Quick Reference Guide for MCMS: Content Management for IEI
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Step-by-step instructions for creating pages and editing pages in MCMS
	Key Tasks and MCMS
	I need to….

· Log-in to MCMS and navigate the workspace.

· Create new pages within MCMS.

· Save new pages within MCMS.

· Populate pages within MCMS

· Understand the approval and publishing process.



	Quick Links
	· Create new pages
· Header/Title Image

· 

 HYPERLINK  \l "return" 

Return to Links

· 
Save new pages
· Populating pages

· 

 HYPERLINK  \l "paste" 

Copy and Paste

· Fonts and Formatting
· Bullets
· Images
· Tables
· Flash
· Highlight Boxes
· Hyperlinks
· Associated Document Links

· 

 HYPERLINK  \l "submit" 

Submitting
· 

 HYPERLINK  \l "approve" 

Approving

· Removing




Terminology

MCMS – Microsoft Content Management Server

Live Site mode – allows you to view the site as it will look once it is moved into production as per the release cycle.

Edit Site mode – allows you to manage the site and edit pages.

Web Author console – the main menu in Edit Site mode

Channel – a section of the Web site – equal to a folder or the location of the page within the file structure.

Template – a preformatted page for inserting content.

Placeholder - an area in a template that is reserved to contain unique content for each page.

Resources – templates and images available for use.

Galleries – groupings of resources.

CSS Style – used to apply formatting to content - similar to a Word style 
Page Status - a quick way to tell where a page is in the approval process.

Lock Status – a page is locked if someone is editing it. 
Roles and Responsibilities
Roles are tied to channels and have certain rights associated with them.

·  Subscriber: Browses the site (external customers)
·  Author: Creates, edits, and submits content for publishing

·  Editor: Approves or declines content
·  Moderator: QA role: edits, approves, declines content.  Approves new pages and updates to page properties

·  Template Designer: Technical role: creates channels, resource galleries, and template galleries
·  Publisher: Technical role: moves content into production as pre-release schedule 

Things that need to be requested:
1. Creation of new channels

2. Creation of new templates

3. Setting the sort order of all navigation

4. Correcting any other navigation or template-based issues
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The Web Author console is only available in Edit Site mode

Live Site vs. Edit Site Mode

All leaf pages and sub-pages will not appear in the top navigation in Live Site mode 
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All leaf pages and sub-pages will appear in the top navigation in Edit Site mode
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Logging into the MCMS
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· Use the AMR domain if you are in the American Region
· Use your Network Username and Password

Once you are logged in, you can:

1. Preview the site in Live Site mode to see how it will look published

2. Switch to Edit Site mode to access the Web Author console
	Create a 
New Page 
	1. It’s best to create all the top level pages needed for a project first and then create sub pages. This helps identify any issues with navigation, folder structure, left navigation, or tab order.  

2. To create leaf pages or multiple pages, use “Create New Page” in the Web Author console; not connected page.

3. If you are converting a PowerPoint, Publisher, or multiple page documents, each slide or page needs to be a page within the CMS. 

Follow the steps below to create a new page within MCMS. 

	
	Step 
	Action 

	
	1.
	In CMS, Select AMR, login with your username and password, and navigate to the channel where you would like to create a new page. 

	
	2. 
	If you are not in Edit Site mode, click in the link at the bottom of the page to switch from Live Site mode to Edit Site mode. 

	  
	3. 
	In the edit site Web Author console, select Create a New Page. 

	
	4. 
	Select EdWeb in the template gallery.
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You can show all of the templates by selecting All in the Items per page pull-down menu.
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	5. 
	Select the template you want to use for a page by clicking the Select finger icon next to the desired template. 

1. TOC 3.0 Page (Table of Contents)
a. Example: http://educate.intel.com/en/ProjectDesign/ 
2. Content Page (1st and 2nd level tab pages)

a. 1st Level Tab: http://educate.intel.com/en/ProjectDesign/Design/ 
b. 2nd Level Tab: http://educate.intel.com/en/ProjectDesign/ThinkingSkills/HigherThinking/ 
3. Content Page with Left Nav

a. Example: http://educate.intel.com/en/ThinkingTools/ShowingEvidence/InstructionalStrategies/ 
4. Content Page – Text title only (no main image)
5. Leaf Page

a. Example: http://educate.intel.com/en/ThinkingTools/ShowingEvidence/ProjectExamples/ProjectIdeas/SE_ProjectIdeas5.htm 
6. Help Page

Note: The following templates are outdated and no longer applicable:
Content Page 2 – Reversed Hilite Boxes
TOC Page
The following templates are used by engineering only:
Leaf Page – PDF layout

PDF Template

PDF Template – Connected Page Template
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	6.
	You are now in edit mode.

If you just created a new project in the CMS, we suggest following the next set of instructions to add the main image, title and return to navigation. 




	Title Image Placeholders 
	Follow the steps below to insert a Title Image within MCMS. 

1. Images mean .jpg only

2. Make sure all images are saved as a JPG format. Current browsers do not support BMP file format.

3. Title image refers to the main top image that resides on the Content Page Template and Content Page with Left Nav Template.

4. ALT tags must be on every image. For Main Images, the ALT tag should match the name of the page. 
5. Note: For the Content Page with Left Nav, if you do use a title image, the text title will automatically stretch to the full width of the page. 
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	Step 
	Action 

	
	1. 
	Use the Controls found in the upper left corner of the Placeholder to insert the Title image.  
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	2. 
	In the Insert Image>Select Source window, select Insert Local image.
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	3. 
	Press the Browse button and navigate to the image you want to upload. 

	
	4. 
	Fill in the Alternate Text field to populate the ALT tag for the image. ALT tags are mandatory. The ALT tag should match what the image is. 

	
	5.
	Select the Type of Image you are inserting such as a jpg image type. Make sure all images are saved either as a JPG format. Current browser do not support BMP file format.

	
	6. 
	Press the Insert button. 


	Supertitle and Title Text placeholders 
	Follow the steps below to insert a Supertitle or Title within MCMS. 
Supertitles:
1. All templates, except the TOC template, have a Supertitle. 
2. The Supertitle is the top most place holder and references the Project Name. The extended Supertitle references the Project Name and Section. For instance, Designing Effective Projects: Overview and Benefits is an extended Supertitle where the Project name is Designing Effective Projects and the Section is Overview and Benefits. All projects use the extended Supertitle. For instance, Seeing Reason Tool: Ecology Explorers is an extended Supertitle where Project Name is Seeing Reason Tool and Ecology Explorers is the Unit Plan Name. The Supertitle always goes in the control above the Title Text.
Titles:
1. All templates, except the TOC template, also have a title. 
2. On Content Page Templates, the title is placed in the Control called Title Text. 
3. On Leaf Page Templates, the title is placed in the Control called Title Text.

4. The Title Control box is always below the Supertitle Control.

5. The Title should match the name of the page, the Page Title column of the project’s file management, or the Page Title of the Content Script. 
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	Step 
	Action 

	
	1. 
	Place your curser in the box and type the supertitle or title. Don’t worry about the text wrapping to the next line. If you specifically need two distinctive lines – see #3.

	
	2. 
	Formatting of size and color is done automatically for you.

	
	3. 
	If you need two lines for a title with a long sub title like Destination America: Our Hope Our Future, you may designate a new line by selecting SHIFT ENTER. Please note: DO NOT select ENTER only. By selecting ENTER this will add a <p> tag and will cause issues. By selecting SHIFT ENTER, this will add a <BR> or line break. 


	Return to Navigation (Leaf Templates)
	Follow the steps below to add top navigation for Leaf Page Templates only 



	
	Step 
	Action 

	
	1. 
	Type or paste from another CMS page the text for the return to link in the top right box called Additional Navigation Link (top).  Do not paste from Word or another hyperlink as this will cause a problem with the code. The format for Return to links is: 

< Return to Name of Page
If there are sequential leaf pages the format is:

Page 1 of 3 | Next >
< Back | Page 2 of 3 | Next >
< Back | Page 3 of 3
Example: http://educate.intel.com/en/ProjectDesign/UnitPlanIndex/TeachersPet/pets_intro_1.htm  

Note: The carrot (<) should not be included in the hyperlink.

	
	2.
	Select the text and click Hyperlink Manager button in the Additional Navigation Link (top) Utility Bar to access the Hyperlink Manager window. Note: Do not select the carrot (<). Additionally, do not apply any formatting or CSS class to the carrot or any text not part of the link like Page 1 of 4. The code behind this box will automatically format the text for you.
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	3.
	In the Hyperlink Manager window, Browse to the page where the link should take the user. You will have to go through the whole channel to find the link. Do not click OK yet!
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	4.
	In the Hyperlink Manager window, go to the CSS Class pull-down menu and Select the font Navigation-small Grey. 
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	5. 
	Now, click OK.

	
	

6.
	

For Bottom Return To navigation, in the Main Body Content Area, type or paste:

< Return to Name of Page

Note: The carrot (<) should not be included in the hyperlink.
If there are sequential leaf pages, you will have both the sequential navigation and the return to link. The format is:

Page 1 of 3 | Next >

< Return to Name of Page

Example: http://educate.intel.com/en/ProjectDesign/UnitPlanIndex/TeachersPet/pets_intro_1.htm
Additionally, if multiple pages link to a leaf page, you will need both Return to links at the bottom of that leaf page.

Example: http://educate.intel.com/en/ProjectDesign/UnitPlanIndex/TeachersPet/pets_journal_questions.htm 

	
	7.
	Select the text and click Hyperlink Manager button in the Main Body Content Area Utility Bar to access the Hyperlink Manager window.
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	8. 
	Repeat steps 3 through 5.

	
	9. 
	Highlight the Carrot (<) and Select either the font Navigation – Blue or Navigation-small Grey. The Carrot should be the same color as the hyperlink.
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	Save the New Page 
	Follow the steps below to Save a page within MCMS. 

	
	Step 
	Action 

	
	1. 
	When complete, select the Save New Page link in the Web Author console.
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	2. 
	In the Save New Page window, give the page a Name (the actual file name). 
Naming conventions

1. The Name (the actual file name) should be the following:

a. “Name” should be “index” for all pages that are a tab or in hand left nav.

b. Index needs to be all lower case and not don’t use .htm at the end

c. When you create a leaf page “Name” should be a name that distinguishes it from other pages or the Unit Name with an underscore to a name that distinguishes it from other pages in the plan (example: biomes_unitrubric is name and Biomes Unit Rubric is display name) 

2. Never use spaces. Instead use underscores (charolette_rubric).

3. For Sequential pages, PowerPoint, Publisher, or multiple page documents, naming conventions are as follows: name of file_#. For example, if you are converting a 4 page presentation into CMS pages, you will create 4 pages in the CMS and name them: student_sample_1; student_sample_2; student _sample_3; and student_sample_4.

If you make a mistake, we do not have a delete option, but you can request to have the page moved and/or renamed if needed. 



	
	3. 
	In the Save New Page window, give the page a Display Name (the name that will show up in the blue bar of the browser when a user is viewing the page). 
1. The Display Name (the name that will show up in the blue bar of the browser when a user is viewing the page) should match the Page Title column of the project’s file management or the Page Title in the content script. Display name is what you want to show in the top tab section in CMS. This name should match the name that will appear in the graphic title. The Display Name does not need underscores.

2. For Sequential pages, PowerPoint, Publisher, or multiple page documents, display name conventions are as follows: Page Title #. For example, if you are converting a 4 page presentation into CMS pages, you will create 4 pages in the CMS and name them, for example if the display name is Examining Student Work: Examining Student Work 1; Examining Student Work 2; Examining Student Work 3; and Examining Student Work 4.



	
	4. 
	Click the OK button and the page will refresh with a Page Status of Saved. If a person saves a page, no one can work on it but them. Once the page has been submitted and approved, the page will have a status of published. Now anyone can work on the page. 
Note: The CMS does allow any two sections or files to have the same file name except index or default. For instance if you have a vocabulary page in two different sections and name them both vocabulary.htm, the CMS will get confused on how to display the two files. The same is true of tabs. The tabs may not have the same file name. Remember the file name is different than the display name.


	How to Hide Leaf Pages from the Top Navigation on Live site mode
	Follow the steps below to hide a new page from being visible on the live site. This is usually only applicable to Leaf Pages. Do not hide pages that you want to appear in a tab or in hand left nav. Note: The pages hidden will still appear as tabs or in hand left nav options in Edit Site mode.

	
	Step
	Action

	
	1.
	In the edit mode Web Author console, select Page Properties

	 
	2.
	Select the checkbox next to Hide When Published
[image: image22.png]ide When Published





	
	3.
	Click Save


Adding Content to a Page
	Inputting content 
	Follow the steps below to input content into an existing page in MCMS. 

	
	Step 
	Action 

	
	1. 
	Navigate to the page where you would like to input content

	
	2.
	If you are not in Edit Site mode, click in the link at the bottom of the page to switch from Live Site mode to Edit Site mode.

	  
	    3. 
	In the edit site Web Author console, Select Edit 

	
	4. 
	In the edit site Web Author console: 

· Select Preview to display a preview in a separate browser window 

· Select Save often while working on the page.
· Select Save and Exit when you are finished editing the page.
· If you do not wish to Save your changes, Select Exit.
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Main Body Content Area Utility Bar
You will recognize many of the icons for formatting content found in the Main Content Placeholder Control.  Here are some basic highlights of the features you may not recognize:
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	Copy and Paste 
	From Word, we recommend copying the Word document into Notepad first and then into the CMS. (To find, type notepad into command in Start menu) 

Ctrl-A selects all text in Notepad, then paste into the CMS page. Notepad will strip formatting. Before copying text into CMS, be sure to get rid of bullets and numbers. You will need to set these up in CMS. Once copied into CMS, all content will be merged without paragraphs and will be stripped of formatting (italics, bold) so you will need to put all of this in. It is best to copy and paste manageable chunks at a time. 

If you are comfortable working with HTML, you can copy straight from Word into the CMS. Highlight all the text and click the Format Stripper button. Please note, if you try this you may still need to go directly to the HTML to ensure all code was in fact stripped. 
When stripping code, please get rid of mso or Font Family.
Paste in all the text before starting to format different sections, like bolding, inserting images, or linking. 


	Format header and body text using predefined CSS styles 
	Follow the steps below to format header and body text using predefined CSS styles within MCMS. Be really careful to not select spaces around highlighted text. The “solution” to this issue is to place the cursor at the start of the text block you want to select and then hold down SHIFT while using the right arrow to select a range of text one character at a time or CTRL-SHIFT to select a range of text one word at a time. 

	
	Step 
	Action 

	
	1. 
	Highlight the Section Header title text.

	  
	2. 
	In the CSS Style dropdown, select Header Text.
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	Create a 
Bulleted List
	Follow the steps below to create a bulleted list within MCMS.

	
	Step
	Action

	
	1.
	Highlight the text that you want as a bulleted list

1. You may need to highlight the text you want to bullet and apply a paragraph <p></p> format to the selection, so that it does not effect the entire paragraph that the list is within.

2. To do bullets, hit enter before and after the text before formatting. 



	 
	2.
	Click the Bulleted List icon [image: image26.png]



1. Notice that the CMS system puts the bullets in the list for you.
2. To go down to another line without adding a new bullet: select Shift Enter. To continue bullets again, select Enter.


	
	3.
	HTML Bullets:

1. In HTML, put <ul> before the introduction to the list and <li> before each item 

2. To start the list at a certain number, use the following syntax in the HTML (check the html box to switch to html). Preview before saving. 
<ol start=xx> where xx equals the first number in the series.

For example:

<ol start=8> starts list at 8

<ol type=a> makes lower case letters instead of numbers 

3. To start a numbered list, have a bulleted list within the numbered list, and return to the numbered list, do the following in HTML:

<ol>

   <li>number one

          <ul><li>bullet 1</li>

                 <li>bullet 2</li></ul>

  </li>

  <li>number 2</li>

</ol>
 It will appear like this:
1. number one

· bullet 1

· bullet 2

2. number 2
Note: <ol> = ”ordered list” = a list that is numbered
          <ul> = “unordered list” = a bulleted list



	Create a Checklist
	Follow the steps below to create a checklist within MCMS.

	
	Step
	Action

	
	1.
	Switch to HTML Mode
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	2.
	Copy and Paste the following code:

<TABLE cellSpacing="0" cellPadding="4" border="0" ID="Table1">


<TBODY>



<TR>




<TD><IMG style="WIDTH: 15px; HEIGHT: 16px" height="16" alt="checkbox" hspace="0" src="/NR/rdonlyres/F96FF7CD-FA5E-4C7A-8CDD-FBD0D87D7E95/6905/checkbox_small7.gif"






width="15" border="0" longDesc="" editorID="MainContent_MainContent_AuthoringModeControlsContainer_EditorMainContent_MainContent_AuthoringModeControlsContainer"></TD>




<TD class="" width="680">Placeholder Text</TD>



</TR>



<TR>




<TD><IMG style="WIDTH: 15px; HEIGHT: 16px" height="16" alt="checkbox" hspace="0" src="/NR/rdonlyres/F96FF7CD-FA5E-4C7A-8CDD-FBD0D87D7E95/6905/checkbox_small8.gif"






width="15" border="0" longDesc="" editorID="MainContent_MainContent_AuthoringModeControlsContainer_EditorMainContent_MainContent_AuthoringModeControlsContainer"></TD>




<TD class="" width="680">Placeholder Text</TD>



</TR>


</TBODY>

</TABLE>



	
	3.
	Switch out of HTML Mode.


	
	4. 
	Replace the Placeholder Text with your content.

	
	5. 
	The content is in a table. Right click on the table and select cells or table to format.


	Insert Images 
	Follow the steps below to insert images within MCMS.
1. Images mean .jpg or .gif only

2. Make sure all images are saved either as JPG or GIF formats. Current browsers do not support BMP file format.
3. ALT tags must be on every image and graphic. Use wording to describe the image or graphic. For example, if an image of two girls reading a story is used in the content, then the Alt tag would be: Two girls reading a story.


	
	Step
	Action

	
	1.
	Place your cursor where you want to insert an image

	 
	2.
	Click the Image Manager icon from the Main Body Content Area Utility Bar  [image: image28.png]




	
	3.
	Click on the Local Image tab and hit the Browse button.
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	4.
	Locate the image you would like to upload

	
	5.
	Click the Insert button


	Set Image Properties
	1. Make sure all images are saved either as JPG or a GIF format. Current browsers do not support BMP file format.

2. Use Photoshop or Publisher for image manipulation, sizing and cropping

Follow the steps below to set image properties and remove the image link within MCMS.

	
	Step
	Action

	
	1.
	Click on the image to highlight it and select the Remove Link button [image: image30.png]8



 from the Main Body Content Area Utility Bar

	
	2.
	Right click on the image to access Set Image Properties

	 
	3.
	Enter your Alternate Text into the Image ALT Text field

	
	4.
	Use the Image Alignment properties to align the image and control the word wrapping.

	
	5.
	Add Horizontal and Vertical Spacing to give the image some padding.


	Insert Global Images 
	Follow the steps below to insert global images within MCMS. Some pages require global images like Back to Top.

	
	Step
	Action

	
	1.
	Place your cursor where you want to insert the image

	 
	2.
	Click the Image Manager icon [image: image31.png]


 from the Main Body Content Area Utility Bar

	
	3.
	Double Click on Edweb_Global_Images 

	
	4.
	Locate the image you would like to upload

	
	5.
	Click the Insert button


  

	Create Tables and Change Table properties
	Follow the steps below to create a table and change the table properties within MCMS.

	
	Step
	Action

	
	1.
	Place your cursor in the main content area where you want to insert a table.

	 
	2.
	Use the Create Table drop down utility to drag the dimensions of the table
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	3.
	Another option is to use the Table Wizard

	
	4.
	Use the Wizard or right-click on a table after it has been created to do the following:  
· Set Table Properties. Be sure to select the body text at this point. You should not do this for each cell. 
· Set Cell Properties: Make sure that there is something in every cell or the border will not show up in some browsers. Use &nbsp; (which stands for Non-Breaking Space) in HTML mode or put a single space in the cell in Normal mode.
· Insert Rows and Columns
· Merge Rows and Columns: use the rowspan and colspan variables.
For example:

<table>

<tr><td rowspan=2>&nbsp;</td></tr>

<tr><td>&nbsp;</td<td><&nbsp;</td></tr>

                    </table>
· Set Borders: Highlight the table and use the Hide Table Border icon to set the Border to 0

· Set Table Width: Select the table and drag the corner controls to change the width or height

Default settings for tables

· width is 740px (All rubrics should be this width)

· width is 600px for tables in Content Pages with Left Nav

· vertical alignment for each cell (should be top left) – set in Cell Properties
· size of text (should be body text)

· cell padding (should be 4-5) and cell spacing (should be 0)
· outside lines disappear when you make any kind of change to the table properties, need to maintain prior changes. Should default with 1 pt black border




	Flash/Demos/ Videos 
	Contact engineering for help with any of these implementations. 




	Highlight Boxes 
	The following Templates have Highlight Box options: Content Page Template, Content Page with Left Nav Template, Content Page Text Title only Template, and TOC. On each template, there are four Highlight Boxes:

1. Text Highlight Box

2. Link List Box 

3. Text Highlight Box2
4. Link List Box2
1. Use the boxes that your page requires. In order for the unused boxes not to show on the page, remove all the placeholder content from the unused boxes by selecting the HTML Mode box and deleting all code. 

a. For example: If your page requires only a Text Highlight Box at the top, follow the steps below to enter your content into the first available Text Highlight Box. Remove all placeholder content from all other boxes.
b. If your page requires first a Link List Box and then a Text Highlight Box, Remove the placeholder content from the first Text Highlight box and leave it empty. Enter content into the first Link List box and the Text Highlight Box2. Remove the place holder content from the Link List Box2.
Follow the steps below to insert linked text in a highlight box within MCMS.

	
	Step
	Action

	
	1.
	Type or paste (from notepad) the text for the highlight box
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	2.
	Do these next steps to create links
Learn more, Read more, or See more should be followed with a non linking carrot (<). If Learn more, Read more, or See more is bold then the carrot needs to be bold as well. Use the CSS class Bold Link for the hyperlink and the carrot. For normal hyperlinks, use the CSS class highlight Box Link.
Highlight Box Utility Bar
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	3.
	For Links:

1. Select the text. Make sure to not highlight any extra spaces before or after where you want the link.

2. Click the Link Manager button in the Highlight Box utility bar to access the Hyperlink Manager window. [image: image35.png]



3. In the Hyperlink Manager window, Browse to the page where the link should take the user or enter the URL for an external Web site.

4. In the Hyperlink Manager window, Select the font Highlight Box Link or Bold Link.  

[image: image36]
5. Click Ok.



	Create Hyperlinks in Body Content
	Follow the steps below to create Hyperlinks within MCMS.

	
	Step
	Action

	
	1.
	Highlight the text or image that you want to Hyperlink. Make sure there are not any extra spaces after link

	 
	2.
	Click the Link Manager button to access the Hyperlink Manager window [image: image37.png]




	
	3.
	In the Hyperlink Manager window, either Browse for a MCMS content or enter the URL for an external Web site.

· To link outside of Intel, go to target and pull down menu to choose _blank which will make it pop up into a new window. 

· To open a new window in HTML: use the target variable set equal to _blank to achieve this.  
For example: 

<a href=”index.html” target=_blank> 

· Text for links outside of Intel should be noted with a *. The * should NOT be part of the link.
· If the hyperlink is also a subtitle, then you will need to use the CSS class Bold link and follow the hyperlink with a bold carrot (carrot is unlinked and uses the same CSS class of Bold link).
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If you need to change a link, be sure to get rid of the hyperlink before changing to a new one
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	4.
	Click OK


  
	Associated Document Links (Leaf Templates)  
	Follow the steps below to add associated document links to Leaf Page Templates within MCMS. 

a. If you change the File Name in the project’s file management or the URL in the content script, you will need to update the associated document link within the corresponding CMS page.


	
	Step 
	Action 

	
	1. 
	At the very top of Leaf Page Templates in the content placeholder, most pages include associated document links. Type or paste in the text for the associated document links. The format for associated document links is: 

View as Microsoft Format* | View as PDF
Whereas Format is usually Word*, Publisher*, Excel*, or PowerPoint*. The original format should always be listed first.

	
	3.
	Highlight the associated document text only. 

	
	4. 
	In the Main Body Content Utility Bar, Select the font class Navigation-Small Grey [image: image41.png]55 Class.



  and alignment “Right”. [image: image42.png]



Select the paragraph [image: image43.png]


 to move cursor back to left alignment. 
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	5.
	Highlight the first View As link (View as Microsoft Word*), and click the Link Manager button in the Main Body Content Utility Bar  [image: image45.png]


 to access the Hyperlink Manager window.

	
	6.
	In the Hyperlink Manager window, Type in “http://download.intel.com/education/common/en/resources/project name/tab or section/folder name or subsection/file in the URL” 
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1. Download links: 

· Project name = either full project name or abbreviation like AP for Assessing Project, DEP for Designing Effective Projects; or SR for Seeing Reason Tool.

· Tab or Section = If you have associated documents in overview and instructional strategies then you will want two folders under the project called overview and strategies. OR if you have a Unit Plan Index as a top level tab or section the Unit Plan name may be the section. For instance, for DEP which has a tab called Unit Plan Index, it doesn’t make sense to have the Index as a folder but instead all plans on the index would have their own folder like this: http://download.intel.com/education/common/en/resources/DEP/Arifican/African_rubric.doc where project name is DEP; African is the unit plan; and African_rubric.doc is the file.

· Folder name or subsection = this is optional. If you have 5 Unit Plans under strategies then having sub folders of the Unit Plan names would make sense. For instance, Assessing Projects will have a library that contains 7 sections so here is what a link for this section would look like: http://download.intel.com/education/common/en/resources/AP/library/collaboration/collab_rubric_middle.doc where project name is AP for Assessing Projects; library is the section or tab/ collaboration is the subsection; and collab_rubric_middle.doc is the file. 

· File = The File should match exactly the File Name column of the project’s file management. Do not use spaces in the File name; instead use underscores.



	
	7.
	In the Hyperlink Manager window, Select the font "Navigation-Small Grey. 
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	8.
	Click OK.

	
	9. 
	Repeat Steps 5-8 for the second View As link


 Associated Document Process:
1. When making any changes to Web content during the review process, it is necessary to make the same changes to the script (some of which will become download documents). Therefore, putting in your associated documents will probably be your last step (and in some cases may even be in the next release.) 

2. Once you have created the actual associated documents, have them reviewed and copy edited, please work with your Web Project Coordinator to get the documents converted to a PDF format and upload onto the download server. Although, please remember that if you make a change to one of the documents, you will need to contact the Web Project Coordinator again to re-create a PDF and have it uploaded onto the download server again. In order to limit how many times the documents need to be converted to PDFs and uploaded onto the download server, please only send what is considered a “final” version of the documents. The Web project coordinator will need to know:

a. Where the files are located at present

b. When does this need to be live

c. What the directory structure you have set up in your links

  

Submission and Approval Process

	Submit a Page for Approval
	Follow the steps below to submit a page for approval within MCMS.

	
	Step
	Action

	
	1.
	Author: In the edit site Web Author console, select Submit.
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At the end of every session, use the Production Manager to view status of pages that are currently assigned (saved) to you. You can select and submit any pages ready for approval from the Production Manager. Make sure the pages you want approved have a status of Waiting for Approval.



	 
	2.
	Editor or Moderator:  In the edit site Web Author console, select Approve

	 
	3.
	The page will refresh with a Page Status of Waiting for Editor Approval.


	Approve a Page 
	For editors or moderators: Follow the steps below to approve a page within MCMS. The Approval Assistant is available from the Web Author console and lists all pages that are currently waiting for approval. 

	
	Step
	Action

	
	1.
	On the edit site Web Author console, click Approval Assistant. The Pages Waiting for Approval list appears, showing the pages submitted to channels where you have approval rights.  

	 
	2.
	Click the Preview icon to display the preview in a separate browser window. 

	
	3.
	Close the preview browser window and return to the Approval Assistant window.

	
	4.
	Select the checkbox next to your page, and then click Approve
1. You can select multiple pages to approve at the same time by selecting the checkbox beside the page name in the list.



Removing Pages
Currently, no delete feature exists. Instead ask a moderator to delete a page. 

	Terminology
	· MCMS – Microsoft Content Management System

· Live Site mode – allows you to view the site as it will look once it is moved into production as per the release cycle.
· Edit Site mode – allows you to manage the site and edit pages.

· Web Author console – the main menu in Edit Site mode

· Channel – a section of the website – equal to a folder or the location of the page within the file structure.

· Template – a preformatted page for inserting content.

· Placeholder - an area in a template that is reserved to contain unique content for each page.

· Resources – templates and images available for use.

· Galleries – groupings of resources.

· CSS Style – used to apply formatting to content - similar to a Word style 
· Page Status - a quick way to tell where a page is in the approval process.

· Lock Status – a page is locked if someone is editing it. 

	Page Status
	· New – A page has been created, but has not been saved.

· Saved – A page has been saved, but has not been approved.

· Waiting for Editor Approval – A page has been submitted for approval, but has not been approved by an Editor or Moderator.

· Waiting for Moderator Approval – A page has been approved, but has not been approved by a Moderator.
· Declined – A page has been declined, but not modified or resubmitted.

· Published – A page is now viewable in Live Site Mode.

	Roles and Responsibilities
	· Subscriber: Browses the site (external customers)

· Author: Creates, edits, and submits content for publishing

· Editor: Approves or declines content 
· Moderator: QA Role: edits, approves, or declines content.  Approvals of new pages and updates to page properties

· Template Designer: Technical role, creates channels, resource galleries and template galleries

· Publisher: Technical role, moves content into production as pre release schedule 



There is a difference between the CMS Workflow and our own Workflow. 
K-12 Workflow:

1. The outline is written and goes to Anne Batey for instructional design review.

2. If new templates are needed, requested them from the Template Designer.

3. Content is written in the form of a content script.

4. The content script is reviewed by a peer; someone other than the writer.

5. New pages are created.

6. New pages are submitted for approval by the Moderator.

7. Content is entered and formatted in the CMS under the role of Author. Note that content can be “chunked” or segregated. You will not need all the content entered before completing the next step. “Chunking” the content by tabs or plans has successfully worked in the past.

8. Pages in the CMS are reviewed again by a different peer; someone other than the first peer reviewer.

9. Pages are submitted to the Editor for final content approval and the Moderator for final page approval.

10. Now the pages will be moved from the development environment (dev-edtools03.cps.intel.com) to the QA environment (qs1-edtools.cps.intel.com) in “Builds” for QA

11. Pages are moved from the QA environment to production (educate.intel.com) in a release cycle.




1. Select your domain


2. Enter your network username and password


3. Press Continue
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