolbar option 381

L

landing page after login, customizing for

user 361

language, user, editing 360
library

accessing 189
add items button 34
asset, adding as menu item 287
copying files to 195
definition 188
file extensions 192
files
editing 200
inserting into content 204
overwriting 201
viewing 198
folder properties 191
forms
adding to content 210
viewing 210
hyperlinks
adding 208
adding to content 208
editing 208
viewing 208
images
adding to content 209
editing titles 209
extensions 192
overwriting 209
uploading 208
viewing 209
quicklinks
adding to content 210
viewing 210
search results
include images 62, 195
text only 62, 195
searching 192

license keys, viewing 381

lifecycle, content block 7

line, WeblmageFX command 442

link check button 36

links, broken, finding 53

ListSummary, compared with collection

and menu 272

lock table or image in position 382
login 9
log out 11

button, floating toolbar 5

M

Macintosh support 529
menu items 531
toolbar buttons 531
using editor 529
managed files 241
creating 241
document management
feature 227
editing 245
importing one 241
importing several 243
manuals, online, accessing 363
marked for deletion content 546
menus
accessing 276
add new content block via naviga-
tion link 290
adding new
via content folder 278
via Menus module 282
adding to toolbar 386
appearance
to content contributor 274
to site visitor 274
changing orientation 391
compared with collection and List
Summary 272
creating 389
in any language 311
definition 274
deleting 307
editing 291
via content folder 291
via menus module 291
via navigation link 292
icons 4
items
adding content block as 286
adding external hyperlink as 288
adding library asset as 287
adding submenu 288
adding to submenu 289
adding via content folder 283
adding via modules folder 284
adding via navigation link on Web
page 285
definition 275
deleting
via content folder 308
via menus module 309
editing
content block 296
external hyperlink 300
library asset 300
submenu items 301
via content folder 293
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via menus module 294
via navigation link 295
rearranging 306
moving from toolbar 391
multi-language issues 309
rearranging on toolbar 389
removing from toolbar 386
structure 275
submenu, definition 276
template link field 282
translating 309
URL link field 281
viewing
via content folder 301
via menus module 305
via navigation link 305
merging cells 497
metadata
definition 77
Microsoft Word
editing in 407
editing XML documents 409
uploading image from 408
multi-language menus 309

N

number, toolbar option 380
numbers in words, spell checking 405

O

objects, absolute positioning 382
Office 2000, inserting content from 514
Office documents

creating 229

editing properties 232

importing one 234

importing several 236
Office documents,document manage-

ment feature 227
open, WeblmageFX command 443
oval, WeblmageFX command 444
overwrite button 36

P

padding, cell 499
password, changing 360
paste

toolbar and menu option 376
paste as new image, WeblmageFX

command 445
paste text

toolbar and menu option 376
pending start date content 546
pictures

inserting see image upload

properties, image upload 411
pixels 417
pointer selection, WeblmageFX
command 445
polygon, WeblmageFX command 446
position objects menu 382
prerequisites 9
preview
button 36
floating toolbar 5
feature 11
print editor content 382
profile
users
updating 358
viewing 358
properties
button, floating toolbar 5
content block 43
publish
button 36
content to web site 87
published
content block, viewing 37

Q

quicklinks 506
adding to content 210
broken, finding 53
definition 189
using for a collection 262
viewing 210

R

rectangle, WeblmageFX command 447
red, content border color, meaning 540
redisplay toolbars 389
redo, WeblmageFX command 447
registered trademark character,
inserting 379
remove button 36
remove XSLT from XML content
block 105
reorder button 36
replacing text 398
reports
content
approving content from report 118
awaiting approval 118
checked in content 120
checked out content 120
content to expire 125
declining content from report 118
editing content blocks 115
expired content 125
new 121

pending start date 123
refresh reminder 124
sorting and filtering 113
submitted 122
viewing content blocks 115
workflow 108
emailing 115
selecting content by folder 112
folder, accessing 108
site update activity 127
restore, toolbar button 36
restoring content 105
right to left editing 383
rotate, WeblmageFX command 448
rows
table
adding 469
deleting 469
spanning 491
specifying 468

S

save
toolbar button 36
WeblmageFX command 449
save as, WeblmageFX command 450
scanning an image 453
scheduling content 66
search 398
considering case of search
term 400
content folder 54
direction 399
library 192
toolbar button 36
whole word match 401
search for content using Ektron
Explorer 221
search phrase report 132
search screen 55
noise files 57
specifying
kind of content to search 56
match criteria 58
word or phrase 57
searchable properties
creating 82
editing 82
section 508
compliance 515
tables 518
select all, menu option 394
select, WeblmageFX command 451
selecting text 374
server, moving picture to 423
sharpen, WeblmageFX command 451
shortcuts, keyboard 375
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show calendar, toolbar button 36
Site Update Activity Report 127
Smart Desktop

definition 20

hiding left panel 25

modifying folder display 23

navigating 22

set as start location for user 362
Smart Detect field, eWebDiff 99
space character, inserting 378
spacing, cell 499
spanning

table columns 491

table rows 491
special characters, inserting 379
spelling

check a single word 405

check as you type 402

check on demand 403

check selected text 405

checking file addresses 405

checking Internet addresses 405

checking uppercase words 405

checking words with numbers 405

fix errors 403
splitting a cell 496
staged content block, viewing 37
stale content report 127
start date
content block, setting 66
setting, results 68
start time, event calendar 326
style class, assigning to text 379
submenus
adding as menu item 288
adding items 289
definition 276
deleting 307
submit, toolbar button 36
submitted content, definition 544
summary
adding 73
content
creating for existing content
block 75
creating for new content block 74
editing 75

T

tables

alignment 474

background color
applying 476
deleting 477

background image
deleting 478
inserting 477

border
color 479
invisible 480
size 481
columns
adding 469
deleting 469
spanning 491
specifying 468
creating 458
deleting 459
inserting within a table 460
locking in position 382
rows
adding 469
deleting 469
spanning 491
specifying 468
section 508 518
width
setting by percentage 471
setting by pixels 473
tasks
add button 34
assign button, floating toolbar 4
assigning
to content block 338
to HTML form 170
to user 338
comments
adding 353
updating 354
creating
via content block 346
via task folder 337
definition 335
deleting 355
due date 340
editing 352
priority, assigning 338
relationship to content blocks 335
start date 339
state, assigning 339
toolbar buttons 357
viewing 347
options 348
sorting options 351
template link
field on Add/Edit Menu screen 282
text
aligning 381
in columns 460
within a cell 493
direction menu 383
indenting 381
remove formatting 380
replacing 398

searching 398
selecting 374
WeblmageFX command 452
title bar, displaying button text 361
toolbars
buttons 34, 375
collections 260
customizing 385
floating 4
buttons 4
redisplay 389
restore 389
trademark character, inserting 379
twain acquire, WeblmageFX
command 453
twain source, WeblmageFX
command 454

U

underline, toolbar option 382
undo
toolbar option 376
WeblmageFX command 454
uppercase words, spell checking 405
URL link
field on Add/Edit Menu screen 281
user
email address, editing 360
language, editing 360
users
profile
customizing work page height 361
customizing work page size 360
customizing work page width 361
landing page after login 361

see profile
set Smart Desktop as start
location 362
Vv
validation

HTML form 150
version number, viewing 381
vertical flip, WeblmageFX command 455
View Content Awaiting Approval 118
view content difference 95
button, floating toolbar 5
screen, first use 101
view date, toolbar button 36
view difference, toolbar button 37
view history
button, floating toolbar 5
toolbar button 37
view published, toolbar button 37
view staged, toolbar button 37
viewing HTML 511
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W

WeblmageFX
assigning new name to image 427
choosing image 425
commands
blur 431
brightness 432
choose color 433
choose font 434
contrast 436
copy 437
create new 437
crop 437
delete 438
dimensions 438
exit 439
exit without save 440
freehand 440
horizontal flip 441
image info 441
line 442
open 443
oval 444
paste as new image 445
pointer selection 445
polygon 446
rectangle 447
redo 447
rotate 448
save 449
save as 450
select 451
sharpen 451
text 452
twain acquire 453
twain source 454
undo 454
vertical flip 455
zoom in 455
zoom out 456

introduction 425
menu commands 427
saving image 427
specifying color depth 456
toolbar buttons 427
whole word match 401
width, table
setting by percentage 471
setting by pixels 473
width, work page, customizing for
user 361
word wrap 498
Word, Microsoft
editing in 407
editing XML documents 409
inserting from 514
uploading image from 408
work offline option 239
work offline, document management
feature 234, 239
work page size, customizing for user 360
workarea
accessing 15
button, floating toolbar 5
definition 15
toolbar buttons 34
add 34
add calendar event 34
add content block 34
add content folder 34
add library items 34
add task 34
approvals 34
approve 34
approve all 34
archived content 34
calendar 35
check in 35
check out 35
collections 35

delete 35

delete content 35

delete folder 35

do not apply XSLT 35

edit 35

insert library item 35

link check 36

overwrite 36

preview 36

publish 36

remove 36

reorder 36

restore 36

save 36

search 36

show calendar 36

submit 36

view date 36

view difference 37

view history 37

view published 37

view staged 37
WYSIWYG, view as 378

X

XSLT, removing from XML content
block 105

Y

yellow, content border color,
meaning 540

4

zoom in, WeblmageFX command 455
zoom out, WeblmageFX command 456
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