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TRAINING OBJECTIVES

When training is completed, participants will:
Understand the design of the Content Manager, Content Tagging, and Workflow
Manager modules
Understand the administrative end of the Content Manager and how Content
Tagging produces content on the user-side of the website
Understand the three elements of the Content Manager: navigation items, content
buckets, content records and the properties associated with them
Understand the types of content that may be created with the Content Manager
module
Create content records for each type of content
Modify content records for each type of content
Be familiar with Ektron’s eWebEditPro
Tag content records for display on Tagged pages
Explore principles of content management and discuss best practices for storage
and management of website content, including graphics and files
Understand content authority groups and their relation to Content Manager
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USING CONTENT MANAGER

Conceptual Overview of Content M anager

The Content Manager module is an administrative tool which alows you to view,
maintain and manage the information published on the front-end website. Y ou
will be able to control the type, amount and format of the information through the
various stages of publishing.

The Content Manager module alows you to insert, update and manage content
through a simple and easy-to-use interface. The product can be thought of as the
“entry point” and “storage bin” for al content that appears at the front-end.

Important Terms

Navigation Menu Item

A navigation menu item contains the content that will be displayed on the front-
end. Settings that determine format, security, etc are specified while creating these
menu items. The items map to navigation links on the front-end of the website,
hence the name “navigation” menu items.

A navigation menu item shares a ‘one-to-one’ relationship with a navigation link
at the front-end. (see the site map aong with the Navigation Menu).

Content Record

Every piece of content created for publishing on the website is associated with a
distinct content record. A menu item may have more than one piece of content.
Organizing content into records helps distinguish between different pieces of
content.

Content Buckets

Thisis the second component of the Content Management product. Content
Buckets help organize and store information that you want to display at the front-
end but without linking it to navigation menu items.
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The ALA Navigation Menu
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Navigation Menu Structure

Navigation Menu - -

Section Properties Page ) o
Home Properties of the navigation
Login : Name ¢ menu item inserted here
Search p | Description
Our Association L | T

"""" File Properties Page

Content

Content Record 1 name ————} e

Content Record 2 name ————— P Deaccri ption

Published Date

Every Navigation menu itemcan have | --------
multiple Content Records | --—--—---

Tagged Pages
Content inserted here > HTML
Every Content Record can have Linked Content
multiple content types | -
File Uploads
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Getting Started

P B een P i

Internet Explorer 6.0 (or higher) is the preferred browser for working with the
Content Management System. While earlier versions of 1E may be used,
Netscape Navigator is not compatible with this system and should not be used to
administer the Content Management system (although all browsers will be able to
view the site). First open Internet Explorer and type the following URL in the
Address Bar: http://www.ala.org/AdminTemplate.cfm. At the main login page,
your login will be your full email address while your password will be your first
initial and last name. In this example the login is cbuksar @ala.org and the
password would be cbuksar. Click the Login button to complete the login
process, then click the “Click here to continue” link to enter the Administrative
section of the system. Passwords can be changed at the user’ s request by
emailing the ALA helpdesk.
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Letslook at Content Recordsin greater detail

Since ALA is coming fromadirectory-style website, you may tend to think of the
website as containing “pages’ of content. However, Active Matter’s Content
Manager is based on a system of Content Records rather than “pages’. Itis
important to try and think of our site as containing content records, which are full
of information and allow the system to perform many more functions than
individual HTML pages could allow.

What isa Content Record?

A content record is composed of two main types of information:

1) Properties or information about the actual data. Your data, in this sense, is
what you think of as “pages’- such asthe HTML, PDF, or Word document.
Properties may include keywords that relate to the data, date published,
copyright date, content tags, summary information, etc.

2) Thedata(your HTML, PDF, Word document, Excel spreadsheset, link to an
external site or dynamic page, €tc).

Two Main Locationsfor Content Records
There are two main locations where you will store your content records:

1) Navigation Menu
2) Content Buckets

Content Records can hold the following types of data:

HTML

File Uploads, such as PDF files, word documents, etc

Link Uploads, such as links to external websites and to ColdFusion display
pages

Tagged Pages
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STORING INFORMATION

Navigation Menu and Content Buckets

Data can be displayed at the front-end in two ways

1) By directly inserting data into a Content Record in a navigation menu item
such as HTML data, file application or website links. This data will
display at the front-end.

2) By inserting a Tagged Page in a Content Record in a navigation menu
item. Data will be pulled from Content Records with the help of tags and
displayed in a pre-determined layout.

e o o Lol adild
P ORE Ve Rt G S [ o | it e T [ = |
Tl = JER I Ll it a5 et - <D e e e G a )
| [ r———r e 7 o e Bl ] - et b .o . Hommemt b s o oo Py s e e 7] i
]
L J | a MAGINOT  Adminiantive Teok a8
sttt - SR <o b
kB = - - ¥ Pk i
4 e sy + T
1 AT3. s el Ve «@ 0 | EEE e
o + o
. AT + el e
= + 8 ]
C o imim
i gemincu - oy
= gy e - .
i manch + @ "
= s mprn LEE e
A e o + 4w
Trpans Camape A
..........

Navigation Menu

The Navigation Menu is used to create the links that appear at the front end and to
insert content under those links. Data is inserted into a Content Record in the
menu item at the back-end and this data appears at the front-end under the same
named navigation link. The Navigation Menu holds the site's structure and houses
the physical link between a navigation item and a Content Record.

Content Buckets

Content Buckets contain data that needs to be displayed at the front-end through
tagging. Content entered here has no navigation links at the front-end. Data is
contained within Content Records in the Content Buckets and each Content
Record is tagged to specific tags. The data within the Content Record is displayed
at the front-end through Tagged Pages.
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The best way to decide which menu to use when adding content is to decide how
the content record is going to be used on the website. Y our answer will be either:

1) You will seethe content record when you click on a navigation item as
pureHTML or alink or afile; in thiscase, you will put your content
record in theblue Navigation Menu, or

2) You will seethe content record when you access a Tagged Content
Template; in this case, you will put your content record in the

The primary difference between the two is that the Navigation Menu holds ALA’s
site structure and houses the physical link between a navigation item and a
Content Record. The gold Content Buckets Menu is used as an organizational aid
to house al of your content that will be accessed through Tagged Pages. Items
added here are those that would make your blue Navigation Menu unwieldy if all
of the content records were listed under navigation items.

> 511 s e e

1. From the Navigation Men, P B
first expand all of the items
under your navigation item and
find your office, division or

category. Click on the “Insert
New Item” button & to the

left of the line item under S i
which you want your new ANE = en
content to appear. : ot

2. Enter the name of theitemin
the box provided and select 362, =l Intellectual Freedom

“Go”. If there are other T
existing items, using this button will create an item that is placed at the bottom
of the list. It is possible to reposition the item in any order you wish using the

Move button ﬂ and Target button @ (see Additional Functions, pg. 19).
The red flag next to the name denotes that the item has not been published.

3. Click on the navigation menu item name to access the ‘ Section Properties
page. Here is where we provide the ‘Properties for the navigation menu item.
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Mavigation Meny [ETIETUR TN EAH

4. Enter the information and click Sascalon Gy Tt
the © save putton. ;

The navigation menu item has been il A

created but there is no content yet
associated with the item. Y ou will now R i 1
need to create a Content Record.

Templxis Paty [Tenplata  ofy

Create a Content Record

1. From within the Section Properties
[ Contant
page, scroll to the bottom of the page | m caen s o the v o R e
and click the © creare new button. el b
Thiswill open the ‘File Properties' page. The Properties about the Content
Record and the content need to be inserted in this section.

2. Enter the description and other
information as needed. At the
bottom of the page you have severd
options for uploading or creating
content for this record.

Browes

3. Approve the Content Record or © st pse O ore
submit for approval. GEUIET -
4. Go back to the * Section Properties T
page. If there are multiple Content Records, specify the sort order and the
display order.

5. Clickon © save

Publish a Navigation M enu item

The publishing process is performed at the navigation menu item level and
not at the individual content record level.

A content record must be approved for its contents to be displayed at the
front-end. If a menu item contains multiple content records and only some
of them have been approved, then only the approved content will appear at
the front-end.

A F= icon will appear next to the navigation menu item name when the
item has been created and never been published or when the item is moved
or promoted or demoted. The P indicates that the item needs to be
published for the changes to take affect.

10
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The Content Manager is designed to publish all navigation menu items and
associated approved content records, automatically, as part of nightly process.

1. Go tothe main Navigation Manager page. You may seeaRed Flag ™ next to
the navigation menu item name indicating that the item has not been
published.

2. Click on the [#_button located on the extreme right hand side of the navigation
menu item name.

| & 37z, Cathy's Tast o000 < @

3. If the navigation menu item contains only one or more descendants, you will
see the “Publish” message. This message prompts you to select the child items
that you want to publish along with the parent item. Select the required child
menu items and click on the © eweiisk putton.

If the navigation menu item does not contain any child items, the item will be
published directly and you will not see the “Publish” message.

4. After you publish the navigation menu item/s, you will see the ‘Publish

Results' page with a summary of the total number of navigation menu items
and content records published and regenerated.

11
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THE CONTENT RECORD —USING MULTIPLE

DATA TYPES

Different types of data

- HTML
- FileUploads

- Link Uploads (to external websites and ColdFusion pages)

- Tagged Pages

There are four ways in which the first three data types may be inserted into one
Content Record. The following case scenarios outline these methods.

Case 1: Content Record contains only one type of data (e.g. HTML) that does not

have subseguent links to other content

If we looked into the * Section Properties’ page of the navigation item, we would
see one Content Record that contains HTML data.

Click on the navigation item called * Our Association > Affiliates” = you will
see displayed the HTML data of one content record without any links to

subsequent pages.

Example on ALA’ssite: Our Association > Affiliates
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Case 2: Content Record contains more than one data type and the file uploads
appear as ‘' Related Files' at the front-end and the link uploads appear as ‘ Related
Links

Example on ALA’s site: Our Association > Affiliates
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To do this-

1. Click on the Content Record name on the * Section Properties’ page of ‘Our
Association > Annual Objectives. Thiswill open the ‘File Properties page.

2. Scroll down to the section titled ‘ Linked Content’. Insert the URL and short
link description in the fields titled ‘URL’ and ‘Link Description’, respectively.

3. Click onthe © add/update hutton. Repeat the processtill all the links are
inserted as content.

4. Scroll down to the ‘File Uploads  section. Browse and select the file and enter
ashort file description. Click on the © add/updare hutton. Repeat the
process till all the required files are inserted as content.

5. Approve the content record and publish the navigation menu item.

13
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THE NAVIGATION MENU ITEM —USING
MULTIPLE CONTENT RECORDS

A navigation menu item can hold more than one Content Record. When you
create more than one record, a set of options appear on the ‘ Sections Properties
page, which govern how these records appear at the front-end.

Option 1. To view the default record only

Exampleon ALA'ssite: Libraries& You > Careersin Libraries

R epifeTelils WA T Content Buckets

Section: Careers in Libraries

1. Goto Main Content Management Page O Simple Mode

Properties for Careers in Libraries

Last updated by: Cindy Durante

*NamefTitle: ICareers in Libraries

URL-Safe Yersian: ICareers_in_L ibraries

Template Path: ITemplate .cfm

Breadcrumb Mame: | {Uses Mame/Title if left blank)
Make Content Secure (https: /0 [T
Mambers Only: [~
Hide Section: I
This section has more than one content record. When users click Careers in Libraries, they should:
& view the default content record anly.
" view a list of links to the content records.
 view the default content recard in its entirety, followed by a list of links to the other content recards.

O Save

1. Click on the name of the navigation menu item to open the ‘ Section
Properties page.
2. Select the ‘default’ option (first option) and click the © save putton.

Option 2: To view linksto all therecords (in specified sort order)

1. Click on the name of the navigation menu item to open the ‘ Section
Properties page.

2. Select the ‘list’ option (second option in list) and click the © seve button

3. Specify the sort order in the section titled * Content’ by entering the required
numerical order in the boxes titled * Order:’ next to the names of the content

14
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records. In the absence of a specified sort order, the system will sort the
content records alphabetically by default. Click on the © save order putton.
Publish the navigation menu item.

Option 3: To view the default record in itsentirety followed by alist of
links to the remaining content records

1.

4.

Click on the name of the navigation menu item to open the ‘ Section
Properties page.

2. Select the ‘default + list’ option and click on the © seve button.
3.

Specify the sort order in the section titled * Content’ by entering the required
numerical order in the boxestitled *Order:’ next to the names of the content
records thet will appear as alist. In the absence of a specified sort order, the
system will sort the content records al phabetically by default. Click on the
@ save Order pytton.

Publish the navigation menu item.

EDITING INFORMATION

Edit a Content Record

1.

o

Click on the name of the navigation menu item, which contains the Content
Record to be edited. Click on the name of the content record on the * Section
Properties’ page. Thiswill open the ‘File Properties page. Or,

Click on the Bl button next to the navigation menu item name. If the
navigation menu item contains multiple content records, this action will open
the ‘File Properties’ page of the Content Record selected as *default’.

Click the button to “Modify this Content”

Make the necessary changes. This may mean scrolling down the page until
you locate the tab for HTML Content. If you need to edit the text or

appearance of the page, click the button to work with your content in the
Ektron Web Edit Pro editor.

When finished, click on © save

Approve the Content Record

Publish the item

Edit a Navigation Menu item

1.

Click on the name of the navigation menu item you want to edit.

15
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2. Thiswill open the * Section Properties page. Make the required changes and

click on the © save putton.

3. Publish the navigation menu item.

Inserting a Graphic into a Content Record

1.

8.

9

Click on the name of the navigation menu item, which contains the Content
Record to be edited. Click on the name of the content record on the * Section
Properties’ page. Thiswill open the ‘File Properties

At the top of the page you will see the Current Status of the page. If the content
has been published, click the button to “Modify this Content”. Y ou will now see
the Current Status change to “Working”.

Scroll down the page until you see the tab for HTML Content. Click the to

open the Ektron editor.

Place your cursor where you
want your graphic to appear.
Click the Insert Picture button

to access the graphic files.
On the Picture Properties
dialogbox, click the button
“Select New File”

Within the Image Manager,
find the folder where your
graphics are stored. Click once
on your graphic to preview it,
then click OK

If you need to upload a new
image, click the Browse button
and navigate within your
compuiter to find the file. Click
on it to add it to the Graphics
folders. MAKE SURE that
you are saving any new
imagesto the proper folders.
The path to your new graphic

]
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2 you want the fie to be upoaded to 8 subfolder under your primary imege directory, enber &
vl below.

I:I:'l.inmthmMHa’dmigas‘JNﬂwmwﬂ
Existing subtolders:

AACL

AAL g

saslcandidatas

851\ |

BAAErarsascdy

AAEUimac images
AASL=Imr
A&t hhin=

| | Dresenet

I

L v

will show in the step 2 path bar (see example:

d:\inetpub\wwwroot\AL ASite\lmages\AL SC\images). Scroll to the bottom of the
box and click the button to “Upload Image”

On the Picture Properties dialog box, add descriptive text for your graphic in the
box marked “Title”. Thisistheimage’sALT text.

Click onthe © save putton.

16. Publish the navigation menu item.
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Converting Word to HT ML and working with Cascading Style Sheets
The four most common methods to upload HTML are

- Use the Ektron HTML Editor

- Upload existing HTML documents
- Select and paste Word documents
- Select and paste from a web page

A few pointers are given below regarding uploading HTML datainto ALA's site.

1) If copying from a Word document, save the file as a .txt file and then upload
the data into the HTML Editor.

2) If using HTML data created using an editor apart from Ektron or if uploading
HTML data taken from aweb page, please be aware that your code may have

the following problems:
1. Your code may not be compliant with Level 11
Accessibility Guidelines as defined by the W3C. ALA
has strongly committed to following these guidelines.
2. Your code may not render itself as you expect. Ektron's
WebEditPro uses ALA's existing style sheets.

3) Try and avoid using underlined text while entering data in Ektron, as this will
be interpreted as a hypertext link.

Additional Functions

1) View all menu items at all levels— Expand all Items
2) View only parent level items— Collapse Items
3) Move an Item to anew Location
- Click onthe # button of the menu item you want to move.
- Click onthe @ button against the destination menu item, i.e. the menu
item under which you would like to place the moved item. The item
will now feature in its new location.

4) Promote or Demote an Item
- Click onthe *- (to promote) or (to demote) button located on
the right hand side of the menu item name.
- Theitem will be promoted or demoted one status level.

Hint: If you move a navigation menu item, please remember that you are

changing the directory structure. The content records and files contained within
the moved navigation menu items will now have a new directory file path. If links

17
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to these content records/files have been inserted in an HTML document elsewhere
on the site, the URL for the hypertext link will have to be changed.

5

Delete
To delete a Navigation Menu item:
- Click onthe @ button next to the name of the Menu Item you wish to
delete.
Please note that if the Menu Item contains more Navigation Items below
it, pop-up will prompt you to confirm whether you would like to delete the
Navigation Menu item and its related items.

To delete a Content Record:

- Click onthe @ button next to the name of the content record, on the
‘Section Properties’ page.
OR

- Click onthe © ==t=r= pytton on the ‘File Properties’ page of the
Content Record you wish to delete.

A navigation menu item can contain multiple content records. The display will
be determined by the display option selected on the Section Properties page.
A content record may contain al three types of content - HTML, files and
links or any combination of the three. In a combination display, the files will
be displayed under ‘Related Files' and links will be displayed under the
heading ‘Related Links'.

Questions you should answer before inserting new content

1
2)

3)
4)
5
6)
7)

Under what navigation link do | want the content to be displayed? (Answer
will tell you the navigation menu item name)

What type of Content will be inserted in the content record in question? —
HTML? File? Link? Or al three?

Should the content record be opened in a new window?

Should the navigation menu item be restricted to members only?

Will the navigation menu item have multiple content records?

If yes, what is the display and sort order?

Am | ready to publish the navigation menu item, or should | keep it hidden?

18
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USING CONTENT BUCKETS

Content Buckets provide us with another option to display content on the website.
Content can be created and edited through the Content Buckets menu in exactly
the same way as you would through the Navigation menu. The differenceis that
content created in a content bucket will only be displayed on tagged pages or
through adirect link. There will be no left-hand navigation to direct the user,
other than that which shows the structure of the content bucket itself. A single
content bucket can contain all of the individual items you wish to create. Ason
the Navigation Menu, new content bucket items inserted underneath the parent
item will show as child items on the user side of the website.
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s
ZWClive @Matter Administrative Tools ALA

Canimrk Wan agermant P —

ATTIEIRTIY Corvent Buckers

Ca fopr=]
G % 1.C1RBE ]
% 2. [ @ your sy e F @ * W
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Individual content bucket items can contain multiple content records, similarly to
navigation menu items. When content records display on the front end, they will
show without the standard left-hand navigation structure. |f you choose to create
multiple content records in a single content bucket, there will be no |eft-hand
navigation at all (Fig 1). If you create multiple child items underneath a parent item,
the structure of the content bucket will show on the left to help guide users (Fig 2).

Fig. 1 Fig. 2
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USING CONTENT TAGGING

I ntroduction

Content Tagging, in conjunction with the Content Manager, allows for the
dynamic display of information. It allows you to enter information once into the
system but ‘pull’ it or display it multiple times at various locations on the website.

Important Terms - What do they mean?

Content Tags

Tags are words or phrases that act as ‘markers'/*flags and are used to
identify/mark/pin-point arecord. A record is ‘tagged’ to facilitate dynamic
retrieval and display.

Tagging Categories

Tagging Categories are also known as ‘ Interest Categories' . Tagging Categories
provides a usable structure for organizing tags. These categories and the
individual tags within them have been created based on how information will be
retrieved at the front-end.

Tagged Pages
Tagged pages are created using the Tagged Content Templates created for ALA's
site. Tagged Pages are set up to display tagged content in pre-determined formats.

Fia Edt W4 G0 Conewdoslne Hedi

" 4 = N o= o @B @

. | e
: Bk ! Aedoad Hosra: Farachy H:Houq)e P Secialy  Shap &
il Bockraks b Lot Farimm o Teangle o TS eaione eand_y DoeT eeploire T aope ege T agprPagellecky, Uvd TPUD-ZIAConmiDng 117 ) gl Wha's Fiekalad

| L & ou Erheation & Carmrt | At & Sehobirvag Cur Asocation | hoan & Adwosicy
| Prefesiiosd Tool | Ewerei & Comlorasces | Presfuess & Pabbestions. | hlews f|5=e-:r:t-h 'E,

EVENTS B CONFERENCES
Events
Upcosnineg Hbaic
 Conderenoes and
O her Events
Rarted by
& niEasEni
G
» Sorted by (ate
Parst
- Qonfurenoes and
M lear Evvanis
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Main Reasonsto Tag Content
Search

ALA's system uses two types of searches:

1) Verity keyword search
2) Tagged content filtered search

Verity keyword search

Thisis a search engine that comes bundled with the ColdFusion software
package. The engineis designed to search for aword or phrase found within the
title or body of the content (usually HTML, but often PDFs, aswell). Verity
keyword search works by indexing ALA's content and “remembering” al of the
words that exist in the content. Once awebsite user enters aword or phrase on
which to search the site’s content, Verity reviews its content index and returns
content that contains the word entered by the website user. Verity ranks the
returned results in order of relevance — for example, it ranks the content in order
of the total number of times that the word or phrase is physically present within
the title or body of the content. So, if you as the website user entered the phrase
“Intellectual Freedom”, Verity will pull back all content that includes that phrase.
The results will show alist of content records, by title, in order of their relevance,
usually denoted by a percentage. Our results from searching the site by
“Intellectual Freedom” will produce alist of results with the first content record
having the phrase “Intellectual Freedom” within it the greatest number of times.

For simplicity, remember that Verity keyword search only works when the word
or phrase for which you seek is actually present in the document.

While Verity keyword search is useful, it is limited by the need for the word or
phrase to be physically present within the content. Taking our earlier example, if
| am a system administrator and have a piece of content that discusses the latest
release of Active Matter’s content management system, but the actual content
does not include the phrase “Active Matter”, my website users will never be able
to retrieve this content record using Verity keyword search. Here' s where Tagged
Content come in. It offers more advanced functionality than the keyword search.

Tagged Content Filtered Searches

This is another method designed at allowing website users to quickly and easily
find pertinent information For this type of search to function, content is tagged to
Tagging Categories (also called Interest Categories) using the Content Tagging
module. By associating content tags to content records, we have, in essence, given
additional information to the cortent which will allow the website to more easily
identify content through Tagged Content Filtered Searches. Website users that
perform Tagged Content Filtered Searches, usually through an Advanced Search
interface, operate the search by selecting predefined content tags (subject names,
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types of content, topics, etc), which are used as the search criteria. Selecting tags
narrows the amount of content that must be searched, thereby acting as afilter.
The Tagged Content Filtered Search is actually a query, or combination of
gueries, that “ask” the database that houses ALA's content to return all content
records that have been marked by your selected tag(s).

For smplicity, remember that Tagged Content Filtered Searches do not search the
content by keyword or phrases. The search operates solely based on content tags.

Tagged Content Templates

The Tagged Content Templates used on ALA site are ColdFusion Display pages
created specifically for our site. These templates determine the display and
appearance of content at the front-end. There are a multitude of reasons why
ALA's website would employ tagged content templates to display content. Some
of these reasons include:

1) Consistency

2) Personalization

3) Aidsin management of large amounts of content through a database-driven
website

4) Allowsindividuas that do not know HTML or other web technology
programming languages to easily manage the content of the organization’s
website

5) Promotes cross-selling of content/products

6) Allows for the resourcing or multi-purposing of content

7) Allowsfor segmentation of content based on set variables, such as audience
type and subject

What Can Be Tagged?

The primary entity that may be tagged is a content record. We will spend a great
deal of time discussing content records and the many types of content records that
can be created through the CMS. However, we should also point out that Active
Matter’ s modules have been designed to allow for the overlay of the Content
Tagging module.

TO TAG A CONTENT RECORD

1. Click on the name of the content record on the ‘ Section Properties page of the
navigation menu item.

Thiswill open the ‘File Properties’ page. Scroll down to the end of the page.
3. Click onthe © Tag this centent [ytton. A new browser window will open.

4. Select the required tags and click onthe © save and clese putton.

N
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TAGGED PAGES

Used in conjunction with the Content Management product and the Tagging
Categories product, the Tagged Pages product allows you to determine the display
of dynamic information.

Whereare Tagged Pages used?

Tagged Pages are used in Content Records in the Navigation Menu (blue menu).
You will use a Tagged Page in a Content Record only when ‘tagged’ content
needs to be displayed in the navigation link at the front-end.

The Tagged Page is linked to Content Tag/s at the Content Record Level. What
this basically tells the systemto doisthis—

‘“When | click on a navigation link, pull content that is tagged to selected tags and
display it within the chosen Tagged Content Template'.

Such dynamically retrieved content is displayed in the navigation link at the front-
end.

Process M ap: Questions you should answer befor e inserting new content

1. Where do | want the Content Record to be displayed? Directly linked to a
navigation menu item or retrieved ONLY through tags?

2. If itisto be linked directly to a navigation menu item:
a. Which navigation menu item?
b. What type of Content - HTML? File? Link? Or al three?
c. Isthe content record to be tagged for display in advanced search
and on Tagged Pages?

3. Ifitistoberetrieved ONLY for display on a Tagged Page (and advanced
search):
a. Hasthe Tagged Page been created? See the Tagged Display Cheat
Sheets (located at the end of this document) for a description of all
current Tagged Pages available on the ALA site. If not, move to
Step 3b. If yes, move to Step 3c.
b. Contact the ALA Help Desk to request the creation of a new
tagged display.
Create the Content Record in the Content Buckets.
Tag the Content Record with ALL the tags being employed by the
new Tagged Display.

oo
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Tagging ldentification Key

'H.IJ & | [ewwrmiy = icrmen e st Eeplener

O [® dee Fgoebio Tesh Hee

Oasc e ) 1w 2] ¥, Sawth

T | NS S

Issues & Advaoary
F i Bru Gy
b Scoredfa en
¥ Mabang ey o Bsrasias
rrma
+ Glwererty
[ S —
Come o weip Limimraora

t e wsl Dhiectrens 85

SSUIES & ADVOCACY

Divarssty

INTRODUCTION - displaysthefull content record tagged as
DIVERSITY and INTRODUCTION, no heading

BACKGROUND INFORMATION — linksto up to 4 content records
tagged asDIVERSITY and BACKGROUND INFORMATION, no

heading

ALA POSITION — links up to 4 content recordstagged as DIVERSITY
and ALA POSITION, with the heading “ALA Position”

PRESS REL EASES—links up to 4 content records tagged as
DIVERSITY and PRESS REL EASE, wi th the heading “ Press Rel eases”

EVENTS - links up to 4 content records tagged as DIVERSITY and
EVENTS, with the heading “ Events’

OTHER RESOURCES- links up to 4 content records tagged as
DIVERSITY and OTHER RESOURCES, with the heading “ Other

Resources’

ANY ISSUES &
ADVOCACY PAGE

Each section of the page will
show links for up to four
appropriately tagged items,
followed by a“view all” link.
“View All” takesthe user to a
page that lists all content
records that are tagged
appropriately for that section.

Press Releases and Events are sorted
in reverse chronologicd order, with
the most recent first. Background
Information, ALA Position, and
Other Resources are sorted using the
“Sort Order” field in the File
Properties pages for all content
recordson the site, with a secondary
sort order done alphabetically.

|l v

NOTE: This example uses “Diversity” asits subject. This works the same way for all
Issues & Advocacy pages. You can find the tags for the Issues & Advocacy items under
ISSUES & ADVOCACY in the tag list, and the other tags listed under TY PE OF
DOCUMENT in the tag list.
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a ALA | Libraries & You - Microsoft Internet Explorer

| Fle et Vew Favores Took heb | & |
Q- O - [x] (&) (] Do mven: @i B30 - | HOD B |
il - |

Address. Iﬂ http:/{stagng, ala.crg/Template, cfm?Section=Libr anies_and_YouhTemplabes='TaggedPage/ TagpedPageDisplay cFm@TPLID =E&Contert [D=456

American bHime . CombellE S Map
Library
Association

Libraries & You | Education & Careers | Awards & Schol
Professional Tools | Events & Conferences | Products & Publications | News  |[Pea=ch B

LIBRARIES & YOU
Libraries & You
* Award Winners

¥ Careors in Ubradas Home Libraries & You

¥ Ewvents

* Facts about Libraries INTRODUCTION — displays the full @ your library —links up to 5 content

» EAQs content record tagged as Introduction recordstagged as LIBRARIES & YOU and

* How to Use librades

- prigeien and Libraries & Y ou, with no heading @YOUR LIBRARY, with the heading @your
i Ry displayed library

Reading
¢ Support Librades

Audience Choice: (thisisNOT tagged
content, but alist of links to other

Recommended Reading — linksup to 5

tagged pages— this section does not content records tagged as LIBRARIES &
change) i YOU and RECOMMENDED READING,
Teens with the heading Recommended Reading
Adults
Parents
Educators Award Recipients —links up to 5 content
recordstagged asLIBRARIES & YOU and
AWARD RECIPIENTS, with the heading
Award Recipients
AMERICAN LIBRARY ASSOCIATION
4 50 E, Huron Chicago, TL 60611 Call Us Toll Free 1-800-545-2433
m sochation. € ht Statenvent
=] R e
FAQ Customer Service Events Calendar
R |
&]Done [ [gpmtermet

LIBRARIES & YOU HOME PAGE:

@your library and Award Recipients are sorted in reverse chronologica order, with the most recent first. Recommended Reading is
sorted using the “ Sort Order” field in the File Properties pages for dl content records on the site, with a secondary sort order done
alphabetically.

The Audience Choice Areaof this pageisbest understood as alist of links to other tagged content pages (seen next) and cannot be
changed or affected by tagging your content in any way.
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a ALA | Libraries & You - Microsoft Internet Explorer
|| fle Edt view Favormes Took el

s - "j 2] | semh o raverites @Pmmds £5) )

__.?.-_

| _' Address. I{] http:/{stagng, ala.crg/Template, cfm?Section=Libr anies_and_YouhTemplabes='TaggedPage/ TagpedPageDisplay cFm@TPLID =E&Contert [D=456

HEeP 3 _|

PHome | ContbclU2  Site Mip

American
Library
Association

Libraries & You | Education & Careers | Awards & Scholarship i
Professional Tools | Events & Conferences | Products & Publications | News  |[Pea=ch B
LIBRARIES & YOU

Libraries & You

* Award Winners

¥ Carsors in Ubraras Home Libraries & You
¥ Events

* Facts about Libraries

» EAQs
* How to Use librades

» Programs &
Promo Hons

» Recommended
Reading

¢ Support Librades

INTRODUCTION —displays the
full content record tagged as
INTRODUCTION and Audience

Type, with no heading displayed

@ your library — linksup to 5 content records
tagged as the appropriate Audience Type and
@Y OUR LIBRARY, with the heading @your

library

Recommended Reading — links up to 5 content

WEB SITES — links up to 5 content
records tagged as WEB SITES and

recordstagged as the appropriate Audience Type
and RECOMMENDED READING, withthe

the appropriate Audience Type, with| [heading Recommended Reading

the heading Web Sites

Award Recipients —links up to 5 content records
tagged as LIBRARIES & YOU and AWARD

RECIPIENTS with the heading Award
Recipients

AMERICAN LIBRARY ASSOCIATION
50 E, Huron Chicago, TL 60611 Call Us Toll Free 1-800-545-2433

=

m erican Library Association. Copyright Statenent

m alicy . Foi Vi of COMMARTE, 2oRTact The wabrmastar
oped by Active Matter,Inc

e designed an

FAQ Customer Service Events Calendar

] bece !

[T [ intermet

AUDIENCE CHOICE PAGESUNDER LIBRARIES & YOU:

The audience types that fall under this tagged page are Kids, Teens, Adults, Parents, and
Educators. Each page works the same way, with @your library and Award Recipients being
sorted in reverse chronologica order and Web Sites and Recommended Reading being sorted
according to the sort order determined on the file properties pages of the tagged content records.
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T ALA | Bwwarel Reciplents - Micresall Tstemnet Explaner _“jn_[j]
|| Fie Ese vew Favortes Took  Melp i
[| Cpman = ) - (x] (2] (| e e reda )| - 0L W - W@ B

5_Mﬂﬂ|ﬂmr.lrquah wq.l'lﬂa)lmdﬂ?SemnFlmad_ﬂetwrm'mpl!HJTWWHMWM.MTPLIN]MH:IMTF B

American
x ] x thrar'
s W Y,

Awards & Scholarships | Our Aseciation | Iisues B Advoricy
Profestioral Tools | Events & Conferences | Products & Publications | Mews [[Freren ﬂ
AWARDS & SCHOLARSHIPS

Awards &
scholarships

4 Ayian] Begipmeis Blemse  Aards B Schalevbips Swand Beziglaats

b Adhiavdemant

i Grants & Follomshigs  Award Reciplents

4 Uik Al Serards

! meeumimen amerts | |Displays links to al content records tagged “ Award

't Servcu Recipients’

=
" ewwal
T ¢ £ s P | AMERITAR LIBARY ASSOLTATION
50 E. Hharch Chitage, 1L 60611 Call Us Toll Fres 1-800-545-2433
TO0 T Amaricas LAY Al Eopyriaht Fiatemant
o Bbwacy Policy. Feo qun s or tTE, CORTET T predirater
EAQ Gwestomer Servics  Events Calendss
S — =
] | s

EDUCATION & CAREERS—> AWARD RECIPIENTS PAGE:

This pageisasimplelist display of links to all appropriately tagged content recordsin
alphabeticad order.
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T ALA | Scholarstigs - Macrosadt Internet Euplorer =100
:: Ble @it ew Fovorbes fook el r
Qe - - ] (2] ) s e e (- LW WED 3

| [ Acmss {161 terps: st s ong Tt chiSection=Scholarshr ol T gedk sy e apeCisplay i TPLID= | O3 ot et = 1113 =

Aowards & Scholirships
Profosvonal Took | Events & Confarences | Products & Publieavions | Mews  [Tesis
AWARDS & SCHOLARSHIPS
Awveards &
Scholarships
" Aursrd Reciplents [P Apaeds K Sohalsavkips - Schalseghips
& Achisvarment
¢ Grants & fallowships | Scholarships
® Lisk Al Awards
¥ Bmcogrition Awards H H
o o piich Displays I|_nks to dl content records tagged as
+ smrvics Scholarships
5 Sponsorshipn &
Tranwael
L Enctis P |
AMERICAN LIBRARY ASSOCTATION
80 L. Hurgn Checago, IL 60611 Call Uz Toll Free 1-B00-545-243]
RIO0Z fmances Libowy Araaciimes, (opyeght Statament
ot Pl gry BolCy For quaimang I. LI Aracy The
EAD Cuslomer forvicy  Events Calendsr
& [ [ o nbemet &

AWARDS& SCHOLARSHIPS - SCHOLARSHIPS PAGE

Thispageisasmplelist display of linksto all appropriately tagged content records, displayed in
alphabetical order.
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ﬂ.ﬁlnl Equily ol Access - Micrimedt Iiemnet Esglones =[O =)
B G0 Mew Foerkes fok e y
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WEH et Tstagereg. ala oogl T emplite, o Sechon=Eouity_of Actesshlemplabes|TaogedPagn TaosdP soelmplay il PP D=4 onk erit Ifm=430 j ﬂ ]
Amaearican Professional
A I A Library Tools— Level
Association Two Topics

| Libearies & Yoo

Education & Careers | Awards & Schalirships

| Our Auiocaton | hiaues & Advocacy

Projessionsl Tooh Everits & Conlarencm | Products & Publications

| Y

: M

Each section of the

&

Professional Tools
B sk Cenbury Literacy
o A, &
HanEganeEL
& Collsction Services
¥ Diversity
& Fducation
* Enuityof Access
o Tetellaciusl Freadom

o Tebesmational
Filaliavi

B e P |
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PROFESSIONAL TOOLS

siensl Tosls . Equiny of Accuns

Equity of Access

INTRODUCTION - displays full content record tagged as PT Topic and
INTRODUCTION, with no heading

IARTICLES - displays links to up to four content records tagged as PT
Topic and ARTICLE, with the heading “Articles’

GUIDELINES & STANDARDS- displayslinksto up to four content
records tagged as PT Topic and GUIDELINES & STANDARDS, with the

heading “ Guidelines & Standards”

PUBLICATIONS - displayslinksto up to four content records tagged as
PT Topic and PUBLICATIONS, with the heading “ Publications’

IALA RELATED PROGRAMS - displayslinksto up to four content
records tagged as PT Topic and ALA RELATED PROGRAMS, with the

heading “ALA Related Programs’

OTHER RESOURCES - displays linksto up to four content records
tagged as PT Topic and OTHER RESOURCES, with the heading “Other
Resources’

50 . Mgron Checaga, 1L 60411 Cad Us Toll Fres 1-800-54%- 2430

0002 Ayt un Lbosry Ariecnien. {emyright Stalaneent
+ var Pribeatyy Pobipy. Fir quait e 1411 wabmastes
e fugead sed ferelipnd by Autive rewtter, e
EAD Eumtomer eevice Events Calerdar

| bemet

page will show links
for up to four
appropriately tagged
items, followed by a
“view al” link, which
takestheuser to a
page with all items on
the
ALA/Division/Office
sites that are tagged
appropriately for that
section.

Articles are sorted in
reverse chronological
order according to the
Copyright Date, and
ALA Related
Programs are sorted
inreverse
chronological order
according to the
Event Date. All other
sections are sorted
both alphabetically
and with a specially
determined sort order.

This display covers the following navigation items under Professional Tools listed below.
Substitute each of these item names for the phrase “PT Topic” above:

Information Literacy
Literacy & Outreach
Buildings

Disaster Response
Equipment and Facilities
Management

Budgeting and Finance
Fundraising

Information Technology
and Library Systems
Human Resources

Staff Development
Planning & Assessment

Public Relations Specia Collections
Standards Diversity

Statistics Continuing Ed
Acquisitions Education & Accreditation
Cataloging and Equity of Access
Classification Censorship

Collection Development Copyright

Collection Evaluation and Ethics

Weeding

Government Documents
Interlibrary Loan
Preservation

Serials

International Relations
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W awa | Publbc - Microsolt Internet Lplores =] x|
| B B Yew Fperkes Jook b ir
Qe - - [x] 3] (D] Jsemh oroones vt @) (2- S H- WEP Y Professional
Addeess |€-htl|:'.’.lﬂm s crgf Tarmplate, i SectionsPublchT smplsbes TaooedP soeT sogedPagelisplay , Froll TPLID= Sl ontant 1 Dedad ﬂ ﬂ&" TOOI S 9 Type
I A an.:.ncan of Professional
f |
£ LA Associati Pages
Libraries & You Education & Careers | Awards & Scholarships | Our Association | bsues & Advocacy | )
| Professional Tooki | Everss B Conlerences | Produces & Publications | News  [[72ar-r B Each section of
the page will
PROFESSIONAL TOOLS show links for up
Professional Tools to four
; i::"':‘"'l""‘"‘"' Heres Prafesncasl Feal Tgps of Professional Peblc wproprlmely
: :'m - tagged items,
2 " L It
* Bivarsity Administration & Management -| (Collection Services - displays up to ]“ol.lowﬁ”b?( ZT(
; mt':,“m_,, displays up to 4 links to content 4 links to content records tagged as v':ev;g oy Irt]h'
¢ Intelloctist Frasboen records tagged as Prof.Type and Prof. Type and COLLECTION w 'Ct esthe
R ADMIN. & MANAGEMENT SERVICES \‘,‘Vﬁ] alola:tpe?ngson
' oo Pufeasiensl | |User Services - displaysupto4 | [Education - displays up to 4 links to the
[ V—— links to content recordstagged as | |content records tagged as Prof. Type ALA/Division/Off
Andapsrrdent and
* Convatants Prof.Type and USER SERVICES | |and EDUCATION ice sites that are
& Library Advocates
\ Hltype Usrary 21 Century Literacy - displays up| [Intellectual Freedom - displays up tagged
VAR to 4 links to content records tagged | [to 4 links to content records tagged appropriately for
» wchasdt as Prof. Typeand 21 CENTURY as Prof. Typeand INTELLECTUAL that section.
L cial
" ey | |LITERACY FREEDOM
S o - - - - - - All sections are
" mgunces Diversity - displaysup to 4 linkstq [Equity of Access— displaysupto4 sorted in reverse
b Trustmas .
; waiteary | |CONteNt records tagged as Prof. links to content records tagged as chronological
il Typeand DIVERSITY Prof. Type and EQUITY OF order, and all have
; ACCESS headings that
',‘—m_ correspond to the
e bold typein the
International Relations - displays up to 4 links to content records tagged illustration to the
as Prof. Typeand INTERNATIONAL RELATIONS left.
50 €. Huron Checags, IL 60654 CAll Us Tol e 1-800545-2433
2002 Amarsan Library & imen Copyriaht Matement
= our Py Polipy Far goass o £1, cartact the pabemanber
e el and Agkive Hatter.ing
EAQD fustomer Servicn Eyents Calendar -

This display covers the following navigation items under Professional Tools> Type of
Professional listed below. Substitute each of these item names for the phrase “ Prof.
Type” above:

Academic

Government

Independent and Consultants
Library Advocates

Multitype Library Cooperatives
Public

School

Specid

Specialized Library Agencies
State Library Agencies
Trustees

Vendors and Library Suppliers
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N ALA | Fews - Faorossit Isturmet Explanr
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Introduction — displays full content record tagged as News
cxEmmmey |and Introduction, with no heading

L atest Press Releases — displays links to the most recent 5
content records tagged as Press Releases, with the heading

Press Releases

Press Kits — displays links to the most recent 5 content
records tagged as Press Kit, with the heading Press Kits

News from American Librariesonline — display slinksto the
most recent 5 content records tagged News from American
Libraries, with the heading News from American Libraries

Online
AMENITAR LIBRATE ARSSCEATION
) B WA ChEds, L 80601 Call LS TRl Fred 1-B0Day- a3y
. Sapsight sayiamard
el a Iy By sabar e
EAD Clbomes jeewios Exsats {glsrcler
) [ T

News home page:

All items on this page display the list of links followed by an opportunity to “view all.”
All links display in reverse chronological order, with the most recent record first.
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! HLA | Press Kits - MHaomssd Inbemmet Fapbaner =

Bl Bt Wew Fgewker ook iep

| Education & Careers | Awards & Scholarships | Owr Ausocation | bsees & Adwocacy
| Professices Tock | Berws & Corfermces | Products & Publicasions | Mews (oo m |
MEWS
Pt
b Prwss Kits
b Prass Nalnases Harw boww  ProprErn
gt Prass Kits
m INTRODUCTION - displays full content record tagged as PRESS
R KITSand INTRODUCTION, with no heading

PRESSKITS - displayslinksto all content records tagged as
PRESSKITS, in reverse chronological order, with no heading

EHERICA LIBRAEY AESOCIATION
50 ., Huren Chicagn, [LE0811 Call Us Tol Fres 1-000-545-2037
AL00D Breg af by By K oirgsgh . STaTenan
Beluacy Palicy. Fut isasions s P it s mabmastar

ta duxigned snd densloped by Ackive Matisc o

EBY Custamerdervies Evends Dalsmdac

PRESSKITSPAGE --
This page displays asimple list of linksto all content records tagged as “ press kit,”

preceded by an introduction to be created by PIO.
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News = PressReleases
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This page displays all content records tagged as
RN (Press Release for the current year, organized by
month. At the end of a calendar year, the press
releases for the previous year are automatically =
moved to the Archive under Press Releases.
Within each month, the list of linksis organized
by copyright date in reverse chronological order,
with a secondary sort order being done

alphabetically.
B KT A L TRRAEF REANTTATHIN
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News—> Promotions page

T A | Fromosons - Hasssslt Batemet Explarr

MNEMS:
Fapgay
bl P P o T s
e | Displays links to al items tagged as
ST Py . a9
Promotions
—— &l
B T T ket
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