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Disclaimer
This is the first edition of the edDesk (Lotus Notes) User Guide. You are part of the
review and feedback cycle for this user guide and your input is greatly appreciated.
Please be aware of the following:

e If you find any errors, please email: fborkman@itechne.com

e There is mention of advanced / specialised courses being available. They are
not available yet, but will be coming soon.

e This first edition does not have an index. There will be an index in future
editions. The Table of Contents is comprehensive.

e Owing to some developmental issues there is no information on using the
Calendar features. However, as soon as the Calendar has been upgraded a
chapter on its functionality will be reinstated in this user guide.

Thank you.

Frances Borkman
User Education Director
itechne
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Introduction

WHAT IS EDDESK?

edDesk is an "editor's desk™ that allows you to write, edit, produce and distribute
content for multiple media. edDesk brings together everyone on a team so you can
see who is working on what, and where it is up to in the editing process.

There are two basic concepts in edDesk —
o you have content

o you can organise and display your content in several ways, depending on
your role and objectives.

edDesk separates content from appearance, letting content contributors concentrate
on content, and not be concerned about the layout of that content. edDesk also
provides version control and workflow management, making it easy and effective to
use when your team is located in more than one place. You can access edDesk from
two places:

Web browser. This is mainly for simple editing, writing copy and filing
copy. There are some features of edDesk that are not available through your
web browser.

Lotus Notes. This is the recommended access when you need to do a lot of
editing. There are several features available through Notes that are not
available in the web version.

This user guide covers only the Lotus Notes version of edDesk.

GENERAL OBJECTIVES

After reading this user guide and participating in an introductory training session
you should be able to:

o login and logout from edDesk

o navigate accurately through edDesk

o use Views to list articles that meet certain criteria

J search for articles from within Views

o create new articles

o create a hierarchy of related articles

o use the edDesk workflows to manage the progress of your
articles

o edit articles and subarticles

o attach files in various formats to your articles

o import and insert images into your articles

o cancel articles when they are no longer required

o edit homepages
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o replicate your databases and know when replication has
occurred successfully

o add your most often used databases to your Favorites

o create and maintain a Folder structure so you can quickly access

your articles
. print Views and articles

After attending the introductory course you are eligible to attend an advanced
training session. By the end of the advanced training session you will be able to:

o create simple Views to list articles fulfilling particular criteria
o create simple "Agents" to automate some processes for you
o delete Agents that you have created but no longer need.

Specialised courses
These courses are not yet available.

INTENDED AUDIENCE

This user guide and accompanying training course are intended for those people who
have not used edDesk before but now need to use it to write and edit articles and
prepare those articles for publishing - in various media formats.

It is not intended for those people involved in the technical setup and support of
edDesk.

ABOUT THIS USER GUIDE

This user guide instructs you in how to use the most common features of the Lotus
Notes version of edDesk.

This user guide is structured so that you:

o first learn the various ways of viewing content that is already in edDesk and
then
o learn to create your own content (called articles).

The primary goal of this guide is to be a reference for you when you have returned
to your work location. It will be referred to during training courses, but not followed
cover to cover.

Appendices introduce you to some of the more “advanced” features of edDesk.
Some people will not need to learn these features, others may wish to attend a more
specialised training course, dealing with just those features.

NOTATION CONVENTIONS

This guide uses the following notation conventions:
Bold screen names and for general emphasis

Italics Menu option that you select

1-2
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Bold courier edDesk tabs and article tabs (article tabs are tabs
within an article)

Lucida sans Field names
console
<italics> button to be clicked to get to the next step
Courier text of on-screen messages and prompts
century gothic used for examples
bordered century Used for important points and handy hints that
gothic you should try to remember!

Spelling

Australian English is used throughout this guide, except where Lotus Notes menus
use American English.

Control keys

If you see an instruction written like “Press <Ctrl>+b” then you hold down the
<Ctrl> key while you press the letter after the plus sign.

For example, <Ctrl>+b means hold down <Ctrl> while you press b, then let both keys
go.

TERMINOLOGY
The terms listed alphabetically below are mentioned only in context of their

relationship to edDesk.

Article

Database

edDesk

Form

Menu

Menu — Lotus

Each story is called an article.

The collection of articles for your organisation. An organisation may have
several databases — often one for “production” (real articles, to be
published); one for “playing” (often used for training, or experimenting
with new features). Your organisation may also have separate databases
for large projects.

The application you use to create and edit articles and to manage the
workflow for the publishing of those articles

Any page that requires you to enter information so that content can be
updated and saved.

A list of options that drops down (opens) when you click on the menu
name. For example, the Tools menu in the article toolbar. When you click

on Tools a list of options opens for you.

Menu that appears along the top of your Lotus Notes window. Different

1-3
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Navigation
pane

Subarticle /
Related article

Tab

Toolbar
Toolbar -
article

View

Workflow
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menus are displayed depending on what you are doing in edDesk.

@ Brer Rabbit (2006/7/News/Announcems

File Edit Wwiew Create Actions Picture Help

The menu down the left side of your screen. Options vary depending on
which tab you have opened (and your organisation’s requirements).

Large articles may be broken into smaller parts, called subarticles or
related articles. Subarticles are “children” of articles.

For example if you are reviewing digital cameras you may want each
camera reviewed to be in a separate subarticle. They can be reordered
easily within the article structure.

List of windows you have opened in edDesk. Appears along the top of
your edDesk screen.

The first tab you normally see is the Home tab.

In addition each article has a set of tabs that allow you to enter specific
types of information.

A list of options that you can select, displayed horizontally.

The toolbar that appears along the top of an article.

a Tools @ M I_._ﬂ' Have & Cloge !3 Cancel E:,j Impant ':_:' Expo F‘_“ Hide Info  *J Preview

A way of organising the display of articles in a relevant manner. For
example, if you are in the Creating tab you can organise your content by
Story Idea, Active Briefs, Filed Copy.

Where an article is up to in the entire production process — ranging from
story concept to published.
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Publishing steps in a nutshell and how they

relate to edDesk

This chapter outlines the publishing steps (briefly) and how it relates to what you
need to do in edDesk.

GENERAL PUBLISHING PROCEDURES

Step What needs to be edDesk procedure Chapter in User
done Guide for more
information
Step1l  Decide on what None yet
story is needed
Step2  Write story brief  Create a New Avrticle Chapter 6 — Creating
Fill in the details in the an aricie that 1s ready
Basics and Brief tabs or brieting ou
Brief details include
instructions on length,
payment, briefing
instructions and illustration
instructions, copy deadline,
copyright options
Step3  Send brief to Email using edDesk’s Chapter 6 — section
desired author Brief tab. 6.5 — Briefing out
your article
Step4  Author writes Can write article in edDesk  Chapter 7 — Editing
article (if they have access to articles — entering
edDesk — determined by copy into edDesk.
your organisation). Chapter 8 -
If no access to edDesk, copy Formatting text
written in MS Word then .
X . Chapter 9 — Including
emailed to the sub-editor. documents and images
in articles
Step5  Author submits If article written in edDesk ~ Chapter 13 —
article then submitted via edDesk ~ Workflows

and workflow updated to
reflect that copy has been

Filed.

If article is not written in
edDesk, article submitted by

email (eg. as Word
attachment in email)
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Step What needs to be edDesk procedure Chapter in User
done Guide for more
information
Step6  Sub-editor or Edit article that was created  Chapter 7 — Editing
production-editor ~ for the briefing instructions.  articles — entering
loads received Add the text of the copy into edDesk.
content into submitted copy. Update
. Chapter 8 —
edDesk workflow of article. Formatting text
Chapter 9 — Including
documents and images
in articles
Chapter 13 -
Workflows
Step 7 Sub-editor edits Make appropriate changes Chapter 7 — Editing
copy in edDesk to the uploaded copy. articles — entering
Update workflow of article.  copy into edDesk.
Chapter 8 —
Formatting text
Chapter 9 — Including
documents and images
in articles
Chapter 13 -
Workflows
Step 8  Graphic artist Edits edDesk article, takes Chapter 9 — Including
does layout out any attached files, documents and images
creates pages using Quark in articles
and Indesign. Creates PDF Chapter 13 -
of finished pages and Workflows
attaches the PDF to the
edDesk article. Update
workflow of article.
Step9  Sub-editor does Reviews completed edDesk
final check of laid article with attached PDF.
out pages,
pictures, captions
etc
Step 10  Sub-editor Comments entered into the
requesting PDF (not the edDesk
changes to article article).
(not always
required)
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Step What needs to be edDesk procedure Chapter in User

done

Guide for more
information

Step 11  Editor does finals

Update workflow details in ~ Chapter 13 —
edDesk article. Workflows

Step 12 Publish article

Update workflow for the Chapter 13 -
intended publishing format.  Workflows

Articles to be published to
the web will be published
automatically when the
workflow status is changed
to “posted”.

TYPICAL ROLES AND EDDESK KNOWLEDGE/SKILLS REQUIRED

Role

Relevant chapters /sections in this User Guide

All roles

Chapter 1 — Introduction

Chapter 2 — Publishing steps and how they relate to
edDesk

Chapter 3 — Getting started
Chapter 4 — Views
Chapter 5 — Searching for articles

Author / Contributor

In addition to those chapters listed for All roles:

Chapter 6 — Creating an article that is ready for
briefing out (not all authors will need to know how to
do this)

Chapter 7 — Entering copy into edDesk
Chapter 8 — Formatting text

Chapter 9 — Including documents and images in
articles

Chapter 10 — Article toolbar — Tools, New, Import,
Export. Particularly sections 10.2 Tools menu and
10.3 Import menu.

Chapter 12 — Creating hierarchical content — related
articles

Chapter 13 — Workflows — only section 13.2 Workflow
for authors

Sub-editor and Editor

In addition to those chapters listed for All roles:
Chapter 6 — Creating an article that is ready for
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Relevant chapters /sections in this User Guide

briefing out
Chapter 7 — Entering copy into edDesk
Chapter 8 — Formatting text

Chapter 9 — Including documents and images in
articles

Chapter 10 — Article toolbar — Tools, New, Import,
Export

Chapter 11 — Using article tabs

Chapter 12 — Creating hierarchical content — related
articles

Chapter 13 — Workflows

Chapter 14 — Housekeeping

It is a good idea to be familiar with:
Chapter 15 — Folders

Chapter 18 — Webifying your article — Getting ready to
publish on the web

Chapter 19 — Printing edDesk content

Administrators

Entire User Guide

Webmaster
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Getting started — becoming familiar with
edDesk screens

OBJECTIVES

By the end of this chapter you should be:

able to login to edDesk
familiar with the left navigation pane
aware of the most commonly used tabs in edDesk

able to logout of edDesk.

EDDESK CONCEPTS
There are two basic components in edDesk. These are:

Articles: this is where you create and edit content. You
complete “article forms” then can later change the content in

your forms; AND

Views: Views let you control the way you display your content.

For example, in the Creating tab you can order your articles by
author, issue or keyword. Under the Production tab you can
look at articles that have layout instructions, requests for change

or that are being sub-edited.

edDesk displays relevant menu items depending on the tab you are using. Each
menu item has a brief description. This lets you quickly select the part of edDesk
that you want to use. The menu items are repeated in the left navigation pane.

LOGGING IN TO EDDESK

1. Click on your Lotus Notes icon.
2. The following login form displays, with your user name and organisation.
Lotus Motes B A
Enter your password [ ok |
| Cancel

‘5:“‘ Fior uset Flances Boikman/Techne\entures 3
At loc:ation |Hume [Network Dighup) ll

Figure 1: edDesk Lotus Notes login screen

3. Type your password.
4. Click on <OK>. The Home tab displays.



3.4

EDDESK TABS

pDesk |

Welsame Frascas Borkmas

A 8 8 o B

itechne intranet edDesk ! Home

edDesk (Lotus Notes) User Guide
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Create & ness! aiticle Ounkcly finer content
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. B e librageiterm B by actin brisls
'::: Lm.-l:‘. ey Crnabe & nee skandped #aen 5o place in the Wi priclos breded 1o you that see "actve”
i rr-n:n:'nu . team brany anvd hien yet o b Blad
" M e etng ﬁ My articlay

B My mork Etup & nwr rmashing s the team calendar Vi ain rchn of all arteles you'es warien

My active briely and pend imvitatigng sorted by diate

Bl Viewtoam calendar B Mo tyines

Inbaskie Cigen B braen calandae b dipday ima g archres o 3l srticle 3 you've wrlten

Bubletin board msetings. eventy and deadinay nored b date

et milleri-i

Ealacidar
sy Quwick Calendar Announcemonls

Eady dalochor

Sactions

AR Dssues u .‘.1

Ky mardi

duthars

Companmss

Lafar r__'

CBingril
Vano
Mew poat | View mone annowscaments
E: ' . oy
R .. — =1 '\\\
Havigation pane ‘Body

5

* =

Figure 2: edDesk Home tab for the itechne Intranet

Each tab has three main components:

Navigation pane

Tab bar

3-2

navigation pane
tab bar
body

Lets you access the various views of editorial content for
your organisation. You can choose what you want to see,
depending on pre-defined criteria, (known as Views). Late
versions will let you Search for articles which meet your
own criteria.

You also use this pane to create new articles, view your
articles, and schedule meetings.

Provides a quick way to go to different areas of activity in
edDesk.

For example, Editing tab provides the tools most commonly
used by editors. Production tab groups together all the
activities and information relating to production of the
articles, with particular regard to illustration and layout
requirements.

If you do not have access to a particular tab can see the Tab
name, but you will not be able to select it.
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Body The body is where the most commonly used features of that
tab are listed.

Navigation pane

The options you see in the navigation pane change as you move to different tabs in
edDesk.

For example if you are in the Setup tab you see navigation options relevant for
Setup, in the Creating tab you see options relevant for creating content.

There are standard collapsible menus available in each tab, meaning that no matter
which tab you are using, you can still perform the most common functions.

The following options are available in each tab:

o New article
o New library item
o New meeting (uses the calendar feature — being upgraded)
o Team tools (some variations within the menu)
o Content
Team tools

There are various tools available to members of a team. These include seeing those
emails sent by team members, deadlines (approaching and past), bulletin board for
interesting items and a calendar of team member commitments. The tools vary
depending on which tab you have selected. For example, the tools in the Creating
tab are different to the tools in the Production tab.

Content

This is where you can see specific content for your organisation, using pre-defined
"views" and structures of content.

For example, you can view by Authors, Sections, Issues - depending on your
requirements. You can also select to view All Documents.
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Tabs — an overview

Think of tabs as part of the publishing process. For example, if you want to create
articles you would use the Creating tab. If you were involved in the editing of
articles you would use the Editing tab more than other tabs.

Each tab has options relevant to the publishing stage of which it is part.

Brief descriptions of each tab follow:

Home

Home is the first tab to display when you login to edDesk. The Home tab lets you
quickly do the most fundamental operations in edDesk.

Tools available in the Home tab are:

Creating

New article

New library item

New meeting — this feature is being upgraded

View team calendar — this feature is being upgraded
Easy content selector

My active briefs — stories assigned to you

My articles

My article by issue

The Creating tab has many of the tools used by writers. This tab is also used to
view the progress of new articles. Tools available in the Creating tab are:

Editing

New article

New library item

New homepage (for web publishing)

Story ideas — ideas for stories that have not yet been commissioned

Active briefs — stories that have been commissioned but not yet
filed

Filed copy

The Editing tab has many of the tools used by editors. These include views for:

Late running copy
Active briefs
Filed copy

Ready for production
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Changes required - stories requiring rewrites or edits, and the
status of those stories

Unassigned copy - stories currently unassigned to an issue.

The Production tab has many of the tools used in the final production of an
article. This tab includes views for the following information:

Setup

Subs work desk - articles being subbed
Changes required

Acrtist and illustration requirements
Production directions

Production schedules

Deadline calendars.

The Setup tab is for non technical administration of edDesk. Information entered
in this tab becomes available to be used in articles. You can:

create, view and edit sections

create, view and edit subsections

create volume and issue definitions
create, view and edit geographical regions
define production schedules

create, view and edit keyword topics

create, view and edit definition documents for a publication.
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Views
Views are a way of looking at and sorting articles. There are many views available
in edDesk and the most popular are available from the body of the relevant tab.

That is, if you are using the Creating tab you will have different views listed in the
body of your screen to those in the Editing tab. Other views are available, but the
most popular are listed in the body of the page.

edDesk is usually customised for your organisation, so some of the views listed in
this user guide may not be available to you. However, the techniques and concepts
involved in using views are always the same.

OBJECTIVES
By the end of this chapter you should be:

) familiar with views from the Creating tab

o familiar with views from the Editing tab

o familiar with views from the Production tab
o able to select views from the navigation pane
o able to sort your results by various criteria.

WHY DO | NEED VIEWS?

Views let you find and organise your articles easily and quickly. They also let you
track the editorial status of articles. They are an extremely useful tool for managing
the flow of articles through the publishing process.

If you have a particular article listed in a view, you can select that article and (if you
have access) edit it, pass it to the next stage of the workflow and manage the
progress of that article.

Some views simply display their results as soon as you click on the view name.
These include the views selected from the body of the Home, Creating, Editing,
and Production tabs.

If you prefer to use your own criteria for viewing articles you would use the
Easy Selector, available from the left navigation pane on all tabs.

WHERE DO VIEWS GET THEIR INFORMATION FROM?

Views use various criteria to display articles that match those criteria. The
information used in views is entered into each article. If information has not been
updated in the article, then that article will not be listed in the view results. Many
views check the Workflow tab to find articles that match particular statuses, or have
editing notes and change requests made.

For example, the view Filed copy lists all articles that have a status of Filed. This
information is entered by either the article author or editor into the Workflow tab. If
an article has been filed, but the status not updated in the Workflow tab then
that article will not be listed in the view.
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Make sure your articles are updated correctly so that they are listed in the relevant
views.

GENERAL INFORMATION ABOUT USING VIEWS

Selecting a view

1. Go to the required tab (for example, Home, Creating, Editing).
2 Look at the body of the page.

3. Click once on the required view.

4 Your results are displayed.

Display of results

Order of listed articles

Results are ordered by:

o To Be Assigned (to an issue)

o Issue date (descending order — most recent/future issue at the top
of the list)

o Alphabetically by Library entry

Arrow next to article

Several views show an arrow next to some articles. The arrow indicates that there
are articles related to the one shown.

Par-tima Office Manager - Final - 02
2004:11 Marketing ¥ Zwrards: IBM Parnenworld wards 2005 - Jeremy Whits 1
edDesk Newsletter Manager - CPA Update
pomination workings 070

Figure 3: Note right pointing arrow indicating subarticles

1. Click on the arrow.

2. The related articles are now listed. This is known as expanding the view.
The arrow changes from a right-pointing arrow to an arrow pointing down.

NSRS WPINGE MErayer = ringl = v

2004:11 harketing ¥ Auwards: IBM Partnerworld foavards 2005 - Jererry White 11
edDesk Newsletter Manager - CPA Update
nomination workings 010

2004:11 harketing Subsrticle: Screen shots for FRT file (Andrew Broadhead) [Approve

Figure 4: Note downward arrow indicating that you are now displaying the expanded list,
with subarticles

3. Click on the arrow again to collapse the view.
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Horizontal scrolling

Many views display their results in a table. Often you will need to scroll
horizontally to see the full summary of the article.

=~
itechne Documentation Project edDesk f Briefed articles
All commissioned aricles
| | | lAuthor Wor
200412 Fesources Manuals: Subject Meaningiul dezenpbon of Frances Borkman 20

arbicle goes here, Subject iz used inviews,
byt ot in grint

Figure 5: View results showing horizontal scrollbar across bottom of results table

If you don’t want to scroll horizontally:

1. Click once on the article for which you want to view more details.

2. Move the mouse over the desired article.

3. Wait a couple of seconds. A popup window displays the details of the
article.

tachne Documentation Project edDask § Brneled aficles
All commissioned orticles
o127 Ferources kianuagly Subject Mepringhul dasonptan of Frences Boeiman o] Laid O [ Pre-wieh
amcle geei keee. Subpact 18 uted e
bl mak i il
T TE TIITEELET TR T O P T T T U T LR T O T T L T U R T T

ki dcﬂ-: hare Bubjsct iy weed in vy
S AGLIA DRl

Figure 6: Popup after moving mouse over article - showing detail available through
horizontal scrolling
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Expanding and collapsing your results

Many views are collapsed when you first select them. This means that all you really
see are categories of results and you need to drill down through them to the
particular articles you wish to view. The drilling down is known as “expanding”
your view.

Views that are expandable and collapsible have the following toolbar along the top
of the view.

Below is an example of a collapsed and expanded version of the same view.

b
_| | | | | |Cc-|:-_'r Statusz !Auﬂ-.ur
¥ Yolume
F Yolume 2004
[ ¥ Volume 2005

Figure 7: Collapsed version of the All issues view

f —— |

LCopy Status Aarthor Iwheeds [Chechou Praduchion

L™ Vidumes
w e
= Mot Categoized]
urrres Coaposstion Arnusl Danes sl Mesting
At Conpaca facn Giorsnl Mty
Prvit copy of rarersg mestenals fod meseding later
Feprvmew of bsirang matisly
* Volums 2004
* |lawue 12
* Couporale
Podrrernirabary vt 16k 100 Ackres Ensls =] Fiare: Borkman
* Hesources
* Manush: Diglal camads i Concapt Frarces Borkman

Maruals Subeect Mesrrgh dedonphon of abcls Basled Fiaraoet Borksan
e e, Subgsct o uted novisss, bot ol in
park
Manuah: Tegt oty anbened for actres sty view Bosled Frarces Borkman
FF Volume HION
* lesue 4
* Rezourcns
] Flebeterce matenal Some coposion wberett  Apgeceed Frarce: Bokoman, & Frances Borbonan  Floes /N
pabienk lor dhnardbs
* Manual: dome comporstion rapodts falln vehas ol Boefed Frarces Borkman

itk carpr

Ml Sehup labc Crasting new nsus defrions Conosph Fraroet Borkman
* lgrun 5
L paoa ol
Human Repourcer Advedipemend for nesw office  Fled Fraroes Dokoman
e

Figure 8: Expanded version of the All issues view

Expanding your entire results
1. Click on <Expand>.
2. All items in your view are expanded.
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Collapsing your entire results

1. Click on <Collapse>.
2. All items in your view are collapsed.
Note

When you click on <Expand> or <Collapse> all items in your view are expanded or
collapsed. You cannot expand or collapse only part of a view.

Drilling down through a view

If your view has returned a long list you may not want to expand the entire view.
You may drill down through a part of the view.

1. Scroll to the category you wish to expand.

2 Click on the * next to the category.

3. That category is expanded and the * changestoa ~.

4 Repeat steps 1, 2 and 3 until you have drilled down to the required article.

Information displayed in a view

Going from left to right:
. Volume and Issue number

. Section that article has been entered under. Sections are used to
categorise articles. For example you might have a Corporate
section with subsections for Information Technology, Human
Resources and so on.

o Subsection: article description.

o Number of words in the article (only words entered in the body
of the article are counted).

o Author name

o Checkout — whether the author has marked the article so that

changes can only be made by the author.

o Production — gives status of the article for printing and web.
Status is taken from the Workflow tab of the article.

EASY SELECTOR

This is the most powerful and versatile view available. You can enter your own
criteria for articles to view.

The Easy Selector lets you quickly filter articles by the following criteria, and the
associated sub-criteria:

. Volume/lssue
. Authors
o Keyword topics
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Copy status
Sections
Companies
Regions

Important to put your keywords into articles

When you create an article it is important that you use as much classification
information as you think you will need. It is used by the Easy selector.

For example, you might want to list all articles that are to do with the keyword Main
Topic “Business”, with Sub Topic “Human Resources”. Only articles which have had
the keywords attached will be found.

See chapter 11.3: Classification tab for more information.

1. Move your mouse to the left navigation pane.

2. Click on Easy selector.

3. The default Easy selector view displays, listing articles by VVolume/Issue.
The default display is collapsed.

Dhiplay Selechan

Copy Slatuy Suthor Worde Cheockowl Production

T 117

b lasise

F Iz RS
F lesee 20054
¥ lenee 2004:12

Figure 9: Easy selector default view - collapsed

4. You can expand your view by clicking on the arrow next to the required

issue.

@ See section 4.4ii: Display of results: Arrow next to article for more
information on expanding and collapsing views.
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Content Selector

i'l."-:ll-.-'n-ﬂllsut - Show all _

- -
Display Seleckon

Copy Status Authior Waords Checkout Produchion
B TEA
LS ]
* lpswe 2005:5
* Cospodal e
Histars Faitnicis Sdviitcimnsnl b b alhid  Fisd Franzss Hotusmnan
parmnt
* |ppn 200%5:4
* Hesomces
Maruals: Cieating rew aticle - volume sndingee  Brefed Frances Bodman
nurmbet 1 in nelaled atckss
Maraais: Sobups lal Chastrg ndsw ridus defrdong Concepl Fransas Bodonan
F leswo 2004:12

Figure 10: Easy selector default view - expanded

Setting your criteria in the Easy selector

1. Go to the Easy selector.
2. Click on the dropdown arrow under Information to display.
3. Select the required information. Another dropdown menu is now available

for subcriteria.
4. Select the subcriteria.
Click on <Display Selection>.

All articles matching your criteria are listed.
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Example 1:
The diagram below shows the following selections:

. Information to display: Companies

o Subcriteria dropdown: all companies entered into edDesk

Content Selector

Information to dizplay

Companies - [ Show all

|

ALFT -

ABL 2

ACP

Adobe

AHRI hd
Froject schedules. LIF Project Flan 04

Figure 11: Easy selector after selecting Information to display “Companies”, but before
selecting a particular company

Example 2:

The diagram below shows the following selections:

o Information to display: Keyword topics
o Subcriteria dropdown: Main topic: Education; Subtopic: Reference
manuals

R |
Content Selector

% Information to dizplay

Keyword topics - [~ Shaow all

kdain Topic Sub Topic

Education - |Heference rmanuals -

Feference manuals
Courseware
Rezearch

Dizplay Selection |

Uszability queries

lzzue

Figure 12: Easy selector after selecting Information to display “Keyword topics”, with Main
Topic "Education” and Sub Topic "Reference manuals"
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VIEWS FROM THE NAVIGATION PANE

There are several views that are always available from the navigation pane, (no
matte which tab you have selected). These views are:

o Easy selector. @ see section 4.5: Easy Selector for more
information.

o All Issues

o Keywords

o Authors

o Library items.

There are several other views available from the navigation pane in some tabs.
These views are:

o Sections

o Current issues
o Companies

o Biographies

o All Documents.

These views automatically display their results when you click on the view title.
@ see section 4.4: General Information about Using Views for more information.

All issues

Articles are listed by Volumes and Issues. The results are categorised by:
1. Volume

2. lIssue

3. Section

4. Articles

You may expand and collapse this view.

Keywords

Articles are listed by keywords and subtopics. Keywords and their subtopics are
ordered alphabetically. You may expand and collapse this view.

Authors

Articles are listed by author. Expand the list to view all articles by a particular
author. The view includes a word count for each article and the total number of
words in articles by that author.

Library items

Library items are standard items that you might want to re-use in your entire
publication and database. They are particularly useful if you are publishing to the
web.
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Your system administrator will usually maintain library items.

Typical library information includes contact information, guidelines for authors and
standard code. Library items are ordered by category. The category is selected
when the library item is created. Available categories are determined by your
database administrators.

Sections

Articles are listed by section and subsection. Sections and subsections are listed
alphabetically. You may expand and collapse this view.

Current Issues

Only articles in the current volume and issue are listed. You may expand and
collapse this view.

Companies

Articles are listed alphabetically by the company with which they are associated.
Companies are entered in the Classification tab of each article. You may
expand and collapse this view.

Biographies

Biographies contain information about authors and team members. Position status,
job title, contact details are contained in the author biography. Authors are listed
alphabetically by first name.

All Documents

All Documents lists all entries into your database. This view is particularly useful if
you have created an item, but cannot remember if it is an article, a library item,
items added to classifications. Items are listed by descending date order (most
recent item at the top of the list).

VIEWS FROM THE HOME TAB

Available views are:

o Easy selector. @ see section 4.5: Easy Selector for more
information.

o My active briefs

o My articles

o My articles by issue

My active briefs

View articles that have been briefed to you, but which you have yet to file. These
are generally articles that you are still working on. This view gives you a good way
to track your articles through the production cycle. All articles where you are

entered in the Author field in the Brief tab are listed.
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Displayed by selecting:

o My work > My active briefs from the navigation pane OR

o My active briefs from the body.

When you first select this view, you see your articles with a status of briefed. You
may change the status and author.

All articles by Frances Borkman

itechne Documentation Project edDesk J Your articles

Showr articles for this status |Brll!f!d j

Show arbicles for this France: Borkman | :

author _ kb | Display selection

lzsue Section Subszection Subject

20054 Resources Manuals Beme corporation reports fall in value of rocky canyor

200412 Corparate Adrnimistration Another test for Acthee Briefs

2004:12 Resources Manuals Subject Meaningful descnption of arficle goes here.
Subject iz wsed in views. but not in print

2004:12 Resources Manuals Test article enterad for acthve briefs viea

Figure 13: Default details - my briefed articles

Changing the articles you view

Click on the dropdown arrow next to Show articles for this status.

Scroll down to the status of articles you wish to view.

Show articles for this author: If you want to display articles for another

1.
2
3. Click on the required status.
4

author, type the author name.
5. Click on <Display selection>.
My articles

This view lists all articles where you are entered in the Author field in the Brief
tab. They are sorted by date.

Displayed by selecting:

o My Work > My articles from the navigation pane OR

o My articles from the body.
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My articles by issue
This is currently the same as the All Issues view and is being amended.

VIEWS FROM THE CREATING TAB

Views accessed from the Creating tab show the progression of new articles
through the publishing process. These views are:

o Story ideas

o Active briefs

o Filed copy
Story ideas

This view lists all articles with at Concept stage. Concept is the initial stage of an
article — before it has been briefed to an author. The Workflow tab has a Copy
status of Concept.

Displayed by selecting:
o Creating > Story ldeas from the navigation pane OR
o Story ideas from the body.

Articles are listed in descending order by issue date then alphabetically by Section
and Subsection.

itechne intranet edDesk / Story ideas

All anicles al concepl stage

dAuthor wWor
= T1Ba Library Tools: Test visw Jeramy White o=
2005:8 Corporate Invoice Warkings: ACP Tech - APC user Jeremy White 21
suppaort hours for August 2005
2005:8 Wiork Client Projecis: FileMaker pazsword for Jeramy White I
MUP

Figure 14: View Story ideas.

In the diagram above, 2005:8 would be August 2005. Articles which have yet To Be
Assigned (TBA) to an issue will be at the top of the list.

Active briefs

This view lists all articles that have been commissioned, but not yet filed by the
author. Overdue articles are also listed; however there is another view specifically

for overdue articles. The Workflow tab has a Copy status of Briefed.
Displayed by selecting:
o Creating > Active Briefs from the navigation pane
) Active briefs from the body.

Articles are listed in descending order by issue date, then alphabetically by Section
and Subsection.
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Filed copy

This view lists all recent articles that have a status of filed. The WorkFflow tab has a
Copy status of Filed.

Displayed by selecting:
o Creating > Filed Copy from the navigation pane OR
o Filed copy from the body.

Articles are listed in descending order by issue date, then alphabetically by Section
and Subsection.

VIEWS FROM THE EDITING TAB

Available views are:

o Late running copy

o Active briefs

o Filed copy

o Ready for production
o Changes required

o Unassigned copy

Late running copy

This view lists all articles that have not been filed by their copy deadline. The copy

deadline date is entered by the article creator in Copy deadline field in the Briefs
> Detai ls tab.

Displayed by selecting:
o Editing > Late copy from the navigation pane OR
o Late running copy from the body.

Articles are listed in descending order by issue date, then alphabetically by Section
and Subsection.

Active briefs

This view lists all articles that have been commissioned, but have not yet been filed
by authors. Overdue articles are also listed; however there is another view

specifically for overdue articles. The Workflow tab has a Copy status of Briefed.
Displayed by selecting:

o Editing > Active Briefs from the navigation pane OR

o Active briefs from the body.

Articles are listed in descending order by issue date, then alphabetically by Section
and Subsection.
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Filed copy

This view lists all recent articles that have been filed by authors. The Workflow tab
has a Copy status of Filed.

Displayed by selecting:
o Creating > Filed Copy from the navigation pane OR
o Filed copy from the body.

Articles are listed in descending order by issue date, then alphabetically by Section
and Subsection.

Ready for production

This view lists all recent stories which have been edited and are ready for subbing.
The Workflow tab has a Copy status of Submitted.

Displayed by selecting:
o Editing > Production ready from the navigation pane OR
o Ready for production from the body.

Atrticles are listed in descending order by issue date, then alphabetically by Section
and Subsection.

Changes required

This view lists all articles needing re-writes or edits, and the status of those articles.
Information is taken from the Workflow > Change Requests tab. If the
Change Requests tab is not filled in the articles will not be listed in this view.

Displayed by selecting:
o Editing > Changes required from the navigation pane OR
o Changes required from the body.

Information displayed is the Volume and Issue number, Section, Article Description.
Other information is:

o Change status: indicates whether the change has been requested,
acknowledged and/or completed.

o Sent status: indicates whether a copy of the change request has
been sent to the author.

o Changes: the changes that are required.

Eding

_'.n-m 3 Haamia Cireghing Edrting Produschan

Change status Swent slatun Changas
* lisue 20054
1 bl TSNS
dcrme corporgbon subsnits Fequecind "J'_\-a:.- sant o suthar hiantan rnadrunnar’s buzines s imtera ey in homa
fatent i dmame Ackninadadgad

Figure 15: Changes required view
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Unassigned copy
This view lists all articles which have not been assigned to a particular issue.
Displayed by selecting:
o Editing > Unassigned copy from the navigation pane OR
o Unassigned copy from the body.

Many items listed here will be library items — that is, articles that store standard
templates and formats which you will use across a publishing title, especially one on
the Web.

Creating Editing Produchion Cievelopment

itechne intranet edDesk f Unassigned copy

Copy not assigned o an issue

Toods: Test embedded dem Appioved Jeremy White ( -
Tools: Test fom Appiaved Jeremy Whete
Test phoe Apaicreed Brwckew Brosdhesd
Tools: Test view Concapt Jesermy Wiite
Progects: wapDesk Appiaroed Jerey wWite
* Team
Patnes Jensmy Whils Appraved Jerenny Wide
Mordegat Andiesy Broadhead Appioved Jererg \Wde
Partnes: James 'Ward Approved Jeremy Whie
* News

Armouncemenits: AHRI Deectorp CD compleled  Appioved
Arnouncements: AIMIA - Infomation Economy Appraved
Chistimas Evenls 2005 - UPDATED

Armouncemerts: AlMLA & Intel The Futuee of the  Appioved

Dragital Horme

Armouncements: And anckher - slockpholo Apoiaved

Arnoincemenls: Angwers (lo more than aetthe  Ascioved i
i [

Figure 16: Unassigned copy - showing articles that have not been assigned to a volume or
issue

VIEWS FROM THE PRODUCTION TAB

Views from the Production tab are mainly used to track articles that have been
submitted for editing and are now closer to publishing. Views include:

o Subs work desk / Subbing

o Changes required

o Artist and illustration requirements / Layout

o Production directions (same as Artist and illustration requirements)
o Production schedule

o Deadline calendar (feature being refined)

o Simple export

o Website homepages
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Subs work desk

This view lists recent stories that have been submitted and are in the process of
being sub-edited. The Workflow tab has a Copy status of Submitted.

Displayed by selecting:
o Production > Subbing from the navigation pane OR
o Subs work desk from the body.

Icons next to the article title indicate:

o ¢ Editing note has been entered. The text of the note is in the
Notes field of the view.

o & The article is checked out. This means that only the person
who checked it out can save changes).

If an article is both checked out and has an editing note only the checked out icon
displays.

Articles are listed in descending order by Volume and Issue, then alphabetically by
Section and Subsection.

(I I (T ) ) e O

2 learik oh View B id it niSubiliong

Bamsthier |
Exwsthior |

o .

Figure 17: Expanded view of Subs work desk. One article has an editing note; the other is
checked out and also has an editing note.

Editing notes

o Articles: Editing notes are entered in the Workflow > Editing
notes tab.

o Subarticles: Editing notes are entered in the Workflow tab and
Editing notes field. @ see section :13.4 Editing notes for more
information.

If the author has Acknowledged or Completed the tasks in the editing note the
Acknowledgement/Completion is indicated after the text of the editing note. For
example, Please detail in what ways this dynamite will be attractive only to coyotes
[Acknowledged].
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Mlotes

Fleaze detail in what ways this dvnamite will be attractive only to
covotes [Acknowledged]

an who iz the intended sudience? [Boknowledged]

Figure 18: Detail of notes field showing note text and that the editing note has been
Acknowledged

Changes required

This view lists articles that need rewrites or edits. Information is taken from the
Workflow > Change Requests tab. If the Change Requests tab is not filled
in the articles will not be listed in this view.

Displayed by selecting:
o Changes required from the body.

Note

Subarticles are not listed in this view. Subarticles do not have a separate Changes
Requests tab. If changes are requested in subarticles they are entered in the

Changes field in the workflow tab.

~ —
=} Tools @ Mew (%) Save & Close E:i Cancal @ Impart :-: Export E" Hide Infa

edDesk Related Article / 1.1 What is edDesk?

Basics | Brief | Copy | Classification | Workflow | Paper | Wab

Copy status: Print status: ‘Wab status:
eubmited |3 [None =/ e =]

¥ Copy sent to author ™ Proof sent ta authaor

Approve and Post

I™ Author approved ™ Author spproved
To:' =i
Editing |'w'hn iz the intended sudience? Changas: |I:Ielaul the notstion conventons
notes: ;
¥ Acknowlsdged ¥ Requested
™ Complated I Acknowledgad

™ Complated

Aszigned to:
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Information displayed is the Issue number, Section and Description of the article.
Other information is:

o Change status: indicates whether the change has been requested,
acknowledged and/or completed.

o Sent status: indicates whether a copy of the change request has
been sent to the author.

o Changes: the changes that are required (this is entered in the
Workflow > Change Requests tab.

o

Changs stalui Sanl alabus Changes
* lpgun 20054
* Beppyrce
ATl Dodpotabion subimits Fegueited Copy teni 8 aiithad Manhon fosdianmngd ¢ Butingts mleneat on Al
palard fea dhramse Azknowdndged

Figure 19: Changes required view

Artist and illustration requirements

This view lists illustration requirements, indicates whether images have been
attached to an article and also displays any production directions. Information is
taken from the Paper tab.

Displayed by selecting:
o Production > Layout from the navigation pane OR

o Artist and illustration requirements from the body.

Lt 1 Frodudion

Tikle:
= searh i | & Eopaed|
s . Fdan
¥ Vichume 04
= Wik U
™ Duwm 4
* Renaried
¥ Rrtwrence misnsl
F Mg i ghin julehds Frafalpi Buplivgd i _idimida FEESIN b mhte esidd | bk o e Mty b f s | i
--------- crgrrets

Figure 20: Artist and lllustration requirements view with checked out article selected
Information displayed includes:
o Volume and Issue Number, Section, Subsection and Description

o Checkout: (if the article is checked out the name of the person to
whom it is checked out is displayed). There is also a padlock icon
at the left of the article description.
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o Filename: if you choose to export the file to another program
edDesk suggests a filename. The format of this filename is First
letter of Section, first letter of subsection, then first word and first
two letters of second word from the article description.

For example you have a file in Section: Resources, Sub section:
Reference materials and Description: Acme corporation... edDesk
would suggest a flename of rr_acmeco.

o [llos: INlustration instructions are here. A paperclip icon indicates
that there are attached images.

o Production: Displays any production directions.

Production directions

This is the same as the Artist and illustration requirements view and is being
amended.

Production schedule

This view lists issue dates, deadlines and important dates.

Displayed by selecting:
o Production > Schedule from the navigation pane OR
o Production Schedule from the body.

You can define new issues in this view. Issues must be defined before they can be

selected and added to an article (Volume and Issue are mandatory fields in articles).
@ see section 20.5: Production schedule — volume and issue definitions for more
information.

Issues are listed in the order in which they were entered into edDesk. This is usually
with the oldest issue at the top of the list.

_El:rl al lesua Chack Waludna HNumbar Cower Dazala LT
) 20003: 7 2003 i’ [} abiedilie ] JL0EL003 2003
£l 20038 2003 L QIDRR00F 2E0TE00 2HOTIZ003
& 2003:9 2003 a 0IA0RZ00R JEAORIZ00] 2HEE003
| 2003:10 2003 L] oiR0R00 2502003 2202007
b 200311 2003 1 [}l RErdiiE] 2norz003 20003
7 00313 2003 12 gInaRon: SENR003 SO0
8 2004 1 200 L oI0z00 DHoNE004 [l Lee ]
| 2004 .2 2004 2 CIADRR004 DHD2R004 0Oz
10 2004 : 3 2004 | ADAR2004 O RR004 AR004
1 20044 2004 4 OIA2004 D004 2004
n 2004 5 2004 5 OIAOsC004 DASR2004 000
12 2004 : 6 2004 B IIADER004 DGER004 010Ec004
13 2004 : 7 il ] T OIOTR00 DHOTZ004 TUTED04
4 2004 : 8 2004 B O ADBZ004 O OBE00 a0 0a
15 2004 : 9 2004 -] OraDrarzn0d D200 0004
16 2004 10 2004 L11] 0200, DEFDE004 D004
17 20041 2004 n QI Z00 LR P ] aTa Preii ]
18 2004 .12 20 1z DR 2IZ004 R 2I2004 0E2E00E
18 2005 :1 205 1 0012005 ohon00s 2T 004
20 2005 2 2005 2 GAO2R2005 o005 25012005
a1 00%: 3 <00% 3 AOIR00s IR3L00% 0005
F¥ 20054 2005 i DIRAZ005 DhCEInS 2H0ET005
23 20055 2005 5 08052005 OFOSR005 2502005
4 20056 2005 -] OAORR005 O OE005 SHYSED0S
25 20057 2005 T orR00s 2E06E005 2302005

Figure 21: Production schedule view
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Information displayed includes:

o Serial: only used in edDesk — each issue is assigned a sequential
number used to order the issues.

o IssueCheck: displays the Volume:lssue details. For example
2003:7 would be VVolume: 2003 Issue number 7.

o Volume: volume of publication.

o Issue: Issue number

o Cover: Date that will appear on the cover of a printed article.

o Onsale: Date the publication goes on sale

o Copy: Date by which copy must be submitted for editing.

View deadline calendar
This feature is being reviewed. It currently displays no information.

Deadlines

This view lists deadlines, with the most recent/future deadline at the top of the list
and the oldest deadline at the bottom. Deadlines is important for managing the flow
of articles through edDesk and for checking that your team is on schedule to meet
production targets.

Displayed by selecting:
o Production > Deadlines from the navigation pane.

Deadline dates are taken from the Copy deadline field in the Briefs > Details
tab.

You can add new articles and edit existing articles from this tab.

Fan HAme

(I (7720 e e e
Dinadineg Subsect

| DECODE  Swicds Madssios Publdbeis « somscs 757
Tep 100 Ketanr, Securty Toals

‘whpaly buckof rmagbng - 2008-08-20
Mupar's Bazawm mestng 0060619
Ll

2008  Rassrt contiredan
AOSI00E  Hardie Oraml - Books Dizcuzzian

JROSI00E  wainnaer

Information displayed includes:

o Deadline: Date specified for the article to be filed.

o Subject: Subject of the article.

o Status: Article status (from the Workflow tab).

o Author: article author.

o Issue/Section: Information is VVolume/Issue/Section/Subsection.
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viii Simple export
This view lets you select an article and export it to your computer in the following
formats:

o ASCII text file — very basic formatting only. Your fonts, lists etc
are not retained.

o RTF (Rich Text Format) — retains your formatting. Do not use this
if you have images attached or imported into your article as they
do not display correctly.

o CGM (Computer Graphics Metafile) — only use this if your article
contains CGM images.

o TIFF (image) — only use this if your article contains bitmap
images.

Displayed by selecting:

o Production > Simple Export from the navigation pane.
1. Select Simple Export from the navigation pane. A list of all the articles in
your database is displayed.
per=an e ———
[ s | # St 5] > o > o]
S, Search in View "ProductionSimple Export’
Search for |
Copy Satul Augtheor ‘wiords (heckout Production
| ¥ Volume
* Violume 20
* lzzum 3
* Nows
I Press ieleares: Some corporston pubeds patent  Submitied Logobe
b Halfn:r;::‘
Mpruials: et febv afache ol St lestng Cortpl Fransit Borbamar
Manuals: fncthes rew sibcl lo b mcred b3 Concepl Franced Borkmar
topller
* Wsnuals Lper Gusde Briefed Frances Boroman
=]
Figure 22: Simple Export view.
2. Double click on the article you want to export to another format. The

article opens in an Export tab.
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RyEpon

™)
schormari mi fulies
The acme corporation has submified & patent for improsed chmamite that will
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Length: 20 words

Nystration ingtrections: Mone
Froduchion directions

Full quaote:

Hi-res images

Captions

ek

Figure 23: Article is opened and you can now export it to a different format. The
article in this screen capture has one attached image and one imported image.

3. Click on <Export>. An Export dialogue box displays with the export
directory being the directory you used most recently.
4, Navigate to the directory to which you want to export your file.
5. File name: Enter a filename for your exported file.
6. Save as type: Select a file type from the list. Your choices are:
° ASCII text
o CGM image
o Microsoft RTF
o TIFF 5.0 image

Click on <Export>.

If you selected the ASCII filetype the Text File Export dialogue box is
displayed, letting you select options for this filetype.
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Text File Export m
* Default character sef Q

e EEII"ICE'
" |nternational [UTF-8)

" Unicode

Wirap wordz at |75 characterz per line

Figure 24: Text File Export dialogue box. Best to leave the options as the default
ones (as shown).

9. Leave the options as they are — it will work just fine!
10. Click on <OK>,
11. Your file is exported.

iX Homepages

Important

Only use this option if you are creating or editing homepages for internet or intranet
sites.

® see Chapter 14: Editing homepages for instructions on maintaining homepages.

4.11 VIEWS FROM THE SETUP TAB

Views from the Setup tab are used for the non technical administration of edDesk.
This is mainly for adding items that appear in dropdown lists within articles.

® see Chapter 20: Non-technical administration of edDesk for instructions on using
the Setup tab.
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Searching for articles

You can search for articles that match your criteria. You must be in a view to search
for articles. Later versions of edDesk will let you search from the navigation pane,
without having to select a view to search in. This will mean that you can easily
search your entire database.

OBJECTIVES

By the end of this chapter you should be able to:

open the search bar from within a view

enter words and phrases as your search criteria

use the Boolean operators — AND, OR, NOT

use wildcards

use a simple search to find articles containing particular words

use the advanced search feature to find articles matching criteria
that you specify.

SEARCHING IN VIEWS
You can use the Search form in many views to list only those articles that match

your criteria.

For example, you have selected the view All Issues but only want to view those
articles which contain the word “payroll”. You would use Search to list only those
matching articles.

Views filter the articles so only those that match the view criteria are displayed.
When you use Search you are refining the criteria and looking for articles in that

view.

Searching all articles

Use the view All Issues (available from the Navigation pane in every tab) if you want
to search through your entire database.

Searching all entries

Use the view All Documents (available from the navigation pane in the Home tab)
to list all items in your database. This is particularly useful if you have created an
entry and cannot remember where you put it (ie. What section and subsection,
volume or issue you entered) or whether it was created as an article or library item.

5-1




5.3

5.4

edDesk (Lotus Notes) User Guide

OPENING THE SEARCH BAR
You need to open the Search bar before you can conduct your search.

1. Go to the view in which you want to search.
2. Click on <Search Bar>.
3. The Search bar displays, as below.

(O & romes] @6 | seventr] > Evd ]| S e
3, Swarch in View ‘Contanibll by section’

Seaech for |

Figure 25: Search bar in view "Sections"

TEXT SEARCH OPTIONS

This section instructs you how to format your search text. All text entered is entered
in the Search for field.

Searching for a single word or a phrase

1. Put your cursor in the Search for field.
2. Type the word or phrase to search for.
3. Click <Search>.

Common words

If you search for common words you will probably return a long list of matching
articles. Then you either have to navigate to the ones you want, or try to further
refine your search.

Very common words, such as “the” will be ignored by the search engine.

Using Boolean operators — AND, OR, NOT

edDesk’s operators are similar to the Boolean operators used by most search engines
on the web. They are not case sensitive — AND, and, And are the same.

AND

The AND operator finds articles which contain all the words linked by AND. The
words may appear in any order, in phrases or in isolation.

Example 1: digital AND camera AND quality will find all articles that contain all three
words.

Example 2: digital camera AND quality will find all articles that contain the phrase
‘digital camera’ and the word ‘quality’.

Click in the Search for field.
Type the first word or phrase.
Type AND.

Type the next word or phrase.

o > D oE

Repeat steps 3 and 4 until you have typed all the words to search for.
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6. Click <Search>.

OR

The OR operator finds articles which contain either of the words or phrases. Your
results are listed in order with the most occurrences at the top of the list.

The OR operator returns a longer list of articles than the AND operator. The more
words you have separated by the OR operator, the longer the list of resultant articles
will be.

Example 1: digital OR camera will find all articles that contain at least one of the
words.

Example 2: digital OR camera OR dog finds all articles that contain at least one of
the words. This is likely to be a longer list than in example 1.

1. Click in the Search for field.

Type the first word or phrase.

Type OR.

Type the next word or phrase.

Repeat steps 3 and 4 until you have typed all the words to search for.
Click <Search>.

o a s~ wN

NOT

The NOT operator makes your search query negative. You are saying that you want
to find articles that do NOT contain particular words or phrases. NOT is usually
used in conjunction with AND.

Example 1: digital AND NOT camera finds all articles that contain the word ‘digital’
but not the word ‘camera’.

Important

You must type in AND before NOT. If you don’t you will receive an error message
“Query is not understandable.”

Click in the Search for field.
Type the first word or phrase.
Type AND NOT.

Type the next word or phrase.

o > . np e

Click <Search>.
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SLIGHTLY MORE COMPLEX SEARCHES

This section instructs you in performing more complex searches, using a
combination of operators and wildcards.

Determining the order in which your search criteria is processed

Parentheses are used to tell edDesk which order to process your search criteria. The
part of your search criteria enclosed in parentheses is processed before parts outside
the parentheses.

Example 1: (digital AND camera) OR photograph finds all articles that contain both
the words ‘digital’ and ‘camera’ or the word ‘photograph’.

Example 2: (digital OR camera) AND (photograph OR magazine) finds all articles
that contain at least one of ‘digital’ or ‘camera’ and at least one of ‘photograph’
or ‘magazine’.

Wildcards

* (asterisk)

The * is used as a wildcard. It represents any number of letters. The * is
particularly useful if you want to search for a word that may have a variety of
endings, or a variety of standard spellings. It does not work with numbers.

Example 1: swim* finds swim, swims, swimming

Example 2: *one* finds any word with the letters ‘one’ — one, sandstone, cone and
SO on.

Example 3: mari*uana finds both marijjuana ,marihuana and ‘Maria iguana’

? (question mark)

The ? represents a single letter. It does not work with numbers. You can use more
than one ? wildcard in your search criteria.

Example 1: ?ick finds lick, sick, hick and so on
Example 2: clo?? finds, cloth, clock and so on

Example 3: mari?uana finds both marijuana and marihuana

ADVANCED SEARCH

The search bar lets you search for articles containing various words, phrases and
combinations of these. If you want to further control your search criteria there is a
more advanced search feature available.

Note

Advanced means that you can do more, not that it is harder to use.

1. Go to the view in which you want to search.
2. Click on <Search Bar>.
3. The Search bar displays, as below.
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(O (e [T e e e (e

O, Hearch ia View "ContenAll itiues’ 2 nedascnd Tox

Sesech lor ¥ o

Figure 26: Search bar with More expandable menu at bottom right of search bar.
4. Click on <More>.

5. The Advanced search bar displays.

(CIE () (77 ) ) B (T

':l, liearch m View ‘Coalen®AL ey’

Figure 27: Advanced search bar

6. Search for: enter the text to search for. @ see section 5.4: Text search
options and section 5.5: Slightly more complex searches

7. Refer to the following sections for detailed instructions on completing the
search form.

Conditions

This is a very powerful part of the advanced search. Remember that the more
conditions you add to a search, the more your results will be limited (expect fewer
results with more conditions).

Only the most commonly used (and most useful) conditions are explained here.

Date

If you want to limit your results to only those articles with certain created or
modified dates then use this condition.

1. Click on <Date...>.

2. The Add Condition dialogue box displays as below.
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Add Condition B
(T Condiin | TN ~ |

Seaich lor documenis whote.,

detecrested | ||: on ¥ | [2TOeF005 L]
=) =

Hedes wall find documents crealed o modified on the date of between the dates spechied
mﬁr&um-mhg,mamm«mwmmm

Add | Cancel |

Figure 28: Default values in Date condition dialogue box

3. Condition: lets you select a range of conditions for articles to match. At
the moment you have selected By date.

4. Search for document whose...: the options you see depend on the
selected condition. The default for the condition By date is to search for
articles created on the current day.

Click on the dropdown arrows to change the details.
Example 1: date modified is before 04/07/2005

q Condition | By date |
Search for documents whose. ..

[date modiied  ~| (TP -| |04/07/2005 1

Example 2: date created is between 01/07/2005 and 04/07/2005

(' Condiion |By date |

Search for documents whose. ..

|date created = | |is between = |maoro0s s

and |[04/07/2005 16

5. Click on <Add> to add the condition to your search criteria.
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You can add the Author condition to find articles by particular people or to exclude
articles by particular people.

1.
2.

Click on <Author>.

The Add Condition dialogue box displays as below.

Add Condition E

(I, Condion |TETTI - |
Seatch lor documents whose.,
Author i ary of =
Hams | i

Hotes wall Find documents authored [0 not authored] by the specified people. You may
saiact moie than one perion

| Cancel |

Figure 29: Default values in Author condition dialogue box

Condition: your currently selected condition is By author.
Author: select from:
o is any of to find articles by particular authors

o is not any of to find articles that are NOT by particular authors

a. Select each author and click on <Add>.

b.  Click <OK> when you have selected the required authors.
Click on <Add> to add the condition to your search criteria.
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Fill out example form

If you do not feel confident to add conditions then use the Fill out example form
option. This lets you enter your conditions in a screen that looks like an article.
You can click on the article tabs to navigate to the required fields.

q Condition [FiII out example form :j

Form |Adicle -l

edDesk Article

Basics | Brief | Copy | Classification | Workflow | Paper | Web | Lc

Natesz will find docurments similat ta the example pou provide. LUse single woeds o zhart
phrases and fill out only those fislds which are relevant to your search,

Figure 30: Default values for Fill out example form dialogue box

1. Click on the tab that contains the information you want to search by.
2. Enter your search criteria by:
o Typing into the field — for example subject of acme. OR
o Selecting it from a list of options — for example articles that have
the copy status of concept.
3. Click on <Add> to add the example form to your search criteria.
4. The advanced search screen displays with the Search for field now

containing “matches example form”.
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Multiple words

Multiple words is a different (and simpler) way of searching for multiple words or
alternative words. If you don’t like using the Boolean operators AND and OR then
use this form instead.

]

1. Click on <Multiple words...>.
2. The Add Condition dialogue box displays as below.
(I, Condsion |V T - |
Sestch lor docusrenis condsning.. |wd|he temme betlows j
1 5 |
z [ g |
3| 7
I

8|

Motes wall Findd docusments which: contan the specilied temma. For each: beem. pou may snier
single words of shor pheates.

| Cancel |

Figure 31: Default values in Multiple words condition dialogue box

3. Search for documents containing...

o any of the terms below — same as using OR. This finds all
articles that contain at least one of the words you enter.

o all of the terms below — same as using AND. This finds all
articles that contain ALL of the words you enter.

4. Click on <Add> to add your words to the search criteria.

Editing your conditions

You may have entered some search conditions that you want to change, without
having to enter them completely again.

Q\ Search in View "ConlantAll by sechon’

Search los |rr|a1|:hes exmmple forn | AMD comains smy of acme, covole atc | AND dete crested iz before 04/072005]

Condiions | 18 Dats | i Authos T 4 Field |D Faormi EE MAultple words D Fill gut examnple formn |

Figure 32: Current conditions for this search

1. Click once on the condition to be edited. This selects the condition.
2. Double-click on the condition.
3. You are taken to the dialogue box with the condition.
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4. Make your edits.
5. Click on <Add> to accept your edits.
Options

There are two text search options available in Advanced search.

Use word variants
Tick this option to find any base word with certain suffixes.

For example swim also finds swims, swimmer but not swam or incorrect words.

Fuzzy search

Tick this option to find words and phrases that are similar to your search criteria.
This is particularly useful if you don’t know exactly how something could be
phrased.

For example, communication also finds articles with communicate, communicated.
User requirement also finds articles with user group requirement.

Conditions 18] Date.. || 4 Author.. ||” s Field... |:| Form... | 28 Multiple words... '
Options ¥ Use word variants (cat' will alzo find "cats”)

W Fuzzy search [

Save zearch... Load search ™| baxresults...

Figure 33: Advanced search with the options Use word variants and Fuzzy search selected

Navigating through your search results

After you conduct your search you see a list of all matching articles. You can see
your search criteria in context in each article. Each search term is highlighted, with
the currently selected term highlighted in pink and other terms highlighted in green.

If you can’t find a search term in the article consider that...

Matching text in the Subject field is not highlighted.

If a term appears only in the article’s metadata you will not see highlights.

If a term appears in an attached filed the title of the attached file is highlighted.

Your index needs to be updated. See section 15.5: Updating an index.

1. Click on the required article. Your article is opened with the earliest
occurring search term displayed on screen.

2. To move to the next term: press <Ctrl>+

3. To move to the previous term: press <Ctrl>-
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Saving searches

If you have searches that you perform frequently you may save them. This means
that you do not have to enter the criteria each time you want to perform that search.

1. Click on <Save search...>.
2. The Save Search dialogue box displays.

Save Search

M ame | _I
| Concel |

[ Share thiz search with other users Cancel

Figure 34: Save Search dialogue box

3. Name: type in a name for your search. Make it a meaningful name — so
you know what the search is for.

4, Share this search with other users: Tick this box if you want other
people with access to your database to be able to use this search.

Share this search with other users

Only some people have permission to select Share this search with other
users.

If you do not have permission you will get an error message “You are
not authorized to perform this action.”

5. Click <OK>.

Using your saved searches

Saved searches must be “loaded” before you can use them.
1. Click <Load Search>.

2. A list of your searches displays.

W Use word variants ('cat' will alzo find 'cats”)

W Fuzzysearch [

Save zearch... |I Load search ™ Maxresults..

| {untitled) {Shared)

orporate acme corparation

EE0UICes Delete Saved Search. ..

[ Reference materias

Figure 35: List of currently saved searches - acme corporation

Click on the required search.
4. Enter any other criteria.
Click on <Search> to conduct your search.
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vii Deleting saved searches

When you have finished with a saved search (and don’t need it again) you can delete
it.

1. Click on <Load Search>.

2 Click on Delete Saved Search.

3. Click on the search to be deleted.
4 Click on <Delete>.
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Creating an article that is ready for briefing
out

This chapter introduces you to creating articles, entering briefing instructions, then
briefing out your article.

® see_Chapter 7: Entering copy into edDesk for more information on editing and
formatting articles.

Some organisations brief out using edDesk, others just send an email, or phone the
contributor. This chapter is relevant to those organisations that do brief out using
edDesk.

OBJECTIVES
By the end of this chapter you should:

o know what an article is

o be aware that you can have an hierarchy of “related articles”
J be able to create articles containing briefing instructions

J be able to brief out your article by email.

Please see Chapter 12: Creating hierarchical content — related articles for
information and instructions about creating related articles.

WHAT IS AN ARTICLE?

An article is a story, or part of a big story. Articles contain the content. Content
includes:

o briefing instructions

o printing instructions

o web publishing instructions

o workflow

o attached files, including graphics and PDFs
o text of each article.

Related articles

Articles may be part of a hierarchy of “related articles”. You can have a “parent”
article, usually general information or an introduction, and then create “children” for
more specific information. The children can have children of their own —a whole
“family”. A hierarchy makes it easy to order your story, move the separate elements
around and insert more related articles.

edDesk displays the related articles (parents and children) with the children indented
under the parent. You can have as many indented levels as you need.

The diagram below has the following hierarchy:

o Parent - article entitled “Digital camera review”
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° Children — subarticles entitled
° “Camera 1”
° “Camera 2”

° “Camera 3”

° “Camera 4”

(O (ST (T T e ey
I

RN copyStatus__ JAuthor
+ Hesowrces

F Frances test subzection

* M anuals
120004 ™ Degital camera review Cancept France
12M12004 bart
12012004
120182004 ba nrrs s
120142004 srryara d (Franes -

L 072172004 ¥ edDesk for Doming User Guide 010 PonoaT Fran]

Figure 36: Parent and Child articles

CREATING AN ARTICLE WITH BRIEFING INSTRUCTIONS

One of the first things an editor needs to do is decide what sort of story is needed.
An edDesk article is then created with appropriate instructions so that the author can
submit an article that meets the stated requirements.

Each story is created in a separate article with its own briefing instructions.
1. Go to either the edDesk Home tab OR the Creating tab.
2. Click on New article.

Selecting “New Article”

New Article can be accessed in several ways:
* From the left navigation pane

* From the body area of the page

* When viewing All Issues you click on the dropdown button “New” then select
“Article”.
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The Article form opens, as below.

=
B e artiche - [edus Heten

™ Tanf el

ocRE- G faf |

Akben

] 5 To  Dbe=  Diew (THisew s Gose
m adDesk Articla F Mew article

@

1

i

&

@

&

i

|

ﬁ ¥ Amgchinertt and respurce Blet

Bl
=

|| G0 o[ NDucorecied | (o =

Figure 37: Article form - Basics tab active

You will see that there are several tabs along the top of the Article form.
At this stage you only need to enter information in two of those tabs —
Basics and Brief.

Mandatory fields

You may notice that several of the fields have ticks next to them. These indicate
mandatory fields. Mandatory fields must be completed before you can save the

Fumber: f i

Figure 38: Example of mandatory field - note the tick

Basics tab

The Basics tab contains general information about the article. This tab must be
completed before you can save your article.

Subject — Enter a description of what the article is about. Make sure that
whatever you type here will be meaningful to all people working with the
publication that this article will appear in. The subject displays in
navigation on the published website.
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Section — Click on the dropdown arrow 3 Select the section of the
publication in which the article will appear.

fl"z"j Taoalz @ [ e @ Save

edDesk Article f New article

Basics

Subject: |Meaningfu| dezcription of the article goes here

Section:

Story order:  ||hasket

hdarketing
e A

Figure 39: Sample dropdown list for Sections

Subsections - The dropdown menu next to Section now contains a list of
subsections relevant to the section you selected. Click on the dropdown

arrow 3 for the subsection menu and select the required subsection in
which the article will appear.

Eﬁ Tools @ M 1.3 Save l-'._.] Save & Cloge EE Cancel l:'_} Iryport -:‘:' Export @‘ Hide Info

edDesk Article f Meaningful description of article goes here

Basics | Bref | Copy | Classification | Workflow | Paper | Web | Log

Subject [Mea ningful deseription of aricle goes here

Sechion: |F§emuu:e: ﬂ Cormpetitors ﬂ F Faper
epapers
‘Whitepapers

Story order:  |100 Volume: Referenes matensls
Manuals

Tuterials s

Figure 40: Sample dropdown list for Subsections

Paper / Web / CD - Select the media in which the article will be
published. The default is Paper and Web.

Story order — This numerical field is used to control the order in which
your stories appear in an issue or for a particular date. The default value is
100. If you are creating several articles for an issue use century numbering.
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Default order

If you leave this field blank the default order is alphabetical within an Issue
or where articles have the same date.

Century numbering

Century numbering means that you would number articles as 100, 200, 300
etc. This makes it easy to insert articles between other articles without
having to renumber every article after the one you insert.

You would use 150, 250, 350 as the numbers for inserted articles. This would
have the effect of having your articles ordered as 100, 150, 200, 250, 300,
350 and so on.

@ see section 12.3: The importance of Story Order in a hierarchy for more
information.

Volume — Select the required volume from the dropdown list. Usually each
year will be a separate volume.

Number — Select the required issue number from the dropdown list. Issue
numbers assume that January is Issue 1, February is Issue 2 and so on.

|Testing atticle creation

|Hesu:uuru:es - |Manua|s "l |

100 Valurne: 2005 ~ Mumber: | & Wwords: 0
1 F
[
3
4
5 W

Figure 41: Volume 2005 with list of issue humbers available

Brief tab

The Brief tab contains details of the brief that is to be sent to an author. The
brief tab is divided into several tabs for particular information.

Click on Brief.
The Detai Is tab displays.
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{:ﬁ Tools @Hrn E‘Em iEIS.zr.'e & Cloze ﬁiancel @kﬂpﬂrﬁ .

edDesk Article / Meaningful description of article goes here
Basics | Bral | Copy | Classification | Warkflow | Paper | Web

Details | Rights | Payment | Briefing Instructions | llustration Instructions |

Author. :Frante t Barkman [l Add Author

Plaate save your work before emailing a brei

Copy deadline: (041572005 18w

Figure 42: Initial view of Brief > Details tab

Author — the person who will be writing the copy. If you want to select an
author already in your Address Book you can click on <Add Author> and
select them from a list. Otherwise, type in the author’s name.

Important

After you add an author they are listed in the Authors view, so make sure
you enter their name accurately.

Email — the email address of the author you are briefing. When you have
entered your instructions and saved the article you can click on
<Email brief> to send the brief to that author.

Copy deadline — This is the date by which copy has to be filed.

Date format

The date format is American - that is month/day/year

6-6

If you click on the number next to the date a popup calendar is displayed.
Scroll to the copy deadline needed and click. This selects the date and
ensures that it is in the correct format.

Copy deadline: 041572005 15

= April 20d05 5> |
Mo TuwWe Th Fr 5a Su

12 3]
4 5 B 7 8 910
11 12 13 14[15]16 17
18 19 20 21 22 23 24
25 25 27 28 23 A0

b Adachengete s d oo nres fils

Figure 43: Popup calendar displayed for copy deadline




edDesk (Lotus Notes) User Guide

Rights
This tab contains information about the publishing rights to the article.

Ba!is:nlﬂnlrlf:uw Clasaification | Workflow | Paper | Wab Luq.

Dietaits | Faghts | Payment | Biiefing instructions | liustrasion Instructions

Comright F First use rights
™ Internet nghts
r Secondary righty
Type of rights: ™ Esclughe Wolldwids
™ Exclugie for Region
T Mon-sxchushe
Licanzens:

e
Figure 44: Initial view of Brief > Rights tab

1. Copyright — The default is for First use rights. Click in the boxes required
if you want other copyright rights.

2. Type of rights — you can only select one type of right. Click on the
required rights type.

3. Licensees — If there are licensees enter their details.

Payment

This tab contains payment details for the article.

fa ] o L TP Cnie = =
£ Tools D New D Save (C)Saves Close C¥Cancel Gimpont & Export

edDesk Article f Meaningful description of article goes here
Basics | Briet | Copy | Classification | Wodkdlow | Paper | Web | Log

Details | Rights | Peyment | Briefing Instructions | Nlustration Instructions |

o * Freelance ¢ Retsiner  Unsolicited
cle type: FM  Flatrate " Clisnt

Waords brisfed: S0 e

Figure 45: Initial view of Brief > Payment tab

1. Article type — You may only select one article type. The default is Staff. If
you select another type you may have other payment options available.

For example if you select “Freelance” as the article type you can enter the
specific payment rate per thousand words and also select whether to cap
the payment (useful if an author submits an article which is longer than
commissioned).
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edDesk Article / Meaningful description of article goes he

Basics | Brief | Copy | Classification

Workflow | Paper | Web | Log

Details | Rights | Payment | Briefing Instructions | lllustration Instructions |

* Freelance] T Retainer © Unsalicited

St O Sl C Flatrate  Client
Wwords briefed: 750
I $500.00 per thousand words, {(ex-GST)

™ Payment capped to briefed words

Payrnent dus: $0.00

Figure 46: Payment tab after selecting Freelance article type

2. Words briefed — Enter the desired length of the article. The default is 750.
3. Payment rate — Enter the payment rate per thousand words. This option is
only available if you select Freelance or Flat rate as the Article type.

o Payment capped to briefed words — select this if you want to cap
the payment to the number of words briefed even if an author
submits copy that is longer than commissioned.

4. Payment due — this amount is automatically calculated from the number of
words in the body of the article.

Briefing instructions

Type the briefing instructions in this tab. Make sure your instructions are clear, so
that anyone working on the article will understand the requirements.

Briefing instructions are emailed to the author when the article is briefed out.

- m - < -,
= Toolz @ Maw @ Save (%) Save & Cloze &3 Cancel @ Import

edDesk Article / article to be linked from Brer Rabbit articl

Basics | Brief | Copy | Classification | Woarkflow | Paper | Wahb

Details | Rights | Payment | Briefing Instructions | lilustration Instructions |
|Flease include links to overseas data about Scrme corporation.

Figure 47: Briefing instructions tab
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Illustration instructions

Type the illustration instructions in this tab. Make sure your instructions are clear,
so that anyone working on the article will understand the requirements.

Ilustration instructions are emailed to the author when the article is briefed out.

Efu Taols @ Mew 13" Save 13' Save & Cloze l‘:’ Cancel ﬁ Import

edDesk Article / article to be linked from Brer Rabbit articli

Basics | Brief | Copy | Classification | Worlkdlow | Paper | Web | Log

Details | Rights | Payment | Briefing Instructions | llustration Instructions

[The masximum dimensions of any image is to be 300pxwide and 400p:x high

Figure 48: Brief > lllustration Instructions tab

SAVING YOUR NEW ARTICLE

After you have filled in the required fields in the Basics and Brief tabs your
article is ready to be saved.

Save before briefing out

You must save your article before you can email the brief to the required author.

1. Look at the toolbar along the top of your article form.

a: Taols @ New {EI' Save ‘EI' Seve & Claze F_:’! Canecal ﬁ Imipart ':_: Export "..' Hide Infa

Figure 49: Editing article toolbar

2. You have two Save choices:
a.  Save —where you want to save your article and continue working on
it.
b. Save & Close — where you want to save your article and have
finished working on it (for now). If you want to email the brief to the

author now do not use this option (as you will have to reopen and edit
the article in order to send the brief).

3. Click on <Save> or <Save & Close>.

BRIEFING OUT YOUR ARTICLE

Now that you have created an article and entered briefing instructions, the article is
ready to be briefed to your selected author. This is the author who you entered on
the Brief > Details tab.
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Basics | Biief | Copy | Classification | Worklow | Paper | Web | Loo I

Details | Fights | Payment | Briefing Instructions | liustration Instructions |

Author. [Frances Borkman I
Email Efran-;e z@bjork net | m

Flease save your work batare amalling & briet

Figure 50: Email address of author to be briefed

1 Go to the Brief tab.

2 Click on Details.

3. Click on <Email brief>.
4

A confirmation message displays.

-
‘-E) Your brief has been emailed bo the author and cc'd ko you, and the article status et bo Briefed.

[

Figure 51: Confirmation message of briefing

5. Click on <OK>.
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Below is an example of an email brief received by an author and sent through
edDesk.

Dear Frances,

This briefis for the Resources section of the 01/08/2006 issue of techne Documeantation Project edDesk

Subject of article: article to be linked from Brer Rabbit article
Mumber of words reguined: 750

Deadine for submission: 18072006
{Flease contact us immadiately it there are any problems meeting the deadling)

“our brief instruchions are as follows:

Flease include links to overseas data about Acme corporation

llustration requirements are as follows

The maximum dimensions of any image s to be J00pxwide and 400px high

Thiz is & test brief standard messege. Flease submit to cpa_inbasket@itechne. com

Rights included: Firstuse nghts

Temns and conditions

Figure 52: Example of emailed brief

A QUICK LOOK AT WORKFLOW

Workflow defines a set of statuses that an article must go through before it is
published. edDesk has separate workflow statuses for copy, printing and web
publishing. Workflow indicates which status the article is up to in the publishing
process.

When you emailed your brief to the author you received a confirmation message part
of which said that the status of your article had been changed to Briefed. The
changed status may be seen in the Workflow tab of the article.

Many of edDesk’s view list articles according to their statuses. For example, the
view Story Ideas lists articles with a status of Concept, the view Ready for production
lists articles with a status of Submitted.

® see Chapter 13: Workflows for instructions on entering workflow information.
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Entering copy into edDesk

edDesk is used to edit all copy. This means that you don’t have to save your copy in
other programs and email it around. edDesk keeps your articles up-to-date with all
changes that have been made. There is no risk of accidentally editing or reviewing
an old version of an article.

Every member of a team can see where articles are up to in the production process,
and which person in that team is currently working on an article.

Note to Authors

Many of you will find that articles have been created by an editor and sent to you
when briefed out. You will be adding your copy to the created article.

If a brief is sent by emaiil, without having an article created in edDesk first, you will
need to create that article in edDesk, and add your copy to it. See

Chapter 6: Creating an article that is ready for briefing out for information on
creating articles.

OBJECTIVES
By the end of this chapter you should be able to:

o select an article for editing

o check out an article

o add text to an article

o paste text from other applications into an article

o save an article

o release a checked out article after you have made your changes
o use edDesk’s workflow to submit an article for editing.

SELECTING AN ARTICLE TO BE EDITED

See the following sections for information on locating articles:

o ® Chapter 4: Views — using views to find articles matching
criteria.
o ® Chapter 1: Searching for articles — using edDesk’s search form

to find articles.
1. Use the Views or Search to display your article description on your screen.
Double-click on the article.
Your article opens in Preview mode. You cannot make any changes.

7-1
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E [ iwe b e arent mefDesh, £ Hoema G | iwchan Disstusnentstion Prosed. . 3= | 50, A coopotaton repars sl

@r'leu-' @ Eda i:* Cancel :"3 Export E‘ Faolder

‘edDesk Article / Acme corporation reports fall in value of rocky canyons

Prawview

Subjact e comporalion rapors Eall n value of rodky canvons Yol 2005 MNo. 4
Bechon: Resources > Manuals By France: Borkman
Headline: Word count 41
Intra:

el link articlelDw261 TTEFS D5 FEACAZ SEFEANODESS 21

The Acame corporabion today repomad that the real valua of rocky camgons has lakan a dive.

Raasans far this an

*  fawar coyolas

& sacgigus and mbalhgant roadnnnics contralling roadways frough e cameons
®  dynamite desiDying S0MME CANYOnG

&  degtance of cameans from shoppmg cenirés and publc transpart

b Atachanants sndoed fils:g

Figure 53: article in Preview mode

Click on <Edit>.

Shortcut key

You can press <Ctrl> + e to go into Edit mode instead of clicking on <Edit>.
You can also press <Ctrl> + e from a View when your article is selected and
go straight into Edit mode.

Your article is now in Edit mode.

IS MY ARTICLE IN PREVIEW OR EDIT MODE?
The easiest way to check which mode your article is in is by looking at the article

toolbar.

Preview mode;:

Characteristics:

7-2

o Only five buttons on the toolbar
o Only one tab — Preview
o Subject and other article information as display only — not in

editable fields
o Web link displayed (more on this later)




7.4

edDesk (Lotus Notes) User Guide

@ Menae f‘a’ Edit +:’ Cancal :'-": Export 13' Folder

edDesk Article f Acme corporation reports fall in value of rocky canyons

Prieniew
Subject  Acme corporation reports fall in value of rocky canyons Vaol. 2005 No. 4
Section: Resources > Manuals Ey Frances Borkman
Headline: Word count 41
Irdro:

Web link: arficlelDe 261 776F5 TD250FEACAZSEFEADDDE® 21

Figure 54: Preview mode - article toolbar and information

Edit mode

Characteristics

o More buttons in the toolbar (than Preview mode)
o Several article tabs
o Article information in editable fields (in white rectangles)

o No web link displayed

-

@r-l-:'h' |.E| Sawe |.E' Save & Close E‘L’-:n-:-:l E’}Impnn ':"‘-'E:-:u:-rt _"-_:'Hldeln'-:-

adDesk Article [ Acme corporation reports fall in value of rocky canyons

Basics | Brief | Copy | Classification | Warkow | Paper | Web | Lag

Suhject !ﬁunz comporation reports fall in walus of rodky canypone

Secion: [n‘““'-"“‘“ j[h"“"“" j =  Paper F web [ COY

Story order Vohume: BB ~| g Mumber |y Wordsat

Figure 55: Edit mode - article toolbar and information

CHECKING OUT AN ARTICLE

Checking out an article means that only you can save changes, although other people
can read your article. edDesk automatically makes an article unavailable for others
to change whenever you are editing it.

However if you are working on an article but will be away from edDesk for some
time (eg. attending a meeting, lunch) it is a good idea to manually check out the
article before you leave your desk.

1.
2.
3.
4.

Make sure your article is in Edit mode.

Click on <Tools>.

Select Checkout.

Click on <Save> or <Save & Close> to save the checkout.

Checked out articles have a padlock next to their description when they are listed in

views.
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¥ lzzue 2005:4
* Hezources

] Reference matenialzs: Acme corporation subrmits Subnitted
patent for dynamite
= b anualz: Acme corporation repaorts fall in value of - Briefed

rocky canyons
M anuals: Setup tab: Creating new izsue definitions Concept

Figure 56: Checked out articles with padlock icon

RELEASING A CHECKED OUT ARTICLE

When you check out an article, it remains checked out to you until you release it.
After you have made all your changes to an article you must release it so that other
people can make further changes if they need to.

1. Make sure your article is in Edit mode.

2 Click on <Tools>.

3. Select Release.

4 Click on <Save> or <Save & Close> to save the release.

PASTING TEXT FROM OTHER APPLICATIONS INTO AN ARTICLE
edDesk allows you to copy and paste text from other applications into articles.

Pasting from documents with complex formatting

If you are pasting from a document that has complex formatting some of that
formatting may be lost.

1. Open the edDesk article you want to paste the text into.
Go into Edit mode.

Put your cursor in the article text field.

Open the source document (the one from which you want to paste the text).
Highlight the text to copy.

Use the program’s Copy feature (usually <Ctrl>+c).

Go back to the edDesk article.

Select the Edit menu.

Select Paste...

© o N o g bk~ w N

[EEN
o

Your text is pasted into the edDesk article.

[EEN
=

Check the formatting of the text, and make any basic formatting changes
required.

@® see Chapter 8: Formatting text for more information.

-4
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PASTING FROM COMPLEX DOCUMENTS — USING “ PASTE SPECIAL...”

Paste special is used when your source document contains complex formatting that

you want to keep.

© © N o g b~ w NhPE

[EEN
©

11.

12.

Open the edDesk article you want to paste the text into.
Go into Edit mode.

Put your cursor in the article text field.

Open the source document.

Highlight the text to copy.

Use the program’s Copy feature (usually <Ctrl>+c).
Go back to the edDesk article.

Select the Edit menu.

Select Paste special...

A dialogue box similar to the one below is displayed.

Paste Special g|
Source:  Microsoft \Word Document | ak. |
C:%Documents and
Cancel |
(+ Pagte
" Paste link to source
Az
Microsoft wWord D ocumernt
Rich Test
HTHL
Picture
Text [ Dizplay az icon
Result
Inzerts the contents of the Clipboard into your
: - document 2o that you may activate it using
E tdicrozaft WWiard.

Figure 57: Paste special dialogue box when pasting from a MS Word source
document

Look at the Result field. This is where you see a description of what will

be pasted into your article.
Click on the required format to be pasted.

Recommendation

For source text that uses outline numbering (also known as automatic paragraph
numbering) and cross references, paste as Rich Text Format. Rich Text displays more

of your complex formatting.

13.

Click on <OK>.
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14, Your text is pasted into the edDesk article.

Paste special formats

Microsoft Word Document

Note

This option is only available if your source document is in MS Word format.

You will be able to edit the pasted text, however much of your formatting is lost.
o Outline numbering (automatic paragraph numbering)

If you have used outline numbering in your source document and
then selected some of the numbered paragraphs (not including the
first numbered paragraph) to be copied, the numbering will be
different in edDesk to your source document.

. Cross references

If you have used “automatic” cross references (that is, you have
not manually typed them in) they will NOT be put in the edDesk
article.

o Heading styles

If you have used heading styles, especially associated with
automatic paragraph numbering, your styles will be put into the
edDesk article but if you edit the text they will be replaced by
edDesk’s default heading styles.

Rich Text Format
Most of your complex formatting is kept.

Recommended format

Rich Text Format is the recommended format to choose for complex documents.

o Outline numbering

Your numbers will be retained, but they are now text. That is, they
are not automatically updated if you need to insert new numbers.

o Cross references

Your references will still display correctly, but they are no longer
updated automatically.

o Heading styles
Your styles are replaced by edDesk default styles.

HTML

If you particularly want your text to be converted to HTML, for publishing on the
Web you could select this option. However, it is not generally used.
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Picture

Your text is pasted in as a picture. You cannot edit text pasted in as a picture.
However your text will look exactly the same as in the source document.

Text

Removes your formatting and inserts only the text, with line and paragraph breaks.
All other formatting, such as bold, italics, changes of font etc are removed.
However it is extremely reliable and unlikely to cause problems when your article is
further along the production cycle and has been exported to various layout formats.

Editing text pasted in with Paste special...

Pasted as Microsoft Word Document

This option is often selected if your source document is a program such as
MS Word. Many complex formatting features are removed.

You will see that in the edDesk article your pasted text is surrounded by a greyed
rectangle. This indicates that you cannot directly edit the text in the article. You
will have to “activate” the source program to edit your text.

1. Have your edDesk article in Edit mode.

Copy | Classthoation | Workdlow | Paper | Web | Log

Subject ..ﬂ.-:me corporaban submils patent for dynamile
gp:hnn' |Fte"g|:||_|n:t$ 'J |H:1ereno¢ materials _"_l = F Paper F W
Story order 1_':":'__ Volurme |m Bl - Mumber: E | 5 Words: 128

1.1 WEeLcoME TO ACME

Acme 15 a company owned whelly by Eoadrunner and his famuly

See cur mission statement (sechon 1.1)

1.2  MSSIONSTATEMENT
To quckly and efficiently eradicate the pesky Wile E Coyote famaly

Figure 58: Paste special text area surrounded by grey rectangle. This example
uses outline numbering, heading styles and has a cross reference.

2. Double-click in the text surrounded by a rectangle.
A version of your source program opens and you can edit the text.

Click away from the text area in the rectangle when you have finished
editing your text.

5. You will see that some of your original formatting has been removed.
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Busimlﬂtiar %apy Clazsification Wn:lcﬂuwlPﬁperI%h[Lng_

Bubject |E1I: corporation submits patent for dymamite

Saction: |Remu|ce= :1 |Re!e-rem:e friaterials ﬂ 5 F Paper

Story order: Volurme: Emﬁ Mumbar 5 e’ " Words: 128
[

Welcome to Acme

Acme corporation 15 & company owned wholly by Ecadmnunner and his famly

See our mission statement (secton O,

Mission statement

To quickly and efficiently eradicate the pasky Wile E Coyote family |

Figure 59: Text from Figure 58 which has been edited, and has now lost some of
its complex formatting

Pasted as Rich Text Format

1.
2.

7-8

Have your edDesk article in Edit mode.

You will see that your text is just part of the article, no grey rectangle
around it.

Basics | Bref | Copy GassiﬁmﬁnnanrkﬂnwlPupnrtWah Lcrg_

Subject l[ﬁ.l::me corporation submits patent for dynamite

i

Saction iﬂasuur:es __T_] |Fte’ference materials i

Story order. Yolume: 2o Mumber, H ot Words: 1]

1.1 Welcome to Acme
Acme !.s a company owned wholly by Readrunner and his famuly,

See our mission statement (section 1.1,

1.2 Mission statement
To quickly and efficiently eradicate the pesky Wile E Coyote family.

Figure 60: Text paste special... as Rich Text Format. This figure uses the same
source document as Figure 58 and Figure 59. Compare the formatting features
retained by pasting as Rich Text Format.

Click in the text and make your changes.



edDesk (Lotus Notes) User Guide

ATTACHMENTS AND RESOURCE FILES

The Attachments and resource files field is used when you have items that are to
be displayed programmatically (usually for articles that will be published on the
web).

It may also be used if you have a small image on a webpage and want to link to
another larger or better quality image. You would attach the required image, then
refer to it using the format given:
articlelDs/[thisdocid]/$file/[filename]

@ see section 9.9: Image hotspots for more information.

If you want your attachments to appear in the body of an article, you would attach
them in the article body at the position you want them to be displayed.

@® see Chapter 9: Including documents and images in articles for more information.

Basics | Brief | Copy | Classification | Workflow | Paper | Web | Log | CI

kst (“Iamera 3
Domin Adrninistrakor |

Section: | J |

Type: |5u|:I-EII"tiI3|E j

Story arder:  |300 Yolume: 2004 Mumber:12 “Wwhords:

- Attachments and resource files

Fleaze enzure that no attachments have duplicate filenames.
Attach filez

P
dl

Y'ou can refer to the files attached here uzing the relative LRI form:
articlelDslfthizdacid)i$filelfilename]

Lead picture: rJ

Lead caption:

Further reading: 4

Web zite links: r a

Figure 61: Attachments and resource files field expanded
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Attach files

Filenames

If your flenames contain spaces edDesk automatically replaces those spaces when
it refers to the files. For example, a file named test document.doc would become
test+tdocument.doc or test%20document.doc.

1. Click on the right arrow next to Attachments and resource files.

b Attachments and rezource files

2. The Attachments and resources field expands, as in Figure 61.
Click on <Attach files>.

4. The Create Attachment(s) dialogue box displays, listing the directory
from which you last attached files.

r
Create Attachment(s)

~| « & ck B

Look jre | £ 20050624

&Fr1010001.i0q
& 1010002 40
& r1010003.1p0
& £1010004.ipg
& 1010005 jpg

& P1010005. jpg
&FP1010007.jpg
4§ P1010003. jpg
& P1010009.1pg
& P1010010.jpg
&Fr1010011.jpg

&Fri010012.509
&Fr1010013.509
&Fr1010014.500
&Fr1010015.500
&Fr1010016.50g
dge1010017 09

& P1010018.ipg
& P1010019.40g
& P1o10020.1pg
& r1010021.4pg
& r1010022.jpg
& r1010023.4pg

£

Fiepame:  [iyjpg

OB/ 2005 02 27:50 PM 22 batdes

Figure 62: Create attachment(s) dialogue box

5. Navigate to the directory that contains the files you want to attach.

6. Select the file(s) to be attached.

7. Compress: Make sure this field is ticked. That way your file will be made
as small as possible (and take up less space on the computer).

8. Click on <Create>.

9. Your file is now attached to your article.

Lead picture and lead caption

Lead picture and lead caption are used to enter the filename and caption for the main
picture in your article.

Further reading
Not generally used except by staff of the Bulletin magazine.

7-10
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Website links

This option is no longer used. Hotspot links replaces this option. @ see
section 8.9: Creating link (text) hotspots — Linking to other articles and external
sites.

FORMATTING TEXT

Refer to Chapter 8: Formatting text for detailed instructions on formatting the text in
articles.

Do not spend much time formatting an edDesk article. edDesk uses “export
templates” to ensure that the format of your finished article is correct for its intended
publication. If you add much of your own formatting you may end up with an
article which does not comply with your publication’s formatting, and you may have
to take out some of your own formatting!
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Formatting text

You should not spend much time formatting an edDesk article. edDesk uses “export
templates” to ensure that the format of your finished article is correct for its intended
publication. If you add much of your own formatting you may end up with an
article which does not comply with your publication’s formatting, and you may have
to take out some of your own formatting!

The following items explain how to add the most commonly used (and allowed)
formatting to your articles.

There are often several ways of doing the same thing... only the most commonly
used are discussed here.

Note about <Ctrl> keys used in combination with other keys to get particular results
If you see an instruction written like “Press <Ctrl>+b” then you do the following...
Hold down the <Ctrl> key while you press the letter after the plus sign.

For example, <Ctrl>+b means hold down <Ctrl> while you press b, then let both keys
go.

OBJECTIVES
By the end of this chapter you should be able to:

o apply the edDesk standard format to your article
o embolden text

o italicise text

o create numbered lists

o create bulleted lists

o create nested lists

o create hotspot links to other articles and websites

ARTICLE IN EDIT MODE

You must have your article in Edit mode before you can format it.
1. Open the article.

2. Click on <Edit>.

APPLYING THE EDDESK STANDARD FORMAT

The edDesk standard format gives you an article with text well spaced vertically.
This makes it much easier to read onscreen as you edit the article. If you have
pasted your text from another application, Standard format removes extraneous
formatting so that the article is correctly formatted for publishing to the web.

3. Click on <Tools>.

4. Select Standard format.
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Before applying standard format

DA ————— |

Bubpast :Auh.c.::c.-pwannn submits paterd loe d;..-n:--mm
- ||'-‘:f:nu|-:a: :! Eﬁalnrnncn matarale '_'J 5 F Paper F 'Web I O
Saoay oedar: 100 Vohirs: BB =|w  Number |1 =|m  Werd: 19

keme ag':fpnlullnn submis patérd lar impicraed dynamité, This wil prabably have an @namaous effect an the populsian ol coyolis
Irmypronaed ﬂ’_\mdﬂ'll'-& il

®*  have amaler biast zone, more eficant blastng

- maare powertul bloet

®  [pok ke rosdrunnons, 1o stredt faalish coyotas

Figure 63: article before applying the standard format

Same article with standard format applied

Buasics | Brief | Copy | Classfication | Workllow | Paper w-hitnq_

Subject Acre conporson tubimity palent for dmamite

Sackeri  |Resources =] [Retererice materials |5 P paper Pwab o
Soporder 100 | Vore DB -] thember @ ~lg  Warde 1
|

Rurmie corposaban subsmits patent for impooved dynamse. This wil probably b an enormous efiect on he populabon of coyates
Imspecrved dymamate will

®  hooe smpder blas! nors, mbee éfcient blashng

& mare powertul blast

& lipok ke madnanners, o ptred foolish coyotes

Figure 64: same article with standard formatting applied. This is much easier to read on the
screen.

EMBOLDENED TEXT

This section assumes that you have very little experience in formatting text. If you
already use word processing applications, such as MS Word, you will see that the
technique is the same in edDesk as in most Windows applications.

Before typing text

1. Press <Ctrl>+b.
2. Type the text that is to be bold.
3. Press <Ctrl>+b to end the bold.

After text has been typed

1. Highlight the text you want to be bold. (The easiest way is to drag your
mouse over the text.)
2. Press <Ctrl>+b.
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ITALIC TEXT

This section assumes that you have very little experience in formatting text. If you
already use word processing applications, such as MS Word, you will see that the
technique is the same in edDesk as in most Windows applications.

Before typing text

1. Press <Ctrl>+i.
2. Type the text that is to be italics.
3. Press <Ctrl>+i to end the italics.

After text has been typed

1. Highlight the text you want to be italics. (The easiest way is to drag your
mouse over the text.)

2. Press <Ctrl>+i.

UNORDERED (BULLETED) LISTS
An unordered list has list items indicated by bullets, not alphanumeric ordering.

There are several types of bullet and they can be applied either before or after the
text is entered into the article. Each list item must be separated by a paragraph (by
pressing <Enter>) for the bullet to appear.

You will use the Lotus Notes toolbar and menus.

@ Bror Rabbit {2006 TMewsibnnouncements) - Lotus Hotes
Pl Ot Wiew Creste Actions Test Help
CEeE- =S8 B Tmelewftoman =12 <8 [ FEESEE-SIHDFsINTE
et T - |- U T e

Figure 65:Lotus notes menu and toolbars that display when you are editing an article

Before your text is entered

This is useful if you are typing your copy directly into edDesk.

1. Click on the Text menu.

2. Select List.

3. Select the type of bullet you want
o bullet

O checkmark

o  circle
m  square
4. Type your first list item.

Press <Enter> to start the next list item. The bullet is automatically created
for the next item.

6. Repeat steps 4 and 5 for each item.
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7. When you have finished adding list items click on the Text menu.
8. Select List.
9. Select the ticked bullet type (this is the one that you have been using for
your list).
10. Any text typed now will not be in the list.
After your text has been entered (if you are pasting text from another
program)
1. Select the text you want to put in a list.
2. Click on the Text menu.
3. Select List.
4 Select the type of bullet you want:
e  hbullet
m checkmark
o circle
m  square
5. Your items are now in an unordered list.

ORDERED (NUMBERED) LISTS

There are several types of ordering you can use for lists. The most common are
arabic numerals and alphabetical characters.

Before your text is entered

This is useful if you are typing your copy directly into edDesk.

1.
2.
3.

Click on the Text menu.
Select List.
Select the type of ordering you want:
1. number
A.  uppercase alphabetic
a. lowercase alphabetic
I uppercase roman
i lowercase roman
Type your first list item.

Press <Enter> to start the next list item. The number is automatically
created for the next item.

Repeat steps 4 and 5 for each item.
When you have finished adding list items click on the Text menu.
Select List.
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9. Select the ticked order type (this is the one that you have been using for
your list).

10. Any text typed now will not be in the list.
After your text has been entered (if you are pasting text from another
program)
1. Select the text you want to put in a list.
2 Click on the Text menu.
3. Select List.
4 Select the type of ordering you want:
1. number
A.  uppercase alphabetic
a. lowercase alphabetic
I uppercase roman
i lowercase roman

5. Your items are now in an ordered list.

NESTED LISTS

Nested lists are lists within lists. The following is an example of a nested list within
the first list item.

Improved dynamite will;
. have smaller blast zone, more efficient blasting
o lessinterruption to environment

0 lesslikelihood of blaster being killed

. have a more powerful blast
. look like roadrunners, to attract foolish coyotes
1. Create your list and enter the items you want in your lists.
@ see section 8.7: Ordered (numbered) lists for instructions on creating
lists.
2. Highlight the items to be in a nested list.
3. Do one of the following:

a.  Press <F8>. This is Lotus Notes Indent key; OR
b.  Click on the Text menu then select Indent; OR

c.  Click on the Indent icon "=/ in the Lotus Notes toolbar.

4. Your highlighted text is now in a nested list.
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“Unnesting” lists

Sometimes you may need to make a previously nested list part of the main list and
remove the nesting.

1. Highlight the nested list items that you want to “unnest”.

2. Do one of the following:
a.  Press <Shift>+<F8>. This is Lotus Notes Outdent key; OR
b.  Click on the Text menu then select Outdent; OR

i

c. Click on the Outdent icon =. in the Lotus Notes toolbar.
3. Your list is now unnested.

CREATING LINK (TEXT) HOTSPOTS — LINKING TO OTHER ARTICLES AND
EXTERNAL SITES

If your article is going to be posted on the web (Internet, Extranet or Intranet) you
may need to create links to relevant sites and articles from within your article.
People can then choose whether to follow those links or not.

These links are called hotspots. There are two types of hotspot:
o Text — discussed in this section

o Image - @ see section 9.9: Image hotspots for more information.

Example 1: you are reviewing several newspapers and want to put a link to those
newspapers in your article.

Example 2: You are preparing a report for publishing on the web. You want to put in
links to other parts of the report wherever it refers to those other sections or pages.

1. Type the text from which you want to create a link.
Highlight the text.

Go to the Create menu.

Select Hotspot.

Select Link Hotspot.

The HotSpot Resource Link dialogue box appears.

o gk~ wD

HotSpot Resource Link =

Content % alue @ A
Frame
. floer
Digplay Show border around hotspot
P, Subject: |Newspapers of Ausztralia

Section: |Hes-:uur|:es j |E

Figure 66: Create Hotspot dialogue box
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To link to another article in your database

1.
2.

Type: this should be URL.

Value:
a. Locate the article to which you want to link.
b. Open the article. Stay in Preview mode.

C. Select and copy the contents of the Web Link field.
d. Paste the Web Links contents into the Value field.

Frame: There are a few ways of displaying a link that is followed. This is
determined by what you enter in the Frame field. Only the two most
common ways are mentioned here.

o _new: your link opens in a brand new browser window. Your
page is left open in the old window.

o If you leave this field blank: when a person follows the link the
link contents replace your article.

Display: if you want a border around your link check this box.

Default display of link text

Your link is automatically emphasised by appearing in a different colour to
the rest of your text. When you are viewing an article the hotspot text is
blue.

Close the HotSpot Resource Link dialogue box.

To link to another website

1.
2.

Type: this should be URL.

Value:

a. Locate the website to which you want to link.
b. Select and copy the address field.
C. Paste the address contents into the Value field.

Frame: There are a few ways of displaying a link that is followed. This is

determined by what you enter in the Frame field. Only the two most
common ways are mentioned here.

o _new: your link opens in a brand new browser window. Your
page is left open in the old window.

o If you leave this field blank: when a person follows the link the
link contents replace your article.

Display: if you want a border around your link check this box.
Close the HotSpot Resource Link dialogue box.
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Reviewing your hotspot properties

o g s~ w e

Open the required article.

Click on <Edit>.

Move your mouse over the hotspot you want to review.
Right click your mouse. A popup menu displays.
Select Hotspot properties...

The HotSpot Resource Link dialogue box displays with the properties of
the selected hotspot.

Removing a hotspot

Sometimes you might want to delete a hotspot but retain the text that used to be the

link.

For example you have created an article discussing cameras, with hotspot links to
various cameras. You now need to update the article as one camera is now
superseded. You might want to keep the camera name in your article but remove

any link to it.

1. Open the required article.

2. Click on <Edit>.

3. Move your mouse over the hotspot you want to remove.

4. Right click your mouse. A popup menu displays.

5. Select Remove Hotspot. (It is the last item on the menu.)

6. Your hotspot is removed, however the text is still blue. If you want the text

to become the same colour as the rest of your article text then do the
following:

a.  Select the text.

b Right click on the text. A popup menu displays.
c.  Select Text Properties...

d The Text Properties dialogue box displays.

Click on the down arrow in the Colour field.
f. Select the required colour for your text.
g.  Close the Text Properties dialogue box.
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Including documents and images in articles

You will probably want to include images, PDFs, wordprocessing documents,
spreadsheets and other filetypes in some of your articles. You can attach and import
files in many formats, and even attach files that are for recordkeeping purposes, and
are not to be published with the article.

OBJECTIVES

By the end of this chapter you should be able to:

attach files that you want to be published with your article

attach files that you do NOT want to be published with your article
but that you want to retain as a record of the original copy

attach images to your article
import an image into your article
place an image in a required position in your article

align your images in your article.

WHAT IS THE DIFFERENCE BETWEEN ATTACHED AND IMPORTED FILES?

Attach

Import

Keeps your attached files separate to the Incorporates your files into the article.
article. You have an icon and filename  You can see the contents of your files as
that ndicate that a file has been attached, you edit your article.

but you cannot see the contents of the

file when you are editing the article.

Can attach files in any format. Limited range of filetypes can be

imported. Cannot import PNG filetypes
(a fairly common graphics format).

ATTACHING FILES

Attached files are published with your article. You can attach files in any format,
but the most common are wordprocessing, images, PDFs and spreadsheet files.

There are a couple of ways to attach files to your article:

Using the File > Attach menus

Using the Import menu from the article toolbar.
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File > Attach menu

File > Attach lets you attach a file of any filetype to your article.

1. Open the article to which you want to attach files.

2. Go into Edit mode and put the cursor wherever you want the attachment to
be placed.
Click on the File menu.

4. Select Attach...
The Create Attachment(s) dialogue box opens, listing files in the directory
from which you last attached files.

6. Navigate to the required directory (the one your attachments are currently
in).

7. Select the files to attach.
Selecting several files to attach
If the files are listed in a group (no other files between them) click on the
first file then hold down <Shift> while you click on the last file to be
attached.
If the files are listed separately (with other files between them) click on the
first file, then hold down <Ctrl> while you click on each file to be attached.

8. Click on <Create>. Your files are attached to your article.

Import menu

Note

Despite of being called Import, this menu gives options to both import and attach

files.

1. Open the article to which you want to attach files.

2. Go into Edit mode and put the cursor wherever you want the attachment to
be placed.
Click on the Import menu.

4. A list of options displays. Choose the option that allows you to import the

required file.

o Import article from file — this adds the text (and some formatting)
from your source file to your article. The file becomes
incorporated into your article rather than just being attached
separately.

o Attach original WP file — attaches the original wordprocessing file
to your article. This file is listed in the Log tab and does not
appear in the article’s content. The file is attached with all
formatting (and is not incorporated into your article text).

o Paste text from clipboard — uses Paste Special to insert any text on
your clipboard into your article. Your inserted text is incorporated
into the article and some formatting from the source will be
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removed. @ see section 7.7: Pasting from complex documents —
using “Paste special...”

o Attach pics — attaches images that you want to be used by the print
production team only. Images imported here are listed in the
Paper tab. They are not published on the web version of your
article.

If you selected the Import article from file, the Import dialogue box opens.
If you selected to Attach original WP file, or Attach pics, the Create
Attachment(s) dialogue box opens. Both dialogue boxes list files in the
directory from which you last attached or imported files.

Navigate to the required directory (the one your attachments are currently
in).
Select the files to attach or import.

Selecting several files to attach

If the files are listed in a group (no other files between them) click on the
first file then hold down <Shift> while you click on the last file to be
attached.

If the files are listed separately (with other files between them) click on the
first file, then hold down <Ctrl> while you click on each fie to be attached.

Click on <Create>.

ATTACHING WP FILES THAT YOU DO NOT WANT TO PUBLISH WITH
YOUR ARTICLE

If you want to keep a copy of the original wordprocessing document for a story and
do not want that copy published use the Import menu.

1.

2
3.
4

Open the article and go into Edit mode.
Go to the Import menu.
Select Attach original WP files.

The Create Attachment(s) dialogue box opens, listing files in your default
directory.
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Create Attachment(s) @

Look, ir: |_J' edDesk ﬂ - ¢ Ef-
ICLF | ~AWRLOS 1L Emp ]| iy
|hscreen captures (| ~WRLOGEE  Ernp @cun
ijﬂ;Desk introductory manual doc ] ~AWRL1E40.Emp ed[
| ~¢DeskMotestanual_010.doc 5] ~WRLZE2E,tmp Clledr
|~ $mplex document example.doc ] ~WRLZ776.kmp ed[
=] ~AWRLOODS. brrip = ~AWRL2799 brp e
<

File name: || Create

Cancel

P,

Help

[v Cormpress

Figure 67: List of files to attach to an article

Navigate to the directory that contains the file(s) you want to attach to your
article.

Click on the filename of the file to attach.

Selecting several files to attach

If the files are listed in a group (no other files between them) click on the
first file then hold down <Shift> while you click on the last file to be
attached.

If the files are listed separately (with other files between them) click on the
first file, then hold down <Ctrl> while you click on each fie to be attached.

Make sure the Compress box is ticked (that way your attached file will be
as small as possible).

Click on <Create>.
Your selected files are attached to the article.
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To see WP files that have been attached to your article

WP files that are not to be published with your article are not visible when you are
editing the article. To see a list of those attached files do the following:

1. Open your article and go into Edit mode.
2. Click on the Log tab.
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Trastad Py Fiaespan Bustioman o 7 EEMGT0
Bntedd By Frisscea Bosiman on 1 205000
iy By Fianpaq Bafirman g 7 FOT0S '-'murf-nuw]
Toberetud By Franos Botman s JLOAT00S o Babmuted Cogy |
Eaperted [y Franpes Boshman e MOS0 ‘e Expporind Gy I
it edied Frasce: Badean
Haw Edinr Eadit Thabs
w Friméei BasvinTechhr-Vesken FERTO0S 07 0540 P
k. Framcea BodrinTechne-Veston ST O0S 2 030 Pl
- Frances BormanfTechne-yemuae A0 1043 4B T
u Frosces BadmanTachne Yestae SRS 0 20 0 P
b Friceei BadeinTaohe-iesbeiei TURGTO0G 10T AE PR

EJ i
Ayl emuifrsest) Afich crgemal WP e |

=l rirdo Xx

Figure 68:Log tab with one attached WP file

3. Your attached WP files are listed in the Original attachments field.

IMAGE PREPARATION

Images must be prepared in the requested format, pixel size and quality in an image
editing program before you add them to your edDesk articles. Your editor should
specify the image qualities of any image to be used in an article and include these in
the brief.

ATTACHING IMAGES THAT ARE TO BE USED IN PRINTED PUBLISHING
ONLY

Sometimes you may want to publish your article on the web and on paper. If you
have images that are only to be used in the printed version of the article you can
store them separately to the images that are to be used in the web version. This
makes them easy to manage.

You can also enter specific illustration instructions for those print images.
1. Open the article and go into Edit mode.

2 Go to the Import menu.

3. Select Attach Pics.
4

The Create Attachment(s) dialogue box opens, listing files in the directory
from which you last attached files.
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Create Attachment(s) E| PE|

Look in: | ) zcreen captures ﬂ L= ﬁi v
ICharticles [Chvisws
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IChsetup &ed ibrn development kab na
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4

File name: Create

Cancel

P,
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Figure 69: Create Attachments(s) dialogue box listing directory from which files
were last attached

Navigate to the directory that contains the file(s) you want to attach to your
article.

Click on the filename of the file to attach.

Selecting several files to attach

If the files are listed in a group (no other files between them) click on the
first file then hold down <Shift> while you click on the last file to be
attached.

If the files are listed separately (with other files between them) click on the
first file, then hold down <Ctrl> while you click on each fie to be attached.

Make sure the Compress box is ticked (that way your attached file will be
as small as possible).

Click on <Create>.

Your images are now attached to your article.
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To list images that have been attached to your article

Images that are only to be published on paper are not visible when you are editing
the article. To see a list of those attached images do the following:

1. Open your article and go into Edit mode.
2. Click on the Paper tab.

.'-}Jidr- vt acDiesk, £ Heme | [5Y Fiances Bobhonan - frdem 0 H‘ill#r- Dexcummaniater Progoct . =
f?u Taals @uﬂ. I,E}:jr.-c I,ﬂ Gava & Clags I':il' wreel ﬁlmp.-.n ::F;F.n.-.rt E‘n-.‘:u ke

E.EH"' Flabie OGS Haws oy 3

edDeask Article I Brar Rabbil

Produiton &rechona: |

Hhurkaban [Hane
LELE. L -

o

Pichurs ptschmanh

Agwmch Ficten |

Heeps Hlenamen

Captan wggations. | | Cered datn DNOTIZ006 p0n ale 01DTZ00H)
Asgighed page Eatrnatsd

s ¥ an: pagEl oo

Film doading Lo | Export Slensme: na_beeira

Export SRR '_"_.= _InDesign Sidebar | Outiut dunctoer: chepor

Figure 70: Paper tab listing attached images in the Picture attachments field
3. Picture attachments: Your attached images are listed in this field.

To view an attached image

1. Double-click on the image icon.
2. The Attachments dialogue box opens.
3. Click on <View>. Your image is opened in a new window tab.

IMPORTING AN IMAGE INTO AN ARTICLE

Importing images incorporates the image into your article — that is, it becomes part
of your article, rather than just being attached to it. Importing gives you control over
the image size on the page, physical position of the image, and properties such as
borders, text wrapping and captions.

1. Prepare your image in your image editing program.

Open your article and go into Edit mode.

Position your cursor where you want the image to appear.
Go to the File menu.

Select Import.

S T

The Import dialogue box displays showing you the directory you last used
to import files from.
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Import

Look in: | () 20050624 ~| ek ER-

[

P1010001.jpg P1010002.ipg P1010003.jpg

File name:

Files of type: | HIGSENTERE

Figure 71: Import image dialogue box with image type of JPEG selected

7. Files of type: select the image type for the image you want to import.
8. Click <Import>.
9. The image is placed at the current cursor location in its original format and

is rendered inline.

IMAGE PROPERTIES

When you have placed your image in your article you can set various properties to
control the display of your image.

1. Click once on your image.

2. Select the Picture menu (from the Lotus Notes menus at the top of your
screen).

3. Select Picture Properties....
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The Picture properties dialogue box displays.

Source  [in-line image]

Test'Wrap  i=H- Don't wrap, align bageline P
Scaling [%]  ‘Width 83 Height 92 Reset
Alternate
Tt
Caption

Haotzpatz  Mumber 0 Add hatzpat [ 'F_J |

Figure 72: Picture properties dialogue box

Text Wrap: Select the down arrow next to this field. You see a list of
choices, each with a diagram displaying the effect your choice will have on
your image and its relation to the text in the next paragraph. Select the
desired wrap.

TestWrap | =0= Daon't wrap, align bazeline -

0= ‘“wrap. float image left
e | =2 WwWhap, foat image right

Scalng [%] | == *¥rap.loatimage ng

o (%) =0= ‘wrap around image

“07 Don't wrap, align top

Allemate | g oy wrap, align middle

Ui =0- Don't wrap, align botbarn

Figure 73: Text wrap options, showing layout of each option

Note

Images rendered inline are treated as part of a paragraph. Any wrapping
will be within that paragraph only.

If your paragraph is short and the image large you will still see blank spaces
next to the image.

Scaling (%): When you first import an image this will be Width 100
Height 100. If you have resized your image you will see different
percentages.

Click on <Reset> to put the scaled image back to its original size.

Alternate Text: This is the text that appears when a person hovers their
mouse over an image on the web. It is important to enter alternate text if
your article is to be published on the web because visually impaired people
and people who have images turned off on their browser rely on alternate
text to “see” the image.
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Caption: If you want a caption for your image, enter the caption in this
field. Click on the tick icon to confirm your caption.

Display caption: Select where you want the caption to display. The option
“Centred on image” does mean that your caption appears in the centre of
your image (not centred underneath your image!).

IMAGE HOTSPOTS

Hotspots may be used when your article is published on the web. Hotspots are areas
that people can click on in an image. When they click they are taken to another
webpage.

Hotspots are often used in maps. For example, you have a web page with a map of
Australia. If a person clicks on New South Wales they are taken to more details for
New South Wales.

1.
2.
3.

Click on the image.
Select the Picture menu. You will see a list of Hotspot shapes.
Select Add Hotspot (shape).

Choose a shape that fits with the area you want to make a hotspot. If you
want to select an irregular area then select Add Hotspot Polygon.

Position your cursor where you want your hotspot to be then drag your
mouse to make the hotspot the required size.

The Hotspot properties dialogue box opens.

To link to another article in your database

1.
2.

9-10

Type: this should be URL

Value:

a. Locate the article to which you want to link.

b. Open the article. Go into Edit mode.

C. Go to the Web tab.

d. Copy the contents of the Human URL field.

e. Paste the Human URL contents into the Value field.

Frame: There are a few ways of displaying a link that is followed. This is
determined by what you enter in the Frame field. Only the two most
common ways are mentioned here.

o _new: your link opens in a brand new browser window. Your
page is left open in the old window.

o If you leave this field blank: when a person follows the link the
link contents will replace your article.
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Using Human URLs

Human URLs (also known as human-readable, user-centred, user-friendly, spider-
friendly or URL rewriting) not only makes your pages much clearer to site visitors, but
goes a long way to help increase your visibility with Web search engines. Using Web
addresses that echo keywords and content within the same page will directly
benefit your page rankings in search engines like Google and Yahoo!. Not only do
search engines “prefer” sites whose URLs have keywords in them, but they can
penalize sites that contain such database-created URL characters as question
marks.

Human-readable URLs are easier to remember, and importantly to marketers, easier
to tell people. If you want to build a campaign around a specific page, you can
name that page in a way that reinforces the campaign, and create a unique URL
for campaign tracking.

From a visitor point of view, the human-readable URL is indicative of what the page
is about. Web-savvy visitors will quickly grasp your naming scheme and use it to
explore your site. A surfer who types in a URL that results in a “Page Not Found”
message may be able to reach the page by checking for a typing error. Or they
may try to “hack” the URL by removing the end segment. This is almost impossible if it
is not human-readable.

(source - http://www.brookgroup.com/Resources/Content-Management/Human-
Readable-URL.html)

To link to another website:

1. Type: this should be URL
1. Value:
a. Locate the website to which you want to link.
b. Copy the address field.
C. Paste the address contents into the Value field.
2. Frame: There are a few ways of displaying a link that is followed. This is

determined by what you enter in the Frame field. Only the two most
common ways are mentioned here.

o _new: your link opens in a brand new browser window. Your
page is left open in the old window.

o If you leave this field blank: when a person follows the link the
link contents will replace your article.

Close the Hotspot properties dialogue box.
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i To link to a larger image from the image on your webpage

1.
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Add the small image to the article, in the position in which you want it to
display on the posted webpage.

Click on Attachments and resource files (this is at the bottom of your
article). This section expands.

Basics | Bref | Copy | Classification | Workflow | Paper | Yeb | Log
Fasting details | Links | Tools | Caching | Metatags |

Postdate: © Useissue onsale date Accass: ¢ Pub)
" Select a post date manually

Aticle ID:  |articlelDs/22AEAS7282407C14CA257267000F96F2

Human UBL: | content2007-2-1_Road+Tests_Full+road+tests_Aricla+2 ki

Here is an article to which | want to eflach an image... so that | can link i

Lead piciure:

Figure 74: Expanded Attachments and resource files section of the article

Click on the <Attach files> button.

The Create Attachments dialogue box displays. Locate the image you
want to link to.

Double-click on the image. It is now added to the article (in the
Attachments and resource files section).

Click once on the small image.
Select Add Hotspot (shape).

Choose a shape that fits with the area you want to make a hotspot. If you
want to select an irregular area then select Add Hotspot Polygon.
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9. Position your cursor where you want your hotspot to be then drag your
mouse to make the hotspot the required size.

10. The Hotspot properties dialogue box opens. There are a couple of fields
that you need to complete:

o Type: leave this as URL

. Value: This must be in the format
articlelDs/[thisdocid]/$file/[filename]

WHERE
[thisdocid] is the article 1D and
[filename] is the filename of the image.

Important

The square brackets just indicate that variable information goes
here - make sure that you don't put them in your value field.

o Type: enter _new. This opens the linked image in a new browser
window.

To get the article ID:
1. Go to the Web tab.

2. Copy the contents of the Article ID field.

9-13



edDesk (Lotus Notes) User Guide

About the images used in this screen capture

Brief | Copy | Classification | Workflow | Paper
Posting detﬂils] Links | Tools | Caching | Metatags |

Postdate: & Use issue onzale date Access: Public ]
" Select a post date manually

Article 1D: articlelDef22AEARY 282497 C14CAZGT 267 000F96F2

Hurnan URL: [-:u ntent2007-2-1_Road+Teste_Full+road+tests_Aricle+2 htm

Here is an aricle to which | want to attach an image... so thatl can link fo a large

w Attachments and resource files

s gnsure that no attachmentz have duplicate filenames

| .;.";B;h filez

topgear_peugeotjpg

can refer to the files attached above using the relatwe LRI form

srticlelDe/thizdocid)/$filefilenarme]

Figure 75: Image in body of article, with Attach files listing image linked to by a hotspot set in
the body image.

This article has an image in the body of the article. It also has an attached file
topgear_peugeot. jpg.

A hotspot was created around the image in the body of the article. The hotspot
properties Value field contains the following:

articlelDs/22AEA87282497C14CA257267000F96F2/$File/
topgear_peugeot. jpg

WHERE

22AEA87282497C14CA257267000F96F2 is the articlelD (from the
Web tab) AND

topgear_peugeot. jpg is the name of the attached file
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Article toolbar — Tools, New, Import, Export

This chapter instructs you in using the toolbar items available within articles. This
chapter does not include:

. <Save & Close>

° <Cancel>

Eﬁ Tools l.':_l‘-'i hew l-._ﬂ Save & Close EB Cancel @ Impart l:—:- Expa E‘ Hide Infa J Preview

Figure 76: Default article toolbar when editing an article

OBJECTIVES
By the end of this chapter you should be able to use the:

o Tools menu to assist in preparing your article

o New menu to create comments and insert backgrounders into your
article

o Import menu to attach and import various filetypes to your article

o Export menu to export your finished article to other formats ready
for printing

o Hide info option

o Preview option

TooLSs MENU

The Tools menu has many useful features that are used in your articles. These are:

o Checkout / Release
o Word count

o Address...

o Spell check

o Print article

o Send brief via Email
o Standard format

Checkout / Release

@ see section 7.4: Checking out an article and section 7.5: Releasing a checked out
article for more information.

Word count

Counts the number of words in the article body. This does not include any text
entered in the Subject, or other fields above the article body.
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Address...

This option lets you enter an email address for the author to whom you are briefing

the article.

Spell check

Checks the spelling of the entire article — that is, text entered in every tab.

1. Click on the Tools menu.

2. Click on Spell check.

3. If there are any words that the spell check does not recognise a dialogue
box opens with the first unrecognised word highlighted.

Spell Check [ X
Mot in dictionary |Bulkman < Skip Skip &l
Suggest Bookman 0 |
Bookmen
Baornean |
Add to dictionary |
Edit dictionary... |
Dictionary Default - English [United King ~ |
¢ Speling Options. ..
|J_—| Checking entire document Cloze
Figure 77: spell check with first unrecognised word in the "Not in dictionary" field
4. If the word is correct as you typed it click on either:
a.  <Skip> - to keep just that instance of the word; OR
b.  <Skip All> —to keep all instances of the word through the entire
document.

5. Not in dictionary: If the word is incorrect, but none of the suggestions are
what you want (this may occur when you mistype a name) then type the
word correctly in the Not in dictionary field.

6. Suggest: If any of the suggestions are the correct spelling click once on the
suggestion and then click on either:

a.  <Replace> - to replace just that instance of the word; OR
b.  <Replace All> - to replace all instances through the article.
7. <Add to dictionary>: This is particularly useful for company names and
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addresses. Click this button to add a word in the Not in dictionary field to
your dictionary. This means that the spell check will now recognise that
word.
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<Edit dictionary>: Mostly useful if you have accidentally added an
incorrectly spelt word to the dictionary. This is only for words that you

have added.
a.  Click on <Edit dictionary>.

b.  The User Spell Dictionary dialogue box opens, listing all the words
you have added to your personal dictionary.

LUser Spell Dictionary

Wiolds in pous uzes detionaly

Hew/'S eleched vword

Eﬂculrman

Figure 78: Dialogue box displayed after selecting Edit dictionary...

c. New/Selected word: This field is where you enter any words you
want to add to the dictionary. If you click on a word listed in your
dictionary, it will be displayed in this field. Make any changes to the
word then select one of the following buttons:

. <Add> - to add to your dictionary

o <Update> - to update the word to whatever is in the

New/Selected word field

. <Delete> - delete the word in the New/Selected word field.

d.  When you have made the required changes click on <OK>.

Dictionary: Displays the selected language. You can select other
languages if required (especially useful if your article should be written

with American English spelling).

Spelling options

You can select various rules to be obeyed when running the Spell check.

1.
2.

3.

Click on Spelling Options.
The following menu is displayed.

* Speling Options...

[ lgniore wardz containing numbers
[ lgnore wards in UIPPERCASE

[v Usze uzer dictionary

[ Keep on the fly dictionary changes untl nest language tag change

Figure 79: Spelling options menu

Click on the options you want to use.
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4. Click on Spelling Options to close the options display.

Print article
Select this option to print your article. The printout will include the following:

o Subject

o Volume and Issue
o Section

o Headline

° Intro

o Web link

o Author

o Word count

o Article text

Send brief via Email

This option lets you send the brief for an article to the person entered as the Author
in the Brief tab. Itis used mainly by editors and other people commissioning
articles.

All briefing instructions are included in the email.
@ see section 6.3iii: Brief tab for more information.

Standard format

This applies edDesk’s standard format to your text. This formats your text so that it
is easy to read on screen.

@ see section 8.3: Applying the edDesk standard format.

NEW MENU
The New menu is used to:

. create related articles. @ see Chapter 12: Creating hierarchical
content — related articles

. enter comments about an article

o enter background information about an article.
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Comments

Comments are often used for internal editorial comment about an article. However,
your export template may allow comments to be published on the web as part of the
article. You can have several comments for each article. Comments cannot be
edited once they are saved.

People visiting your site may also be allowed to comment on your content.
Examples of such websites that have been created using edDesk, are:

° http://www.tomatomagazine.com.au
° http://www.colinclimo.com
° http://www.wheelsmag.com.au

Getting to the Comment screen — from a View

1. Display a view that has a toolbar (views such as Sections and All Issues).
2 Click on the title of the article to which you want to add a comment.

3 Click on the New menu.

4. Select Comment.

5 The Comment screen displays in a new window tab called (Untitled).

Getting to the Comment screen — from an article

You do not have to be in Edit mode to add a comment to an article.

1. Open the article to which you want to add a comment.

2 Click on the New menu.

3. Select Comment.

4 The Comment screen displays in a new window tab called (Untitled).

Entering your comment

edDesk fills in some fields automatically for you. These are the Posted field, which

edDesk gets from the current date and the By field, which edDesk gets from your
login.

Eb | techne intranet edDesk - Conten... | B2 | #echne Documentation Proiect... ¢ | B0 Untitled)

Topic: d _

Paosted: 020972005

By: Frances Borkman
Carrirment

Figure 80: Comment screen when first opened
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1. Topic: Type the title of the article for publication.

2. Comment: Type the text of your comment.

3. After you have entered your comment click on the cross in the
(Untitled) window tab.

4, You see a message: Do you want to save this new
document?

5. Click on <Yes> to save your comment, <No> to not save your comment or

<Cancel> to continue working on your comment.

When you are looking at an expandable view (such as Sections or All Issues) your
comment is listed underneath your article title.

* Reference matenals

ZEMEFRZ005 ™ Mewspapers of Sustralia - Instructional Documentation Approved
article only

Figure 81: Comments listed under article title

Backgrounders

Backgrounder is used to enter information that you probably don’t want to be
published. They may be used for research notes, interview notes to which you refer
as you are writing the article.

Your organisation’s export templates can be setup to publish your background
information if required.

You can have several backgrounders for each article. Backgrounders cannot be
edited once they have been saved.

Getting to the Backgrounder screen — from a View

1. Display a view that has a toolbar (views such as Sections and All Issues).
2 Click on the title of the article to which you want to add a backgrounder.
3 Click on the New menu.

4. Select Backgrounder.

5 The Backgrounder page displays in a new window tab called

(Untitled).

Getting to the Backgrounder screen — from an article

You do not have to be in Edit mode to add a backgrounder to an article.

1. Open the article for which you want to add a backgrounder.

2 Click on the New menu.

3. Select Backgrounder.

4 The Backgrounder page displays in a new window tab called

(Untitled).

10-6
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Entering your backgrounder

edDesk fills in some fields automatically for you. These are the Posted field, which
edDesk gets from the current date and the By field, which edDesk gets from your

login.

]E_h! itechne miranet edDesk - Conten.. [Eil itechne Documentation Progect... [E“d [Untitled] >

Topic: = |

" Research
Type of T Interview
backgrounder: " Clipping

* MNotes
Paosted: 03092005
By: Frances Borkman

Content:

Figure 82: Backgrounder screen as first displayed

Topic: Type the title of the article for publication.

Type of backgrounder: Select the type of background information you are
entering. You can only select one type.

Content: Type your backgrounder.

After you have entered your backgrounder click on the cross in the
(Untitled) window tab.

You see a message: Do you want to save this new
document?

Click on <Yes> to save your backgrounder, <No> to not save your
backgrounder or <Cancel> to continue working on your backgrounder.

When you are looking at an expandable view (such as Sections or All Issues) your
backgrounders are listed underneath your article title. The type of backgrounder is
listed before the backgrounder topic.

28052005 ¥ Acrme corporation submits patent for dynamite Concept

Figure 83: Article with two backgrounders - Clipping and Research. There is also one
comment for the article.

IMPORT MENU

The Import menu allows you to import and attach files in various formats to your
article. There are several options available.

@ see Chapter 9: Including documents and images in articles for instructions.
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Import article from file

This adds the text (and some formatting) from your source file to your article. The
file becomes incorporated into your article rather than just being attached separately.

@ see section 9.3ii: Import menu for more information.

Attach original WP file

Attaches the original wordprocessing file to your article. This file is listed in the
Log tab and does not appear in the article’s content. The file is attached with all
formatting (and is not incorporated into your article text).

@ see section 9.4: Attaching WP files that you do NOT want to publish with your
article for more information.

Paste text from clipboard

Uses Paste Special to insert any text on your clipboard into your article. Your
inserted text is incorporated into the article and some formatting from the source will
be removed.

@ see section 7.7: Pasting from complex documents — using “Paste special...”

Attach Pics

Attaches images to be used by the print production team only. Images imported here
are listed in the Paper tab. They are not published on the web version of your
article.

@ see section 9.6: Attaching images that are to be used in printed publishing only
for more information.

EXPORT MENU

The Export menu is used to save your articles in different formats when they are
ready to be published. For example, if you are going to publish to paper you may
want to export the completed article to Quark XPress format.

1. Open the article that you want to export to another format.
2. Click on the Export menu.
3. A list of available export formats displays.
o InDesignXML
. Quark XPress
o Microsoft Word
o InDesign
. Text
4. Select the required format you want to export your article to.
Note

You have to have the relevant export application installed to export to
most of these formats.
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5. The Export filename dialogue box displays, with the filename pre-filled.
The default name for your exported file is first letter of the section, first
letter of the subsection, then first word and first two letters of second word
from the article description.

For example, you have an article in section: Resources Subsection: Training
with a Description “Acme corporation”. You want to export it as a text file.
edDesk would suggest an export filename of “rt_acmeco.txt”

Export filename -1
Save int | 3 genenchiainng B B = W -
[ dragon.ipg

File name: [t asticletobd

i}

Figure 84: Export filename dialogue box

6. <Save> your exported file.

10.6 HIDE INFO

Select this option if you want to display more text of your article, but do not want to
see the information about the article at the top of your screen.

1. Open the article and go into Edit mode. The article information shows as
below.

G | dechne rbanet edDiek /Wour... |2} Frances Bofman - Inbox 32| 5 Jitachre Documentstion Project_ 3 E‘dtd:lcskhﬂm-ﬂncumm X

&) Tosls @ Mew |.E" Save & Cloze f:* Cancel @Imn-:-ﬂ: = Epont .'.,-_-.‘Hlde nfo " J Preview

edDeaesk Related Article § edDesk for Domino - Documentation iIssues

Basics | Brief | Copy | Classification | Workflow | Paper | Web | Log | Clean

Sijnet ledDek for Daming - Documentshon isauss

Section: | | JEFPap-aer.h r o
Tupe |Subnn:le j
Shary order: |10 | Volume: 2004 Mumber? words: B30

[Thie: aticle lists issues angang from documanting edDesk Doming

Figure 85: Information shown when article is in Edit mode

Click on <Hide Info>.
The article information is hidden.
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BB | hachoa iniranat edDesk /Wour... | 2} Frances Bodkman - Disitz 3¢ | & Jiechae Documentation Peoject. . 3¢ | S} edDed: for Do
Ef' Tools @ Mo {E} Save & Cloze t:ﬂ‘ Cancel EJ Import ':-:i Expost !} Showinfo  *J Preview

[This aricle lists issues ansing from docurmenting edDesk Domino

Figure 86: Same article as in Figure 85, above, after clicking on Hide Info

Click on <Show Info> to see the information again.

PREVIEW

After you have entered your copy into the article form you can use Preview to see
how your article would look if published on the web.

Note

This uses the default edDesk template for your site. If your template is highly tailored
the display will not reflect the final posted article.
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11. Using article tabs

This chapter gives instructions on entering information in the following tabs within

articles:

Copy tab — where you enter information about your article.
Information entered here is used for headlines, introductions etc,
when your article is laid out.

Classification tab —a very important tab where you enter
keywords for your article. Keywords are used by the Easy selector
and other search features in edDesk.

Paper tab — Information entered here is used by printers and
layout people when preparing your article for paper publishing.

Web tab — used when you are “webbifying” your article, for
publishing on the web.

Log tab — displays information about the edits made to your article.
Very useful when tracking changes that have been made to the
article.

Tabs not covered in this section are:

11.1 OBJECTIVES

Basics tab — see section 6.3ii: Basics tab

Brief tab — see section 6.3iii: Brief tab

WorkFflow tab — see Chapter 13: Workflows

By the end of this chapter you should be able to:

enter information to be used in the printed version of your article
enter information to be used in a web version of your article
correctly classify your article with keywords, geographical regions
amend article classification appropriately

enter details about the media format to which your article will be
published

enter companies and events with which your article is associated

add links to an article that will be published on the web.
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11.2 CopYTAB

The Copy tab is where you enter information about the structure of your article —
Title, Headline, Introductory paragraph etc.

The fields in this tab are used by export templates to place their contents in the
relevant locations in your publication.

|'_;!| Taols

B_T!ledmrhmmuﬁmm

Frarees Borkman - Inbax 3¢ | B | teckne Documsentation Fromct. > | {5
@Hrﬂ- E}Sws LEJE:#-E-E‘--Z:ZI-:-:E:-!‘ ﬁ-i:u--:el ﬁlr‘r‘-nmi :"":f Expont '&‘-'Hidelr‘ur’o

edDesk Article / Acme corporation submits patent for dynamite

Headline: |E|g bang far dymamite ]

It lerme Corporation, owned by the Rosdmunnar Pull guotes: | Roadrunnecs will net rule, say
tamiby, has submitted a patent for improved coyoles
dmannite

Summan: |Ftna|f|unner aubclastes coyote

!ﬁu:me comporabon submas patent for dymarmintes

1.1 Welcome to Acme

Acme iz a company owned wholly by Eoadnmner and has famdy

Figure 87: Copy tab

1.

11-2

Title: Whatever you type in this field is displayed in search results and
indexes. Make it meaningful!

Headline: The heading for your article. The appearance of this is
determined by your template.

Intro: Ifyou article has a separate introduction, enter it here. This field is
used as the first paragraph of your article, and appears in a style determined
by your template.

Summary: Enter a short summary of the article. This field is used in
section pages. It is also displayed under the article title in search results.

Pull quote: no template uses this field yet. Enter any quotes that you
want to be prominently displayed in your article.

Bio: no template uses this field yet. Enter a brief biography of the author.
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CLASSIFICATION TAB

The Classification tab is where you enter keywords, geographical regions
where the article is relevant, media format details and companies and people
associated with an article. This tab should be completed at the beginning of the
subbing process.

A well classified article is easy to find and is indexed appropriately. Information
entered in this tab is used by indexes and the Easy Selector.

Many sites allow you to link to other articles with the same classification.

For example, the Wheels magazine site — after the article text there is a heading
>> Tags > which lists the classifications applied to this article and lets you link to
articles with the same classification.

Mo weord on pricing as vet, but expect i to leave your eves watering.

Keys, pleaze?y

Click here to wvisht Novitec's website.

= Tags: 490k | F430 | Ferrari | German tuners | Movitec | Superchargers

Figure 88: article classification being used in the >> Tags: part of an article in the Wheel
magazine website.

The Classification tab is divided into four subtabs:

o Keyword Topics
. Geography

o Product

o Other

S
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b | e iiranet edDesk, ¢ Home Frances Borkman - nbex ¢ | =2 | bechne Documentation Project... 'E‘d.hs:mcmalm
f_:* Tools @ e 1__"_-.' Save 1_:. Save i t:‘ Cancel ﬁ Impiort 'ﬁ Export E‘ Hide Infa

edDesk Article / Acme corporation submits patent for dynamite
Basics | Brief | Copy | Classification | Waorkflow | Papar | Wab | Log
Keyword Topics | Geography | Product | Other |

Newoicr: | |
ﬂ Dalabel

Current topics:

1.1 Welcome to Acme
Acme 2 a company awned wholly by Eoadmnner and hiz famdy

Figure 89: Classification tab, showing the Keyword Topics subtab

Classification options not listed

If your required classification options are not listed you will have to use the Setup
tab and add Keywords.

@® see section 20.6: Keyword topics for more information.

Keyword Topics
Keywords entered in the Keyword Topics tab are used by the Easy Selector.

Click on the dropdown list in the New Topics field.
Select the required keyword topic.

A list of subtopics is displayed, each with a checkbox.
Tick as many of the boxes as are relevant for your article.
Click on <Add>.

o gk~ w b PE

Your choices are listed next to Current topics.
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edDesk Article / Acme corporation submits patent for dynamite

Basics | Brief | Copy | Classification | Workflow | Paper | Web | Log
Keyword Topics | Geography | Product | Dthar|

Mew topics: [Educaﬁun LI

¥ Reference manuals
_____ Coursewars
¥ Research
Uz ability queries

_Add | oelete |

Current topics:

Figure 90: Keyword Topics Education with Reference manuals and Research selected

Need more than one keyword topic?
You can classify your article by more than one keyword topic.
Add your first keyword topic and subtopics.

Click on the dropdown menu in the New Topics field.
Select the required keyword topic.

Select the required subtopics from the list.

Click on <Add>.

Your selected keywords are listed in the Current topics field.

N o ok~ w b oF

Repeat steps 2 through to 5 for each separate keyword topic.

Basics | Brief | Copy | Classification | Workflow | Paper | Web | Log
Keyword Topics | Geography | Product | Other |

MNew topics: [ j
4dd | Delete |
Currenttopics:  Education>Reference manuals
Education>Rezearch
Business=Advertizing

Business>*Entertainment

Figure 91: Selected keywords are displayed in the Current topics field. Keywords have
been chosen from Keyword Topics of Education and Business.
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Geography

The Geography tab is where you enter the regions where this article is relevant, or
the regions to which this article refers.

1. Click on the Geography tab. The Geography tab is displayed, as below.

{‘;"1 Tools @ e B Save E} Save & Cloze 'E:j Cancel @ Import ':-':' Export

edDesk Article f Acme corporation submits patent for dynamite

Brief | Copy
Keyword Topics | Geography | Product | Other |

Classification | \Workflow | Paper | Web | Log

Mew regions: | j

|| Datete |

Current regions:

1.1 Welcome to Acme

Acme 15 a company owned wholly by Eoadrunner and his family.

Figure 92: The Geography tab

Click on the dropdown menu in the New regions field.

Select the required region from the list.

A list of areas in that region is displayed, each with a checkbox.
Tick as many of the boxes as are relevant for your article.

Click on <Add>.

N o g bk w DN

Your choices are listed next to Current regions.
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Basics | Brief | Copy | Classification Paper | Web | Log

Keyword Topics | Geography | Product | Other |

New regions:  |gydney j

¥ Marth Shore

¥ Morthern Beaches
Hillz Distrct
Western
Southemn

_dd | _Delete |

Current ragions;

Figure 93: Selected region is "Sydney" with selected areas of North Shore, Northern
Beaches and South Western

Need more than one region?
You can classify your article by more than one region.
Add your first region and areas.

Click on the dropdown menu in the New regions field.
Select the required region.

Select the required areas in that region from the list.
Click on <Add>.

Your selected regions are listed in the Current regions field.

N o g s~ D o-

Deleting Keyword Topics and Geography

Repeat steps 2 through to 5 for each region you want to add to this article.

If you have added keywords and/or geographical regions that are incorrect, or no
longer relevant you should delete them from your article. They will only be deleted

from your article — you can still use them in other articles.

1. Go to the Keyword topics or Geography tab (as appropriate).

2. Click on <Delete>.

3. The Delete topics dialogue box opens, listing all of the topics in your
article.
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Select one or more bopes/sublopics to delete.
Educaton Coussewane
Education: Reference manuals g Cancel

Figure 94: Delete keyword topics - no selection made yet

4. Select the keyword or geographical region to delete.
Delete topics
Select one o more lopes/sublopics to delete, ]T"]

Educaton: Reference manuals

Figure 95: Delete Keyword topics with Keyword topic: Education and
subtopic:Reference manuals selected for deletion from this article

Click <OK>.
Your selections are deleted from this article.

7. Your Keyword topics or Geography tabs now display your updated

classifications.

Basics Elriefl Copy | Classification | Wnr‘rdlnwl Faper | Web | Log _

Keyword Topics | Geography | Product | Other |

Mew topics: | j

Add || Delete
Currenttopics:  Education>Courseware

Figure 96: Keyword topics with the Keyword topic “Education>Reference manuals” deleted

from this article

Selecting more than one keyword topic or geographical region to delete

1. Go to the Keyword topics or Geography tab (as appropriate).
2. Click on <Delete>.
3. The Delete topics dialogue box displays.
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4. Hold down <Shift> while you click on the items to be deleted. Each item
to be deleted is highlighted in blue.

5. Click on <OK>.

Product

The Product tab is used to enter details of the media format in which your article
will be published.

The fields in these tabs comply with the Australian Publishers Association’s
implementation of ONIX standards.

Product details tab

This tab is where you enter information about the production format, ISBN details,
pricing and availability of your publication and article(s).

Order that the fields in the Product details tab are described

Each field is listed in order that you get to it by pressing the <Tab> key to move
around the form.

. s =
|5 | hpcihne intvanet ecieak £ You | 5 | beches Documentaton Promct 2= | B e st (20067 Mesmtinroa = | 2} Frances Bodonan - Inbow 3 | 3] Hoter on

FToks e (Zleee D S s Close B Save ewVaries 63 Cancal Eimpon $EEpen W Hideinis 3 Prview

edDask Article | Notes on Documentation Project selup for Frances

Beaics | Bnal | Capy | Classicaton | Warkfiow | Papes | Wab | Log

Kinpward Tapies | Geography | Froduct | Cthar |
Frocuct dotails | Pubikshing indamatan | Produst elassibentan |
Product i Type: |:EB£'J 10 ﬂ Product i
Citation | 158N
Produet baem |._.,"|,.m,,| =| Pries
Product fzem | Price desergtion:|
dasenpian
Coiribitar | Comfrbutars
tatemant
| sotesiy | -|

Figure 97: Product > Product details tab

1. ProductID Type: select the type of product ID from the dropdown list. As
per ONIX PR.2.

2. ProductID: Use this only if the choice in the ProductID Type field
indicates a proprietary scheme. As per ONIX PR.2.8.

3. Citation:

4. ISBN: If your Product ID Type is an ISBN (International Standard Book

Number), enter the ISBN number here.

5. Product form: Select the format your final article will be presented as. If
you are unsure, leave Undefined selected. As per ONIX PR.3.1.

6. Price: Enter the product price, as per ONIX PR.24.27
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Product form description: If the codes in PR3.1 and PR3.2 of ONIX do
not adequately describe the form of the product, enter a short description of
the product.

Price description: Further description of the price type, if needed. As per
ONIX PR.24.51.

Contributor statement: Free text showing how the authorship should be
described in an online display. As per ONIX PR.8.33.

Contributors: names of the contributors to this product.

Distributor: Name of company distributing the final article in the selected
format.

Availability: Select the required option from the dropdown list. As per
ONIX PR.24.22.

Publishing information

Order that the fields in the Publishing information tab are described

Each field is listed in order that you get to it by pressing the <Tab> key to move
around the form.

| 3] bochrn ntvarst ek 7 ous
B\ Toals
edDesk Article { Notes on Documentation Project setup for Frances
Basics | Briaf | Copy | Classdcaton | Warkdiow | Papar | Web | Log

Kinyword Topics | Geography | Froduct | Cier |
Froduct dotesls | Pubikshing indoirmabon | Produd classficason |

Tregent ! brand 1' Pubhihar I produter

Publcavan dwe: :;,m-: WIODE W g Publinhar rals: .';:..J._.,__Hr :'
Pages: ] Flace published

Fage descnphon

Edmgn number Serms

Edman slatsrment Murnbar in ienes

‘wWehrie lra Oirgearuzgbcen 'wa bt |

b | ot Diosumentation Pramct ¢

@Hp- T,E}'E.n.r.-r ‘_E.!:‘ii-f--‘-"lr-;ﬁ '.-.'IE;MH-.-'.'F:.r.r. ﬂl.',m'il If,:'lr.-.;.r.n -:-:'af-pmf 'E'u..:qlr.'n I Previgs

Figure 98: Classification > Product details > Publishing information tab

1.

11-10

Imprint / brand: Full name of the imprint or brand under which the
product is issued. As per ONIX PR.19

Publisher / producer: The full name of the publisher of the product. As
per ONIX PR.19.11.

Publication date: Date of first publication in the market n which it is first
released. As per ONIX PR.20.5.

Publisher role: Select the appropriate role from the dropdown list. As per
ONIX PR.19.7.
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5. Pages: an indication of the total number of pages in a book or other printed
format. As per ONIX PR.12.1.

6. Place published: City or town of publication.

7. Page description:

8. Edition number: The number of a numbered edition. As per ONIX
PR.10.2.

9. Series: The full title of the series. No abbreviations or abridgement. As
per ONIX PR.5.6.

10. Edition statement: Enter a description of a version or edition. As per
ONIX PR.10.4.

11. Number in series: The distinctive enumeration of this product within a

series. As per ONIX PR.5.7.

12. Website link: URL for the website which is related to the publisher

identified in the Publisher/producer field. As per ONIX PR.9.21.

13. Organisation Website: URL for the website related to the author.

Product classification

Fields in this tab conform to the Book Industry Communication (BIC) international

subject classification standards.

Order that the fields in the Product classification tab are described

Each field is listed in order that you get to it by pressing the <Tab> key to move

around the form.

53| techine intranet edDesk / Home | 23 Frances Borkman - Inbox ¢ | B | itechne Documentation Project... < | &) ae
@ e E' Save E' Save & Close EB' Cancel @ Import

E-:u Tools :-: Export

msk Article f Acme corporation submits patent for dynamite

Classification | VWorkflow | Faper | Web
Keyword Topics | Geography | F‘mduc:l] Other |
Product details | Publishing information | Product classification |

BIC subject (level 1'_]

BIC subject (level 2): [ J

Code:

Language of text: ¥ English ~ Onginal ¥ Englizh -~
Estonian lsnguage: Eztonian
Fimrmish Finnizh
French ol French s

Figure 99: Classification > Product > Product classification tab on entry.
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1. BIC subject (level 1): Select the main subject from the dropdown list. As
per BIC standards.

2. BIC subject (level 2): Select the secondary subject from the dropdown list.
As per BIC standards.

3. Code: This field is automatically completed with the BIC code for the
selected subject/secondary subject for the product.

4. Language of text: Select the language for this product from the dropdown
list. You can select more than one language. As per ONIX PR.11.1.

5. Original language: If this product has been translated from another
language, select the language from which this product was originally
translated. As per ONIX PR.11.2.

Other

The Other tab is where you enter companies, events and people with which the
article is associated.

Companies keywords are used by the Content Easy selector. See section 4.5: Easy
Selector for more information.

1. Click on the Other tab. The Other tab is displayed, as below.

Gt | psctines rbiared acDash /i '?_!-mwm ot | BB Aeriop compast b sbuats gt , ¥
B Took: D Mew DV Swe (5} Save & Close Bl Cancal Climport 55 Expert W% Hida b
adDask Article [ Acie cﬁrparaﬂﬂn subrmits patent for ﬂ‘fﬂﬂl‘l‘ll'&

Basics | Bried | Copy | Classificabon | Workdow | Paper | Web | Log
Kiywoed Topics | Geography | Product | Othe |

Comparees =1

Ewamts:

Figure 100: Classification > Other tab on entry.

2. Companies: This is where you enter companies that are associated with
this article.

a.  Click on the down arrow next to the Companies field. A list of all
companies currently entered in Notes is displayed.
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Select Keywords m

Kepwords
(]
o [ ok |
Lotus Cancel
MHew kewword

Figure 101: Current Companies dialogue box. No companies are selected yet.

b.

C.

Tick the box next each company to add it to your article.

New keyword: If the company you want to add to the article is not
listed, type the company name in the New keyword field.

When you have selected all required companies, click <OK>.

The Companies dialogue box is closed and the Other tab displays,
with your selected companies listed.

Basics | Brief | Copy | Classification | Workflow | Pape

Keyword Topics | Gengruphy] Product | D‘theri

Companies; "IBM, itechne | =]

Figure 102: Selected companies. The company "itechne" has been added in the
New keyword field of the Companies dialogue box.

Events: Enter events with which the article is associated. For example,
Press Conferences, Product Launches. Separate each event with a comma.

People: Enter people with whom the article is associated. Separate each
person with a comma.
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11.4 PAPERTAB

The Paper tab contains information related to the physical layout, production and
printing of the article on paper.

If you are publishing on the Web...

If your article is going to be published only on the Web you do not need to enter
information in this tab.

Information entered in the lllustation instructions and Production directions
fields is displayed in the following views from the Production tab:

. Production directions
. Layout

Images must be prepared in the requested format, pixel size and quality in an image
editing program before you add them to your edDesk articles. Your editor should
specify the image qualities of any image to be used in an article.

@® For more information on attaching images and entering filenames in the hi-res
filenames field see Chapter 9: Including documents and images in articles.

':ﬂlpum whired enliesh | Hore i'-ﬂn-u-r- [ e e '?_:n;m eompan g suberiy paen o0 |0 Faarwms Bloi s - infaom

A Tesh Wines Ui D oesdOus EdCweel Flimpon 0 Bepsdt T bute naly

odDesk Artiche | Acma corporation submils patent for dynamite

Basics | Bnad | Copy M-W!M;Pw-m:mq
Production dewgiony

Mustrgton
inFrutans

(4]

Platirin afisshirenti

datych Pioture s
Hi-ma g flsnamas
DN RUQEHISOnE Copvet date ON/LE005 (Ow vale 070475005
Aangned page Esmaned f3s
numbirs 5 naprs
Fitrm de aedisne e Esgerthlename n_scmain
Epant InDienign dvicte | InDengn Sefaber | Outpul direciony elaspart

Figure 103: Paper tab when first selected.

1. Production directions — used for general layout and print production
instructions. These include whether the article should be laid out on a
DPS (Double Page Spread), how to handle images or other design
directions or suggestions.

This field expands automatically if you type a lot of text in it.

Prodissiesn dhrechions

Figure 104: Production directions field default

g Sald gabs Iur'g-:.l a5 you trpe more B inbe A Wag Sald gats longee a5 yow type more bl intip A Thag Seldl gats longes o |
Production diesclions: a5 you teps mors et indy i This Seld gebs lorger 55 you type moes et o iU this fiebd gets lorger a5 you ps moes et |
(e thig hield et Bonger A1 po i i Test oo il Hhid held gets langer a1 vou Be e et itn b this held gets % |

Figure 105: Production directions - automatically expanded, and including word
wrapping, to accommodate lengthy text.
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[llustration instructions — This is the only mandatory field in the Paper
tab. Enter instructions specific to the positioning of illustrations. This field
automatically expands to accommodate lengthy text.

Picture attachments — Used when you want to attach low resolution
images that are not held in the current image directory. The images
attached here are usually to be submitted to the design team.

Images for use on a website

Images that are to be used on a website may be pasted directly into the
article and do not need to be attached using this field.

Images stored in the images directory

This field is not used to upload any images that are already stored in the
image directory for layout on paper. You would enter the filenames of
such images in the hi-res filenames field.

Hi-res filenames — Enter the filenames and locations of the hi-resolution
files that are stored in the images directory associated with the article. Each
filename should be entered on a new line, or separated with a comma.

covote. phg

Hi-rez filenarmes:
roadrunner.png

Figure 106: Hi-res filenames field with 2 images, each entered on a new line

Caption suggestions — Enter any suggestions for captions for illustrations.

Assigned page numbers — Take the page numbers from the publication
flat plan / grid layout and type them here after the article is exported. This
is used in indexes generated by edDesk.

Film deadline — Enter the film deadline date here.

a. If you are not sure of the correct date format click on the
calendar icon EI next to the date. A calendar is displayed.

b.  Click on the correct date.

Export — click on the format you want to export your article to.

a.  InDesign Article — exports your article to an InDesign file. The
filename is automatically selected by edDesk and appears in the

Export filename field.

b.  InDesign Sidebar - .
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WEB TAB

The Web tab is where you enter information about this article if it is to be published
on the web (that is Intranets, Extranets and the Internet).

The Web tab is divided into five sub tabs:

o Posting details
o Links

o Tools

o Caching

. Metatags

Posting details

Posting details is the default tab displayed when you click on Web. This is
where you indicate when your article is to be published and whether people must
subscribe to a service to see the article.

Eb | iechne iniranet edDesk / Home |2 [ischne Documentation Project... | B} dcme cceparstion submits paten. . 3¢ [ (2

i_'E'u Tools @ e l'ﬂ Save l.;_‘J Save & Cloze t:,; Cancal @ Irnport l:-': Export &‘ Hide Info

edDesk Article / Acme corporation submits patent for dynamite

Basics | Bnef | Copy | Classification | Workflow | Paper
Posting details | Links | Tools | Caching | Metatags |

Postdate: % Usa-ssuannsahm Access:  ©* Public " Bubseriber
™ Selacta post date manually

Article LURL:  articlelDefF164BE33E4ABEBDDCAISEFEANDT DDE20

Figure 107: Web tab with default sub tab of Posting details displayed

1. Click on Web. The Posting detai ls tab displays.

2. Post date — you choose when the article is to be published:

a.  Use issueonsale date
Click on this option if you want to accept the date that the entire
volume / issue is to be published. This date is specified by the person
who enters information about the Volume and Issue number in the
Production tab.

@ see section 20.5: Production schedule — volume and issue
definitions for more information.

b.  Select a post date manually
Click on this option if you want to select a particular date for this
article to be published. This date may be different from the general
publishing date for the VVolume / Issue.

1. After you click this option, click on either <Save> or press
<F9>.
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Refresh key

<F9> is Lotus Notes “Refresh” key - if you press this key your screen
display is updated.

&

You can also click on the Refresh icon, 2.

2. A date field displays. Enter the publish date for your article.
Dates must be in the format dd/mm/yyyy. For example,
25/05/2005

3. If you are not sure of the correct date format click on the
calendar icon EI next to the date. A calendar is displayed.
4. Click on the required date.

3. Access —who can read your article?
a.  Public —when your article is published anyone can read it.

b.  Subscriber — when your article is published people are prompted for a
login / password to read your article.

4. Article URL — copy the contents of this field if you are linking to this article
from other edDesk articles. @ see section 8.9: Creating link (text) hotspots
— Linking to other articles and external sites for more information.

Links

The Links tab may be used to add links to other pages, either on your own website,
or on the Internet in general. Export templates determine the display position of
those links when your article is published.

If you want to link to other articles, or another website from the text of your article,
use Hotspot links.

@ see section 8.9: Creating link (text) hotspots — Linking to other articles and

external sites and

@ see section 9.9: Image hotspots for more information.

1. Click on Links.
2. Click on <Add New Links>.
3. The Add Links dialogue box opens.
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Add Links
® Internet Link Address
Link title | | crcd |
e | 5l
wter the addre nk {eg htt i
Address | |

Add to links

Current

Figure 108: Add new link dialogue box on entry

4. Link title: Enter the words you want to use as the link (this is what people
click on to follow your link).

5. Type: select the type of link from the dropdown list. You will then need to
complete further fields depending on the link type selected.

Your link types are:

o Article on this website

o Companion website (this is also known as an “extranet”)
o External website

o Attachment

For example, if you select a Type of “Article on this website” you will then
have to supply the address for the article.

Article on this website

If you want to link to another article in your own website do the following:

1. Select Article on this website.
2. Click on <Get the address for an article>.
3. A list of all volumes and issues in your database displays.
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Select an article E1

Pleaze zelect the article you want to uze for the link addrezs

|1 ook |
k Volume
* Yolume 2004 Cancel

¥ |zzue 12

¥ Corporate

* Hezsources
b Manuals Digital camera review

b arualz: Subject: Meaningful description of
goes here. Subject iz uzed in views, but ot o
RIint

b aralz: Test article entered for active briefs
k Volume 2005

Figure 109: Link type of Article on this website has been selected

Drill through the required categories until you have the article listed.
Click <OK>.

The Address field now displays “articlelDs/”.

Enter the addrezz of the link (eg hitp:ifasase vweeh oo

Addreszs |artiu:|eIDs.f

Click on <Add to links>.
When you have finished adding links to your article click on <OK>.
The dialogue box closes and you are returned to the Links tab.

External website and Companion website

If you want to link to a site on the Internet (that is, external to your own site) or to an
Extranet, do the following:

1.
2.

Select External website.

Address: Enter the address of the site in the address field. You will need to
enter the entire address.

Easy way to get an external address
Open a browser window (this is probably Internet Explorer).

Go to the address you want to link to. Use your usual method of getting to
this address (eg. Search engine, from Favorites, from another site...
whatever it takes).

Highlight the entire contents of the Address field and copy it.
Go back to edDesk and display the Links dialogue box.

Paste your address into the Address field.
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3. Click on <Add to links>.

4. When you have finished adding links to your article click on <OK>.
5. The dialogue box closes and you are returned to the Iinks tab.
Attachment

Select this option if you want to link to a file that is not a website (this may be a
PDF, image, document etc).

Note

You must attach the file to the article before you can link to it.

1.
2.
3.

11-20

Select Attachment.
Click on <Select an attachment>.
A list of all files that have been attached to this article is displayed.

Link to attachment X

Select an attachment to link to, 0K
rr_introductionta. doc
Cancel

Figure 110: Link type Attachment selected. Lists all files that have been attached
to this article.

Click on the file to which you want to link.
Click on <OK>.
edDesk enters its own address for the attachment. Do not edit this address!

Tvpe |.-’-‘-.tta chment j

Select an attachiment |

Enterthe addrezz of the link {eg httpifwaan e b corm)
articlel Ds/F1 64BE33B4ABEEBDD CAZBEFEADDT 00E2 Idfileled+ib

m+home+tab+navigation+pane.pg

Address

Figure 111: edDesk's formatting of the address for a linked attachment

When you have finished adding links to your article click on <OK>.
The dialogue box closes and you are returned to the Links tab.
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Tools

The Tools tab contains information that is completely customised for each

organisation, so is not discussed in this User Guide. Generally the Tools tab
contains an option that flags an article so that a web developer can use the
information. This option is often used in shopping carts.

Eb | jlechne intranet edDesk / Your... Frances Borkman - Inbox 3¢ | 2 | wheels edDesk / You 2
'EE.':} Tools @ [ et E]' Save @Save & Cloze "i\.' Save MNew Version EB Ca

edDesk Article f Article 2: Road test of article 1

Brief | Copy | Classification | Workflow | Paper
Posting details | Links | Tools | Caching | Metatags |

Can thiz itern be Ordered: " Yez & No

Figure 112: Tools tab

Caching

Many websites allow storage of previously retrieved pages. If a person clicks on a
link to that page, the already stored version is displayed. This is known as caching.
Caching reduces load on the web, making your page faster to display. However, you

may not always be looking at the most up-to-date version of a page.

If you have pages where it is imperative that a person be viewing the most recent
version, even if it takes longer to display, you can set the caching to never. Ifitis
more important the page display quickly (and not be checked by the browser each

time it is requested) then you can set the caching to a longer period of time.
The Caching tab lets you set your caching requirements.

Basics Etrinarf|(.'h|:ap3.-F C}assiﬁcmiunlwmr.ﬂnw Paper’WablLug-
Posting details | Links | Tools | Caching | Metatags |

Browzer caching

Caching for this article: Use site default zettings

- 0000000000000

Figure 113: Caching tab with default settings shown.

1. Click on Caching.

2. Caching for this article: There are several options available:
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o Use site default settings — the default value. This is whatever your
administrator has set for your site generally. If in doubt, select this
option.

o Never — select this option if you want the browser to check every

time a page is requested. This is for pages which are often updated
—and may be updated several times a day.

o Cache for the same day — once a page is retrieved, it is cached for
the rest of the day. Choose this option if your pages change
regularly but not usually throughout the course of a single day.

o Cache for multiple days — choose this option if your page is not
likely to be regularly updated.

3. Number of days: If you have selected Cache for multiple days you must
enter the number of days you want your page to be cached in this field.

Metatags

A metatag is used to describe your page content. Metatags (also known as metadata)
are used by search engines to help people find your pages.

edDesk lets you add information about two aspects of pages — keywords and
description. These are the most often used metadata fields by search engines.

1. Keywords: add words or phrases that best describe the content of your
page. Separate your keywords and phrases with a comma. Keywords that
you enter here are appended to the Keyword Topics metadata when the
article is posted onto the web.

2. Description. Enter a brief one or two sentence description of your page.
The description often appears under a page title when it is listed in search

results. Make it meaningful! The Description and Summary fields

(Summary field is in the Copy tab) are appended to the Description
metadata when the article is posted onto the web.

E!I Toods @ Mew 13 Save |.3 Sovn & Close f:’ Cancal ﬁ Imipor ':'E Export e,! Hide Indo

edDesk Article f Acme corporation submits patent for dynamite

Basics | Bref | Copy | Classification | Workflow | Paper | Web | Log
Posting details | Links | Toals | Caching | Metatags |

Eapawards: acrie, dmamibe palantroad minn e corole

Drescraption: [crne it & comp sy wholly dedicated 1o eradicating covotes |

Figure 114: Metatags tab with keywords and description.
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LOG TAB

The Log tab records changes made to an article. If the article has been filed,
submitted, or exported to a publishing format you can view those versions of the
article. A brief revision history, of the five most recent edits, with numbered
revisions is also displayed.

You can also use the Log tab to attach original wordprocessing files that you do not
want to be published with your article. @ see Chapter 9: Including documents and
images in articles for more information.

Tamts B e D e T Gk Ces ECincsl it D Egont

od Dusk Arflicle | Acme coiporation submils paten] fod dysumilo

Basecs | Beal | Copy | Olssasonhen | Workles | Fapsd | Web | Log

T dend Py Fuiesrosn Bostvsin oy 7 LOA00S
Barbed By Frassoea Bosiman on 1 205000

By Franpes Basteman g TLOLS
i Frances Bastman s JLELT00

By Frawngay Boshran o MR
Fraecu Bartrman

i Baberatnd Coty

Moo Evperind Carn |

Edvtar

Frimeet BadrmamaTeochnr-Vestarri
Framoen BormmandTechne Veskurm
Frances Bor T echne-yemae
Frasgat Pl minlTachee- st
Friceed BadeinTehen-Yesbaivi

Eadit Thabs

FERTO0S 07 0540 P
ST O0S 2 030 Pl
FEmArO08 1043 4

Figure 115: Log tab, listing an attached WP file.

Viewing filed, submitted and exported versions of your article

You may preview those versions of your article that you have filed, submitted or
exported. This depends on you using to Workflow tab to update the status of your

article.

You may not change the views — just preview the contents of the article as they were
at the time of filing, submitting and exporting.

Viewing Filed Copy
Click on <View Filed Copy>.

1.
2.

You will see a preview of the version of the article that you filed.
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Cirighnal anticie as ed by sui b B
v rapwn Badey e Acma comesralong vobmmy palend boe i dyramits [— I]l_ =

Figure 116: Preview of filed article text

Viewing Submitted Copy
1. Click on <View Submitted Copy>.
2. You will see a preview of the version of the article that you submitted.

Viewing Exported Copy
1. Click on <View Exported Copy>.

2. You will see a preview of the version of the article that you have exported
to another format.

@ see section 10.5: Export menu for instructions on exporting articles.
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Creating hierarchical content - related

articles

Articles can be in a hierarchy of “related articles”. You can have a “parent” article,
usually general information or an introduction, and then create “children” for more

specific information. The children can have children of their own —a whole

“family”.

A hierarchy makes it easy to order your story, move the separate elements around
and insert more related articles.

edDesk displays the related articles (parents and children) with the children indented
under the parent. You can have as many levels as you need.

OBJECTIVES

By the end of this chapter you should be able to:

create related articles

create several levels of related articles

order your articles

reorder your related articles within their hierarchical level

move articles to another level in a hierarchy.
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12.2 EXAMPLE OF AN ARTICLE HIERARCHY

Below is an example of a hierarchy of related articles. There is also an explanation
of how each article relates to its hierarchy.

g =1
@ Foraard m %! Search Bar = Collapse @F"Id"‘
h in Yiew ‘Contentldll issues’
| | |Cu|;|y Status !Authr iwords o

¥ Research Publcabons: Quanttatee Legal Mesds Loncept Andrew Broadhead |
: il

Figure 117: Example of parent article Quantitative Legal Needs Survey - Bega Valley (Pilot)
with some of its children

Each level of the hierarchy is indented from its parent. Articles at the same level in
the hierarchy are indented the same amount.

In the example above, the following subarticles are at the same level in the

hierarchy:
o Preface
o Acknowledgements
o Access to Justice and Legal Needs Program: Terms of Reference
o 1: Introduction
. 2: The Pilot Survey
o 3: The Incidence of Legal Events
Note

In the above example the structure has been taken from a report with numbered
chapters. The numbered subarticles refer to chapter numbers only and have been
entered as part of the article subject.
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In addition the following subarticles have children of their own:

1: Introduction

o The pilot survey

o Structure of this report
2: The Pilot Survey

o Methodology

o Issues associated with the pilot survey
3: The Incidence of Legal Events

o Number of legal events

o What factors affect whether participants experience any
legal events at all? (this one only partly visible at the
bottom of the example)

The fourth hierarchical level contains the children of Methodology:

J Questionnaire Design
. Conduct

J Sampling

. Analysis

THE IMPORTANCE OF STORY ORDER IN A HIERARCHY

Story order determines where an article is placed in a hierarchy. Story order is a
mandatory numerical field that is filled in when an article is created. Story order can
be changed if you want to move an article within a hierarchy.

Use century numbering when creating articles and the first level of subarticles.
Century numbering means that each article is given a number expressed in whole
hundreds — for example 100, 200, 300. You can continue to use century numbering
for all levels of your hierarchy (although it is equally common to number articles
further down the hierarchy in tens).

Century numbering allows you to insert extra articles into a hierarchy, without
having to change the story order in all the articles that you want to be after your
inserted article. To maximise the number of articles that you can insert easily, it is
best to give your inserted article a number as close to the middle of the numbers you
are inserting between.

For example, you have numbered your articles 100, 200, 300, 400. You now want to
place another article between those numbered 300 and 400. You could give your
inserted article a number of 350. If you then decide to insert another article
between 300 and 350 you could give that article a story order of 325 (or any number
between the numbers you are inserting between).

The numbers in the example below indicate the story order for each article and its
related articles. For clarity of the following diagram, each hierarchical level has its
story order in the same colour. You do not see the numbers until you edit an article.
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—1

"
&) Forward m %! Search Bar 2 Collapse |/@ Folder

h in View "Contenflall issues’

| |
| | |Cu|;|y5’ra1u*; !Authr [words [

N I:ITIJ Hesearch Publcations: Juanbtatnee Legal Needs Loncept Andrew Broadhead |
: il

100 =ubart
200 Subartche: I a
400 Subart

10 Subaticle: Quw aire [

20 Substicle: Conduct [Fia

30

40

20 Subaiichs

10
600 Subarbicle: 3. The B Legal Ev
ID'-Z':" e Humber of legal event
20 g

Figure 118: 4 levels of article hierarchy with the story order shown.

Numbers are restarted for the children of each parent.

In the example above you can see that a second level subarticle: 1: Introduction has
two children. They are numbered 10 and 20. The next second level subarticle
2: The Pilot Survey also has two children. They also are numbered 10 and 20.

CREATING A RELATED ARTICLE

Related articles can be created by three methods:
e when you are editing the article that is to be the parent article
e when you are in a view and have clicked on an article to select it
e when you have opened an article, but have not selected <Edit>.

These methods all have the same result — a new article that is a child of the selected
article.

The three methods of creating related articles

From editing the article that is to be the parent

1. Open the article that you want to be the parent.
2 Go into Edit mode.

3. Click on <New>.

4 Select Related Article.
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When you are in a view

You cannot create a related article from all views — only those views that have a
toolbar at the top.

L

3, Search in Yiew ‘Contentldll issues’

Figure 119: Toolbar at top of a view from which you can create a Related Article

1. Scroll to the article that you want to be the parent.
2. Click once on the article. The article summary is highlighted with a
rectangle.
* Maruads: fcme coiporshon apods Lall r vabes of  Breded Frances Bockman
Manualr Setup ek Coating rew izsue definiions Corcept Frances Borkman 291

F lzsum 5

Figure 120: Selected article is highlighted with a rectangle

3. Click on <New=> in the toolbar.
4. Select Related Article.

When you have opened an article, but are not yet editing the article

1. Open the article that you want to be the parent.
2. Click on <New>.
3. Select Related Article.

Filling in article details
After you have selected Related Article the Related Article form displays.

£ Taok @Hm lEI Bave & Cloze t:il:.tru:nl ﬁ"l:ﬂﬂ:’l ¢ Expo _"_.‘H.-Jr. Infin

edDeosk Related Article § New related article

Subeet |

Saction’ | Jl J = F Paper F Web [ CD
Tops |5uhuﬂ|ﬂ‘.- ;I

Btoey pader | | Valurne: Humber Woeds: 0

Figure 121: Initial form displayed after Related Article is selected

Unavailable fields

Related articles automatically inherit some values from their parent. Fields that
inherit values (and that you do not need to enter details for) are:

e Section
e Subsection
e Volume
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e Number

Tabs you need to complete for each related article

Each child article needs to be tracked through workflow, status and briefing
instructions independently of its parent article. This is because you might have a
parent article by one writer and child articles by various other writers. Although the
entire article will be published at once (hence the same volume, issue details) there
will be different authors and workflow statuses for each child article.

Take, for example a magazine car supplement. You might have a main article
written by one author, a series of reviews of car models by individual other review
writers, and a series of sideboxes from yet another author. Each related item will
have different authors, status (briefed, filed, subbed etc), briefing instructions and
copy deadlines etc.

® see Chapter 13: Workflows for instructions on entering information in the
Workflow tab. (Section 13.2: Workflow for authors has instructions forauthors.)

@ see section 6.3iii: Brief tab for instructions on entering information in the Brief
tab.

® see Chapter 7: Entering copy into edDesk for instructions on entering your copy
into articles.

@® see Chapter 11: Using article tabs for instructions on using the various tabs
available in articles.

Filling in the Basics tab
1. Subject: enter a meaningful description for this related article.

2. Type: What type of article is this? The default type is Subarticle. The
type is displayed in several views. Make sure you select a type that is
meaningful and conveys what the article contains.

For example, if you are writing a book you might like to have a type of
Chapter. If you are creating a related article for graphics and charts,
select a type of Graphics & Charts.

Related Literature: “outh justice: criminal Approved M. Lypnch,
trajectarnies Buckman
Frenzke
Related Literature: ... Such a long way: the effects Approved Blue Moun
af the leqal pracess on the victimz of the ConniLinity
Glenbrook, train accident Centre Inc
* lszue 10
* Grants
Staries: Awarded Grank: Approved Andrew Br
Stonesz: Mew Grant products Approved Andrew Br
Stonies: Resources for Grant Seekers Approved Andrew Br
Stonies: Search Grants Approved Andrew Br
¥ Stones: Types of Grantz Approved Andrew Br
Subarticle: General Grants [Andrew Broadhead] [Concept]

Figure 122: Some of the available types of article and related article
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In Figure 122, above, the article / related article type is displayed as the text
before the colon. Types listed above include: Related Literature, Stories,
Subarticle.

3. Story order: enter the order that you want this related article to appear
under your parent article. If this is the first child of the parent article you
would usually have a story order of 10, second child would be 20 and so on.

12.5 SAVING YOUR RELATED ARTICLE

1. Complete all required fields and tabs.
2. Do one of the following:
o Click on <Save & Close> if you want to save and close your

related article (you can do further edits later) OR

o Press <Ctrl>+s to save your article but continue editing it.

12.6 CREATING SEVERAL LEVELS OF RELATED ARTICLES

You may have as many levels of related articles as you wish. Many magazines have
two levels. Some academic reports may have four levels.

Creating two levels of articles

The instructions presented in section 12.4: Creating a related article apply to two
levels of articles. The parent article is the first level, the related article is the second
level.

Creating more than two levels of related articles

More than two levels of related articles

Although edDesk allows you to create several levels, there are a few steps that must
be done. Follow the instructions below.

Note about diagrams used in this section

The diagrams used in this section follow the creation of a related article that is in the
fourth level of a hierarchy. Any asterisks appearing in the diagrams are for emphasis
in the instructions only — they do not display in edDesk.

1. Go to a view that lists all the articles in a hierarchy. Views that do this are
All Issues and Sections.

2. Click on the article that you want to become the parent.
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¥ Research Publications: Quantitative Legal Meed: Concept Andrew §
Survey - Bega Y alley [Filat]
Subarticle: Preface [Frances Borkman] [Concept]

Subarticle: Acknowledgements [Frances Borkman] [Concept]
Subarticle: Access taJustice and Legal Meeds Pragram: Terms of Beference [Fran
Subarticle: 1. Introduction [Frances Borkman] [Concept]
Subarticle: The pilat zurvey [Frances Borkman] [Concept]
Subarticle: Structure of this report [Frances Borkman] [Concept]
Subarticle: 2. The Pilat Survey [Frances Barkman)] [Concept]

% Subarticle: Methodologe [Frances Borkman] [Concept]

Subarticle: Questionnaire Deszign [Frances Barkman) [Concept]
Subarticle: Conduct [Frances Borkman] [Concept]
Subarticle: Sampling [Frances Borkman] [Concept]

Subarticle: Analysiz [Frances Borkman] [Concept]

Figure 123: Future parent is the subarticle Methodology - outlined with a rectangle.
Methodology already has four children. Parent article is indicated with * for
emphasis.

Click on <New> in the toolbar.
Select Related Article. Your new related article is opened.
Fill in the article fields as appropriate.

®new (B savesclose I cancel Gimpon T Exporn @ Hide Info

edDesk Related Article / New related article

Subject  |TestRelated Article
Section: | jl J —

Tipel [Cllhtr collatersl j

Stary order: Yolurre: 2004 Murber:10 Words: 0

Figure 124: Related article with Type of “Other collateral” and Story order of “50”
as we want this article to be listed as the 5" child of the selected parent.

<Save & Close> your related article.

You are now returned to the view from which you created a related article.
Your article is NOT where you wanted to put it! That is, it is not shown as
a child of the desired parent.

Your related article is always initially displayed as a second level
article, no matter which level of the hierarchy you want to put it in.
You need to move it to the required place in the hierarchy.

Remember that parent and the first level child articles use century
numbering (100, 200 etc) for their story orders. If your related article has a
story order less than 100 it will be listed underneath the topmost parent.
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¥ Rezearch Publications: Quantitative Legal Meeds  Concept Andrew Broadhea
Survey - Bega Yalley [Pilot]

%% [ther collateral: Test Related Article [Frances Borkman] [Concept]
Subarticle: Preface [Frances Borkman)] [Concept]
Subarticle: Acknowledgements [Frances Borkman] [Concept]
Subarticle: Acocess to Justice and Legal Needs Progran: Terms of Reference [Frances Borlkr
Subarticle: 1. Introduction [Frances Borkman] [Concept]
Subarticle: The pilat survey [Frances Borkman] [Concept]
Subarticle: Structure of thiz repaort [Frances Borkman] [Concept]
Subarticle: 2. The Filot Survey [Frances Borkman] [Concept]

Subarticle: Methodology [Frances Borkman] [Concept]

Subarticle: Questionnaire Deszign [Frances Borkman] [Concept]
Subarticle: Conduct [Frances Borkman] [Concept]

Subarticle: Sampling [Frances Borkman] [Concept]

Subarticle: Analyziz [Frances Borkman] [Concept]

Subarticle: |zsues azzociated with the pilot survey [Frances Borkman] [Concept]

Figure 125: New article (example used in Figure 104) in incorrect place in
hierarchy. Article is indicated with ** for emphasis.

Click once on the child article that you want to move to the correct place in
the hierarchy. Your article is now highlighted with a rectangle.
¥ Research Publications: Quantitative Legal Meeds:  Concept Andrew

Survey - Bega Valley [Filot)
Other collateral: Test Aelated Article [Frances Borkman] [Concept]

Suharticle Prefare IFrances Bork mand ICaneent]

Figure 126: selected child article to be moved to correct place in hierarchy.
Selected article is highlighted with a rectangle.

Cut your article from its current place in the hierarchy by doing one of:
o <Ctrl>+x; OR
o select the Edit menu then select Cut.

Click on the correct parent article. The parent article is now highlighted
with a rectangle.

I.|I|||.-:' i -ui‘rl e bLane ! ERIE rep ik :.'.5':: = I.:. 1411 :'|| [|-|:: l;

b D This Bilep -
Uoarticle: & e ol Suree

o [Frances Borkrmarn) [Concept]

Subaiticle: Methodology [Frances Batkman) [Concept)

Figure 127: Parent article highlighted with rectangle. The child article you have
just cut will be pasted under this parent.

Paste your child article into its correct place in the hierarchy by doing one
of:

° <Ctrl>+v; OR

° select the Edit menu then select Paste.

Your child article is now in the correct place in the hierarchy. You will need to
repeat this procedure for each child article that is higher than the second level in a
hierarchy.
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* Rezearch Publications: Quantitative Legal Meeds  Concept Andrew Broadhy
Survey - Bega Walley [Filot)

Subarticle: Preface [Frances Borkman] [Concept]
Subarticle: Acknowledgements [Frances Borkman] [Concept]
Subarticle: Access to Justice and Legal Meeds Program: Terms of Reference [Frances Bof
Subarticle: 1. Introduction [Frances Borkman) [Concept]
Subarticle: The pilat zurvey [Frances Borkman) [Concept]
Subarticle: Structure of this report [Frances Borkman] [Concept]
Subarticle: 2. The Pilot Survey [Frances Barkman) [Concept]

Subarticle: Methodology [Frances Baorkman] [Concept]

Subarticle: Questionnaire Dezign [Frances Borkman] [Concept]
Subarticle: Conduct [Frances Borkman] [Concept]
Subarticle: Sampling [Frances Barkman) [Concept]
Subarticle: Analysis [Frances Borkman] [Concept]
%% [Other collateral: Test Related Article [Frances Borkman] [Concept]

Subarticle: lssues azzociated with the pilot survey [Frances Borkman] [Concept]

Figure 128: Related article now pasted into the correct place in the hierarchy - as a child of
Methodology

12.7 REORDERING YOUR ARTICLES — MOVING THEM AROUND WITHIN A
HIERARCHICAL LEVEL

If you want to reorder your articles you need to change their Story order. This is
made much simpler if you use either century numbering (or numbering by tens).

Following the example used through section 12.6: Creating several levels of related
articles...

If we now want our new related article, “Test Related Article” to be listed
as the third child of the parent (Methodology), we need to make sure that
the story order for “Test Related Article” is given a number between the
current second (Conduct) and third (Sampling) articles. They have a story
order of 20 and 30 respectively.

Subarticle: 2. The Filot Survey [Frances Baorkman) [Concept]

Subarticle: Methodology [Frances Barkman) [Concept]

10 Subarticle: Questionnaire Dezsign [Frances Borkman] [Concept]
20 Subarticle: Conduct [Frances Borkman)] [Concept]

30 Subarticle: Sampling [Frances Barkman) [Concept]

A0 Subarticle: Analvzis [Frances Borkman] [Concept]

50 Other collateral: Test Related Article [Frances Borkman] [Concept]

Subarticle: |zzues azsociated with the pilob survey [Frances Baorkman] [Concept]

Figure 129: Original story order with “Test Related Article” having story order of 50
and listed as the fifth child of “Methodology”

“Test Related Article” can be given a number anywhere between 20 and 30,
but in case we want to insert other articles, it is best to change its story
order to 25 — halfway between 20 and 30.
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Subarticle: 2. The Filat Survey [Frances Borkman] [Concept]

Subarticle: Methodology [Frances Borkman] [Concept]

10 Subarticle: Questionnaire Design [Frances Borkman) [Concept]
20 Subarticle: Conduct [Frances Borkman] [Concept]
25 Other collateral: Test Related Article [Frances Baorkman] [Concept]
30 Subarticle: Sampling [Frances Bortkman] [Concept]
40 Subarticle: Analvziz [Frances Borkman)] [Concept]
Subarticle: lzzues azzociated with the pilat zurvey [Frances Borkman) [Concept]

Figure 130: “Test Related Article” with story order 25 - now listed as the third child
of “Methodology”

Open the article you want to move.
Go into Edit mode.

Change the Story order so that your new number is between the article you
want to be listed before and the article you want to be listed after your
moved article.

<Save & Close> your changes.
Your article is now displayed in its new position in the hierarchy.

MOVING YOUR ARTICLES TO ANOTHER LEVEL OF A HIERARCHY

1.

Click once on the article that you want to move to another place in the
hierarchy. Your article is highlighted with a rectangle.

Cut your article from its current place in the hierarchy by doing one of:
o <Ctrl>+x; OR
o select the Edit menu then select Cut.

Click on the article that you want to be the parent article. The parent article
is highlighted with a rectangle.

Paste your child article into its new hierarchical place by doing one of:
. <Ctrl>+v; OR

o select the Edit menu then select Paste.

Your article has now been moved to a new place in the hierarchy.
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Workflows
Workflow is the tracking of the status and progress of an article through the
publishing process.

Information entered in the Workflow tab is used in many views, especially those in
the Editing tab.

For example, the view Changes required relies on information entered in the
workflow tab of articles. If the information is not entered then an article won’t be
listed in the view — even if there really are changes required!

OBJECTIVES
By the end of this chapter you should:

o understand what is meant by “workflow”
o understand the importance of updating information in the
Workflow tab

o be able to correctly update workflow information

o know when to update the copy status

o know when to use print status

o know when to use web status

o be able to save different versions of an article

o be able to change the versioning settings for an article.
WORKFLOW FOR AUTHORS

Authors usually need to know how to file an article. Sub-editors and editors require
a more in-depth knowledge of workflow. This section gives instructions on
workflow as used by authors/article contributors.

1. Enter your copy into the article and format it appropriately.

2. Save the article.

3. Go to the Workflow tab. Look at the article’s Copy status — it is probably
Briefed.

4, Click on the dropdown list next to Copy status:
Select Filed.

6. <Save> or <Save & Close> the article.

WORKFLOW TAB

The Workflow tab tracks the progress of the article through the editing process.
This section is primarily for editors, system administrators and your webmaster.
Authors do not usually need to know as much about workflow as is in this section
(see section 13.2: Workflow for authors).
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The status of three publishing procedures is tracked:

o Copy status
. Print status
. Web status.

This tab is displayed differently depending on whether you are editing a parent
article or a child article (subarticle). However, the same types of information may
be entered in each tab.

A parent article (and first level articles) has separate subtabs for Status, Editing
notes, Changes requests and versioning. A subarticle combines these into the single
Workflow tab.

@ see section 6.2: What is an article? and

@® Chapter 12: Creating hierarchical content — related articles for more information
on related (parent and child) articles.

Parent article

A parent article displays the Workflow tab with subtabs. This allows more detailed
information about changes required and editing notes to be entered for the parent.

o e ey
f.'-" Tools @ M 13] Save 1_1] Save & Close tﬁ‘ Cancel ﬁ Irnport we Export E_:‘ Hide Info

edDesk Article f Acme corporation submits patent for dynamite

Basics | Brief | Copy | Classification | YWorkflow | Faper | Web | Log

Status | Edijngnmns| Change raquests | ‘.-"arsinningl

Copy status: Print status: Web status:
|Cu:un capt j INnna j [Nnna j
F Copy sentto suthor ™ Proof sent to author

Approve and Fost

I Author approved I Author approved
To: frances@bjork.net | x|

Request approval

Figure 131: Workflow tab with subtabs - parent article
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Child article

A child article displays the workflow tab on a single form. This allows you to see a
more summarised version of information than in the subtabs of the parent article.

[ E'I Tuulih.' @ Mew 'B Save & Cloze 'E:’ cancel 6 Import :-‘:' Export &" Hide Info

edDesk Related Article / Dynamite scandal blows up

Basics | Brief | Copy | Classification | Yarkflow | Paper | Web | Log | Clean

Copy slatus: Print status: Wab stabus:
- [ None = |None =
I~ Copy sentto author I Froof sentto author
™ Author approved ™ Author approved
Te: " =l
Editing | Changes:
notes:

™ Acknowladged [T Reguested

™ Completed ™ Acknowledged

™ Completed
Azzigned ta: | |
=]

Figure 132: Workflow tab on single form — related article

Copy status

This is initially set to Concept. Concept means that there is a story idea (articles
with the status of concept are listed in the Story ideas view) but the article has not
yet been briefed to an author.

Copy status will not automatically perform tasks for you! It only indicates that you
have done some other task associated with moving the article through the publishing
process.

For example, if you have already filed the article you would then go to the Workflow
tab and update the Copy status. However, if you just update Copy status and the
article has not really been filed edDesk will not do the filing for you - it updates the
status only.

1. Copy status: Click on the dropdown arrow next to the current status.
2. Select the article’s new status.
3. Copy sent to author: Check this box when you have sent the edited copy

to the author for approval.

4. Author approval: check this box when you have received approval of the
edited copy from the author. (This may not always be required.)

5. To: Enter the author’s email address here. If you have the author in an

address book already, you can click on the down arrow next to the To field
and select them from that address book.

6. Email a copy: Click on this button to email the edited article to the author.
The email is sent to the address entered in the To field.
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7. Request approval: Click on this button to request approval for the edits
from the author. The email is sent to the address entered in the To field.

Print status

You do not need to update this status if the article is going to be published on the
web only. The Print status is only updated after the edited article has Copy status
Approved.

Note

Print status should be updated after the copy status is set to Approved.

1. Check that the Copy status is set to Approved.
2. Select the Print status. Often it will change from None to Laid Out.
3. Proof sent to author: Check this box when the proof has been sent to the

author or client for approval. (This may not always be required.)
4. Author approved: Check this box when the author or client has approved
the proof. (This may not always be required.)

Web Status
You only need to update this status if your article is to be published on the web.

The following statuses are available:

o None — not going to be published on the web

o Pre-web — has not yet been prepared for web publishing

o Webified — has been prepared for web publishing

o Preview — available for your team to preview and review

o Posted — has been published on the web

o Archive — old article. Probably no longer generally available for

viewing, but has been archived so it can be retrieved if required.

1. Click on the required web status.
2. Approve and Post: If your article has a Copy status of Approved (check

the workflow status) and the article is ready for publishing on the web click
on <Approve and Post>.

<Approve and Post> runs a script that changes your article’s workflow
status to Approved (if it does not already have this status) and publishes
your article.

EDITING NOTES

Editing notes are entered by an editor after the story has been submitted. They are
for any editing related comment.

Editing notes are displayed in the Notes field of the Subs work desk view (from the
Production tab).

13-4




edDesk (Lotus Notes) User Guide

i) Indexed 7T X

Search v hMore

|N|:utes

an MB: (Francesz Borkman) Who iz the intended audience?
[Ackrowledged]

Figure 133:Notes field of the Subs work desk view. This field has the assigned person as

Frances Borkman and also indicates that this editing note has been acknowledged.

fr:" Tools @ Mg : o _ Sa I [ == Expo E_' Hide Infe I Preview

edDesk Article J Brer Rabbit

Status | Edding notes | Change requests | Versioning |

I Ackrowledged
™ Corrplated
Aagigned to:

Ernail & copy Requast approval

Figure 134: Editing notes tab (for a first level article).

{:'i Tclc.lih-.' @ Mew 1_3) Save & Close g Cancel ﬁ Irnport ':'.":' Expiort E‘ Hide Info

edDesk Related Article f Dynamite scandal blows up

Basics | Brief | Copy | Classification | Workflow | Paper | Web | Lag | Clean

slatus: Print status: wab stabus:

Concept |4 [Nune ;] |Nu s j

™ Copy zentto author I~ Froof zentto author ey
™ Author approved I Author approved
To: " =]
Request approval
diting | Changes:

rioles;

™ Acknowledged [T Regquested

I Completed ™ Acknowledged

™ Completed
Aszsigned to: | | .
=i Editing notes

Figure 135: Editing notes field in a subarticle.
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Go to the Workflow > Editing notes tab (for a first level article) or to
the Workflow tab and Editing notes field in a subarticle.

Type your editing note.

Assigned to: Enter the email address of the person who will be responding
to the editing note — usually this will be the author.

Click on <Email a copy>. An email, containing the text of the article is
sent to the author.

Save your article.

When the editing note has been acknowledged tick the Acknowledged box.
The Subs work desk view shows the person to whom the editing note was
assigned and whether it has been acknowledged.

Completed editing notes

When an editing note has been completed the note is no longer listed in the Subs
work desk view.

CHANGE REQUESTS

Editors can use the Change Requests tab to request changes to be made to an
article. After an author has made the requested changes the Change requests
tab must be updated.

Updates made in the Change requests tab appear in the Changes required view
(from the Production tab and the Editing tab).

[ [6 il el @mim

0\ Search in View 'ProductioniChanges’

Search for [
| | Change status |E ent status Changes
* lggue 2005:3
L~ News
Acme corporation submits Requested Copy sent to author Flease writ
patent for dymamite Acknowledged

Figure 136: Changes required view showing that the Changes required has been Requested
and Acknowledged.
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._.' Hide Inln

Sintuz | Editing notes | Change requaats | Varsioning |

|Menton roadrunnar’s butine it intere st in Acme - roadrunner row & major shareholdar

Acme corponabon sulbris patent los impeoved dynamite. This wil probably hese an enomous e on the population of coyvoles

Figure 137: Change requests tab in a first level article, with Change status as Requested
and Acknowledged

@ Mena EJ Save & Cloze E:i Canceal ﬁ Import :—:} Export e Hide Info * J Pre

edDesk Related Article f 1.1 What is edDesk?

Basics | Brief | Copy | Classification | Workflow | Paper | Web | Lag | Clean

Copy status: Frint status: Web status:

|Bubmil'|cd d Mone * |Nonc d
W Copy sentto author I Proof zentto author et el

I~ Author spproved ™ Author approved

To: " =l

Email a copy | Reguest approval

Editing Wwha is the intended sudienee? Changes: Dratail the notstion corvention:
nobes:
I™ Acknowledged ¥ Requested
I™ Complete Acknowledged
=
Agsigred to: lFrun-:'.es Borkrman };‘ Changes

Figure 138: Changes field in a subarticle.

Editor - entering a change request

1. Go to the Workflow > Change requests tab (for a first level article) or
to the Workflow tab and Changes field in a subarticle.

2. Type your request. For subarticles, this is typed in the Changes field.

3. Assigned to: Enter the email address of the person who will be making the
changes — usually this will be the author.

4. Click on <Email a copy>. An email, containing the text of the article is
sent to the author.

Tick the Requested option.
Save your article.
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Author - updating a change request

1.

5.
6.

Open edDesk and check your email. You will receive an email that
contains the text of the article that needs changes.

Open the article, go to the Workflow > Change requests tab (or to the

Workflow tab and Changes field in a subarticle) and note the changes
that have been requested.

Tick the Acknowledged box.
Make the changes in the article, as requested.

Article text displayed

The article text is displayed under the Workflow tab - so you can make
changes, while you still have those requested changes on the screen.

G | echng intranet edDiesk: J Home & | anchne Documentation Proect... 3 | S Bres Flsbbit [2006/7/Mews 4

E‘f. Toalz L-I} Flaw 13} Sarvn 13] Sawe & Cloge E" Cancs| 1,:) Import :;':- Expart 'E' Hide Info J Preview

edDesk Article / Brer Rabbit

Basics | Brief | Copy | Clazsfication | Workflow | Paper | Wab | Log

Saatus | Editing notes | Change requests | Vmimingl
Fleaze remowe the reference 1o Tar Baby

F Requestsd
I Acknewledged
» Completed

Email & copy | Reguest approval

Waelcome to Acme

Acme is & comparnty owned wholly by Rosdrunner and his lamity. Brer Rabbit is & panner in this compary:
Mission statemeant

To quickly and ethcently eradscate the pasky Wile E Coyole family

Erer Fiabbit had an alercation with the Tar Baby todey, Tar Baky won

~)

Atachirert: and IEbeORT. prig

Tick the Completed box.
<Save> your changes.

Completed change requests

When a change request has been completed the request is no longer listed in the
Changes required view.
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VERSIONING

The Versioning tab lets you control what happens to previous versions of your

article when it is saved. For example, you can track versions - letting you retrieve
previous copies of an article and you can create new versions of the article when
you need to.

The Versioning tab is only available in first level articles (article that are not
children of other articles).

If you change the versioning settings for an article to allow you to save new versions
of that article (and keep the old version as a reference) a new item is added to your
article toolbar. This is the Save New Version item.

@ Tools D New (Dsoe (D Savesclore G¥Cancel impot  SEEpot M Hidelndo  J Preview

Figure 139: Article toolbar when in Edit mode. The versioning settings do not allow different
versions to be saved.

& Tool: @ Hew 2V Save Z)Gaw & Cloze W Save HewVersion 3 Cancel ) impont I\:ﬁiE'q:-ml % Hide Inda B Preview

Figure 140: Article toolbar when in Edit mode. Versioning settings allow different versions of
the article to be saved. Note new item "Save New Version".

Important

If you are unsure of what this tab does make sure that the option Use System Settings
is selected.

Most people will not need to use the Versioning tab.

Versioning choices

Versioning choices are broken into two main categories — those that do not track
versions and those that do. If versions are not tracked you do not have the

Save New Version option available in your article toolbar and you cannot retrieve
previous versions of your article.

When you are selecting your versioning settings you need to decide how you want
the Versioning to work in your article. There are three main versioning methods:

o Have your new version become a child article of the previous
version. Your changes are saved in the child article and the
original article does not contain the changes.

Be careful to edit the correct version. Each time you save changes
another version is created. If you edit a version then save it as a
new version the new version is a child of the previous version - a
hierarchy of different versions of the article.
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|| 2600672005 ™ Mewspapers of Australia = Instructional Documentation Approved
aricle gnby
2B/0BR2005
2B/0GF2005
2B/0E/2005

Figure 141: New versions of the article are children of the original article. If a
version is edited and saved as New Version, the new version becomes a child of
the previous version.

Options that do

Have the new version promoted to be the main article and the
previous version demoted to be a child.

Your changes are saved in the main article and the previous
version becomes a child article. This is probably the easiest
method to select as you just have to edit the main article — previous
versions are still retained, but you don’t have to remember which
one to edit.

Have the new version and the previous version at the same
hierarchical level — both main articles.

not add Save New Version to your article toolbar

Use System Settings — accepts the default settings determined by
your system administrator. Use this option if you do not
understand the other options.

Don’t track versions — Different versions of the article are not
tracked. You will not be able to retrieve previous versions of the
article.

Options that add the Save New Version item to your article toolbar

Child article created for new version

Create response if File Save As New Version is used

When you select <Save New Version> or File > Save as new
version your changes are saved in a new version that is a child of
the original article. The original article does not contain the
changes - it stays as it was when you first went into Edit mode.

Create response automatically

When you select <Save> or <Save & Close> your article a new
version is automatically created. The new version is a child of the
original article. The original article does not contain the changes
made - it stays as it was when you first went into Edit mode.

New version is now the parent article and the previous version is demoted to a

child
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version becomes a child article. You just have to edit the main
article — previous versions are still retained, but you don’t have to
remember which one to edit.

Promote to main document automatically

When you select <Save> or <Save & Close> your changes are
saved in the main article and the previous version becomes a child
article. This is the easiest method to select as you just have to
edit the main article — previous versions are still retained, but
you don’t have to remember which one to edit.

Both the new version and the previous version are at the same level of the
article hierarchy

Create additional main document if File Save As New Version is
used

When you select <Save New Version> or File > Save as new
version your changes are saved in a new version of the main
article. The new version is at the same hierarchical level as the
previous version and is not indicated as a version in any way. The
newest version is at the bottom of the listed articles.

Create additional main document automatically

When you select <Save> or <Save & Close> your changes are
saved in a new version of the main article. The new version is at
the same hierarchical level as the previous version and is not
indicated as a version in any way. The newest version is at the
bottom of the listed articles.

i Setting your Versioning options

1.

o ~ DN

Open the article for which you want Versioning.

You can only set Versioning options in articles in the top level of
the hierarchy (that is, not children of any other article).

Go into Edit mode.
Go to the Workflow > Versioning tab.

Versioning: select the required versioning option.

<Save> your changes. If you have selected to Create response
automatically, promote to main document automatically or Create
additional main document automatically your new version is
automatically created for you.

To display the <Save New Version> toolbar item you need to close
your article, reopen it and go into Edit mode.
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Editing homepages

Every publication that is published on the web (Internet, intranets, extranets) has its
own homepage. If you have access to the Development tab, you can create new
homepages and can edit existing ones.

OBJECTIVES
By the end of this chapter you should be:

o able to list your publication’s homepages

o familiar with the most commonly used fields in the homepages
o able to update the Basics and Copy tabs

o aware that other tabs are tailored for each client

o able to edit the Module tab

LISTING YOUR HOMEPAGES

Homepages are available from the Deve lopment tab. If you cannot access this tab
you will not be able to modify your homepages and will have to ask your system
administrator to make any required changes.

1. Click on the Development tab.
2. Select View homepages.
3. A list of all homepages for your database displays.

‘ #echne rbanet edllesk / Home
1ECiDesk’

Waloame France: Barkman

o 2 2 2l

O, Search in View "“ChannelilWeb SitelHomepages”

B | vhapels ecliosk - Chareds.. 3
v Gatting Started w0 Preferences

| search

&2 Search for |
Advancad pearch -
_Trplu Posilatle Mame Slatlus
Development * Site homes
A Hew articls | DO 22005 wheels Posted
New library item * Index home:
| Lo e 201 202006 Showroom Pasted
20 212006 Shewroarn search Pagted

| = Devalopmaent
Homepages

Figure 142: List of homepages for the Wheels magazine website

Information displayed is:

o Type of homepage:

o Site homes — the most recent page listed here is the
homepage for your entire publication’s website.

0 Index homes — the web developer of your site determines if
there are any homepages for other sections of your
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publication. In the example above, there are separate
homepages for the Showroom and the Showroom search
sections of the Wheels publication. Index homepages tend
to be used if a section has a complex display.

ninﬂfﬂm‘!’- Sraroh - L5 ewviaeger  Baki el iy PR
BAZANAR
FASHITN
[ ]
&= W

INSATIABLE 'b
|BEALTY e S 1
RLUNWAY
FAME '
IHRECTORY TOP MAN

LOVE
MATCH

The Insiders” Shopgang Guidk CET SMART

Giswaar B Srraet's Bet cialie
GENTLEMEN FREFER BLONDES
A poeak prel batind the. ncenea of the

PARTY TIME

= T 2L LTI LT

Figure 143: Index homepage used for Fashion section of Harpers Bazaar
magazine website

o PostDate: when the page was published (posted) on the website.

o Name: name of the homepage. Each homepage should have a
name that indicates the nature of the homepage and the part of
the publication to which it belongs.

o Status: where the homepage is up to in the publishing process.
Pages that have been published have a status of Posted.

You can have more than one site home page posted but edDesk automatically uses
the one with the latest PostDate.

PREPARING TO EDIT A HOMEPAGE

If you frequently update your homepage it is a good idea to copy the original
homepage and make your changes to that copy. That way, if something goes wrong
you can easily revert to the original homepage.

1. List the homepages.

2. Click once on the homepage that you want to update.

3. Copy this page. You can either select the Edit menu then Copy or use
<Ctrl> +c.

4. Paste the page. You can either select Edit > Paste or <Ctrl> +v.
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5. You now have two identical site homepages listed. The bottom one is the
copy.
6. Open the copy of the homepage.

Changing the original homepage so that it is not displayed
1. Go into Edit mode.

2. Change the Web Status to None.
3. <Save & Close> the page.

Displaying the copy of the homepage

1. Open the homepage you want to display (this is the one that has a Status of
Posted).

2. Go into Edit mode.

3. Change the PostDate to the date that you want to start displaying this new
homepage.

4, Make sure that the Web Status is Posted.
Make any other changes to the page (® see section 14.4: Editing a
homepage).

6. <Save & Close> your new homepage.

EDITING A HOMEPAGE

This section does not discuss every field and tab within a homepage. Most tabs and
fields are customised for each client. However, the concepts and major procedures
are the same for each homepage.

1. Double-click on the required homepage. The homepage opens in Preview
mode, and looks a lot like any other article. Some homepages have HTML-
type code in the body.

8 [ipchore oot siDash | Home |50 [\witwets sllesh - Chareels. 0] Sl Horsgiags defirdiens 3¢

A Edn K3 Cancel i Preview

edDesk Homepage / Wheels

Homepege itk Type: - -
Port dme F
Erd dats: [ w8

iV 1d="TERELoEY AT IBE lanqadts"TavaicILpt” Scc="tiaplates hons TEHILOEY. JAT A BEELPT SALTD
fhedddiv idsTmore_storiesTrIncript languagesTlsvascEipt” srosTrenplates HOEE_EOTSTORSLOELER, T B0 psL ALY
cdiv id="featuces” style-"posivics: celatiwe™r<sccipe langesge="Javascripe” asc="tsaplaves hoas featuzes, ja™»cise

€div ids"sponsor_video >{E0ript langasges"Javascript” srce"templates/home Sponsoledvidecs. 87 Soripeed fdivs

b dmschmants snd resoarcs filee

Figure 144: Homepage for Wheels magazine in Preview mode

14-3



edDesk (Lotus Notes) User Guide

2. Click on <Edit>. Your homepage is now in Edit mode and you will see
more fields.

[15 hbre rmvarsst ocliesh. / Homs |08 [iabuosls scliatk - Chanrais 3 | 8] Homepage delnior 3

IIIEIJ A& Clgee E:h:ll':!' dFrrars

edDosk Homepage | Whels

Baweh | Copy | Lead asch | Madslos | Linka | Mointags | Caching | Desplay indm:

Hamesage bt Lheel Tipe T T—
Wb staan [Ponsa = Faardate 0BA 200
Ste miariycn !!-‘.I':l::.l A S m :_! End &atn e
Tl el Bl At !do---'\-hul- Tarmgtine
wdliept

| 4diw id="topatary™rdpczipt langmgr="levesccipt™ spce"oemplatsashome_topatory. IaTaSeciptOilive
(BediY 1ds"ncce steries iiccipt lanquape="Javascript™ stc="teaplates hoks serebepatocind. 10 R/ el ped /vy
Oliv 1d="Features™ seyle="poaitisn: relamive™aCafript langeaget="Jlavascripl™ spe="rewplates /Bens_features. 1870/ seniptec/dive

| ediw 18-"spanses_vLAEs"RSELRE labiage =" Jevaseript” src-"reablates hoks Sponsosedwidens, 18RS EEL P AL

Figure 145: Homepage for Wheels magazine in Edit mode

3. The fields have been set up by itechne or your system administrator and you
will not need to change most of them.

4. Make the changes as required.
<Save & Close> your homepage after you have made the required changes.

6. Go to your website. If your edited homepage was published previously,
you will see the changes you have made.

i Basics tab
The Basics tab is displayed when you open a homepage.

There are several fields that you will not need to change, unless you are a system
administrator. Fields you may change are:

o Homepage title — this only displays in View homepages.
Similar to subject field in articles.

o Type — select from Site homepage or Index homepage. You will
probably not need to change the setting.

o Web status — indicates where the homepage is up to in the
publishing process. Similar to workflow in articles.

o Post date — date when the homepage is first published on the
web.

o End date — date that this homepage expires (and will be

replaced with another homepage). This is often left blank.

i Copy tab
This tab is similar to the Copy tab in articles.

o Title — Whatever is typed here is displayed in search results and
indexes, so make sure it is meaningful.

14-4



edDesk (Lotus Notes) User Guide

o Headline — appears as the main heading on the page.

o Intro — this is used as the first paragraph of your homepage and
appears in a style determined by your template.

o Pull quote — Enter any quotes that you want to be prominently
displayed in your homepage. No template uses this field yet!

o Summary — Enter a short summary of the homepage. This field
is used in section pages, so is only relevant for index
homepages.

o Bio — Enter a brief biography of the author or site. Not used by

any templates at this stage.

Modules tab

Many databases and publications have tabs that you use in similar ways. This
section instructs you in updating information in those tabs.

Customised tabs

Remember that these tabs are customised for each publication, so the titles and
fields may be different, although the method of updating is the same for each tab.

The Modules tab lets you break down your homepage into different parts (or
modules). You then select which items display in those modules.

1.

Go to the Modules tab. The available modules are listed in collapsed
format.

L | achne irtranst edDiesk - Chann..

- . -, - .
(%) 5ave & Close A Cancal  J Preview

edDesk Homepage f Wheels

Basics | Copy | Lead aricle | Modules | Links

Metatags | Caching | Displey indes

The following modules are svailable for your homepage

¥ Top Story

P More Top Stories

b Festures

F Sponzored Videos

<div id="vopstory"r<script language="Javascript® src="templates/home_topstory.ja*»</sd

Figure 146: Modules tab listing modules in a collapsed format

Click on the arrow next to the module you want to edit. The module is
expanded, displaying all editable fields.
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|.3]‘ Save & Cloze f:‘ Cancel IPreview

edDesk Homepage [ Wheels

Modules | Links | Metatags | Caching | Display indesc

w More Top Siones

# | 2|83 04|05 | 26| a7 | 58|

Headang: i’w’h:els narnes iz COTY day l Irrvage LIRL: by gl
Intraduchan: r'I'I-..: wheels are in mobion for'Wheels' big |

announcerment, which cormes after 50 vananty of 21

riew endels were tested over sic long davs |
Link LURL: |aﬂic|c|DsJ'9?DCBD9ﬁ-ﬁ?DﬁEﬁBWETZEEDWEH% Link Teot: e

Figure 147: Expanded module "More Top Stories"

3. Numbered tabs (#1, #2 etc): Some expanded modules have several
numbered tabs. The number indicates the order that the tab is displayed in
on the homepage. The actual location on the page is determined by the
output template (maintained by your system administrator or itechne
technical staff).

Each tab links to a separate article.

4. Heading: enter any desired text for the heading for that article. The
heading is displayed on the homepage and can be different to the heading
that has been entered into the article itself.

5. Introduction: Enter introductory for the article. The Introduction should
capture a reader’s attention and encourage them to read the complete
article.

6. Link URL: This is URL of the article that will be displayed when people
select to view the entire article.

a. Open the article you want to link to.
b. Highlight and copy the contents of the Web link field.
C. Paste the contents into the Link URL field on the homepage.

7. Image URL: If you are putting an image on the homepage, enter the image
filename.

8. Link text: This is the text that people click on to see the article in its
entirety.

Attachments and resource files

If you are using images on your homepage you should attach them using the
Attachments and resource files field.
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@ see section 7.8: Attachments and Resource files for instructions on using this
field.

Example of source and resulting homepage

Example of a source homepage

|E] Save & Cloze m Cancal  J Preview

edDesk Homepage / Wheels

The fal ownn g medules ang available for yvour homepage:

w Top Story

Heading: |Dr¢|an | Image URL: 8.gi
Intraduction: new introduction
Link LIRL: |aru:lt-ll:lsFBB:C‘BDﬂC‘!?SA?MEECﬁJEFZSEﬂﬂ16035? Link Text: LT

_

CAFAFIFAF AP AF )

Heading: [‘Wheel: namas As COTY day I Image URL: coty.gd

Infreduction: [The wheels ars in motion for Wheels' big
announcemeant, whach cormes after 50 vananis of 21

e rvodels were tested over six long days
Link LIEL: |arbr:,lell:lHB?CC‘BDQ.&E?DB&E.&HWS??S‘NUUEHQS Link Tet: Mars..

Figure 148: Source homepage for Wheels magazine site - note that the Top Story and More
Top Stories fields are expanded

Web page resulting from the source homepage above

Page display

The display of the webpage (eg. Fonts, page layout) is determined by the output
template, that your organisation will create with assistance from itechne.
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wheels auto search ) T{in"-;'c].“-,-f
Al Makes i Drog-lop

AN N I we| e inkrocuction
— More

Fuel Economy (Mren00km) ||
3-eor Resale Fating (%) v:
Price Win V {n | Pricas Max V

Wetachs Segrments

Wheels names its COTY day
The wheels are in motion for Wheels' big snnouncement, which comes
ol SO0 v

By WiOneE

ants of 21 niver models were bested over st kong

Ouecie Pl dandcing, Ferran stide
Chatting inbo ther cric Chetstrens: swing of things proved an
SRS BEETC For Cree Farmar oot Mons

subscribe

In Ehis (s

Features

Ris | Hews Shmwraom Car of the Year Fealures

Figure 149: Homepage created from the source, (see Figure 143, above)
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15. Housekeeping — cancelling articles,
replication, favorite bookmarks, updating an
index

This section instructs you in the fundamentals of managing your content.

Note:

“Favorite” is spelled the US way as this is how it appears in Lotus Notes.

15.1 OBJECTIVES
By the end of this chapter you should be able to:

o cancel an article

o replicate your databases

o see when databases have been most recently replicated

o replicate only email

o add your most commonly used databases to your Favorite
bookmarks

o update index of articles.

15.2 CANCELLING AN ARTICLE
Sometimes after an article has been started it will no longer be required.

Cancel NOT delete

It is important to cancel the article, and NOT delete it, so that a record of the article
remains.

Cancelling an article is done in the article’s workflow. Cancelling means that there
is still a record of the article having been commissioned, the author to whom it was
briefed and the copy that was written. If you delete the article all information about
the article is deleted.

For example, your editor has commissioned an article about sports cars. There is an
overview of the cars, each author has written an article about a car and there is a
separate sidebox comparing the cars discussed. It has now been decided that only
the sidebox will be retained, and the separate articles are no longer required.

1. Open the article to be cancelled.

2 Go into Edit mode.

3 Go to the Workflow tab.

4, Click on the dropdown arrow next to Copy status:
5 Select Cancelled.
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Slatus | Editing nuiasl Change reguests ] Vamiuningl

Copy status: Print status: ‘wiab stabus:
I':-uﬂn:[ll:d j |Nun: j INnnc j
™ Copy sert to suthor [T Proof sent to author

Approve and Fost

™ Author approved [ Author approved
To:  France: L Borkman | =)

Ernail a copy FReguest approval

Figure 150: Workflow tab for an article. Change the copy status to Cancelled.

E Toolz ) S ELe g‘ Cancal ('_j' Import -:-:f Export G‘ Hide Info

edDesk Related Article f testing workflow initial values

Copy status: Prrint stafus: Web stabus:
O] o S one |
¥ Copy sentto author I Proof zent to author

™ Auther approved ™ Author approved
Ta: " Frances Borkman | =]

Approwve and Post

Email a copy | Request approval

Editing |editing notes Changes: |cha nges
nobes:
F Acknowledged F Requested
[ Completed M Acknowdedged
™ Completed

Assigned to; ;Fran-:ss Borkrman |;I

Figure 151: Workflow tab for a related article / subarticle. Change the Copy status
to Cancelled.

6. Click on <Save & Close>.
Views now list the article with a copy status of Cancelled.
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e — ]
Q Search in View 'ContentlAll by section’
Search for |
11 :C'CI p Status :ﬁ.ulhq
* Codporale

b Administration
I ; Hu-an HE!DIICEI

01052005 Bdvetizemant for new ofthes jurer Cancelled Fran
* Hesources

* Reference materials

& 2500512005 ™ Acee corporation submits patant for dyn amite Concept Fran
* Manuals
Setup tab: Creating new issue defintions Concept Fran
01/0452005 ™ Acme corporation reparts Ball invalue of rocky canyons Briefed Fran
01m4r2005 . j
011 212004 ™ Digital camera revisw Concept Fran
L0 e300 ; |

Figure 152: View All Sections showing “Copy Status” of cancelled for the cancelled article

REPLICATION

Replication is the process of synchronising two databases. It is used if you have
Lotus Notes on your own computer and are not always logging directly into your
organisation’s computer. This is a common situation if you are working away from
the office. Your local copy of Notes will be set up by your administrator to
automatically replicate your databases throughout the day.

For example you often work from home and have Notes on your home computer. It
is faster to use your own local version of the database to write and edit copy. (This is
because your computer does not have to communicate with your work servers.)
Your local Lotus Notes would be set up to replicate your databases several times a
day.

Replication ensures that both you and everyone else in your organisation are
working with the most current information in your databases.

Replication is done on the Replicator page.
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@ itechne Documentation Project edDesk - Content\A

File Edit %iew Create Actions Help
A ECIEET BRIEREE
Address

O A E

Home

0} Search in Yiew "Cor

Search for
|1 |

¥ Corporate

@ I i F Administration

Mew library item -

@ Search
I
@ Advanced search

Figure 153: Replication icon highlighted in the Bookmark bar

1.
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Look at the bar running down the left side of your Notes screen
calls this the Bookmark bar.)

Bl

Click on the replication icon .
The Replicator page displays.
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Figure 154: The Replicator page.
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4. Information displayed includes:

On | Piaidy | Databasa

() ]

I Replication ~  [swen ke [+
£} P
|

Lazl Hian

SEOp

_I'-ﬂm-cl'm nbianet echetk - Ademi .. |E§ Frances Borkman - Inbox /]nﬂnecl'ne Docusment stion Frogect }-{]ﬁrﬁe‘p&rﬁm *

Shaluz

= 07-33 PHl 0 Perding, 0 Sert
~ Cd [_—_.* Siersd oulgoeng sl Today wath Host T sckes Verhast
al - a4 . . 0773 P (0 Aleceived, 1 Sent
@ ! tarcet: Elodluman Teddsy Tt Hosl T eckem Verhaes
N Ancmivad 1 5
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e
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Figure 155: Closer view of the replicator page settings with the itechne Document

Project edDesk database selected.

On: whether the item listed will be replicated.

Priority: lets you view settings for your items. There is no need
for most people to look at this.

Database: which databases are included in the replication process.
Last Run: when the replication last occurred.

Scope: indicates whether you are sending information to your
server-="'L1 receiving information =~ 'LJ or both ==L

Status: How many items have been Received and Sent and the

name of the server that you are sending to and receiving from.

Start now

Sometimes you will want to manually start a replication of all or some of your
databases. This is likely if you have created or edited several articles and want to
ensure that others in your organisation can see the changes you have made.

[Eﬂ itechine intranet edDesk - Admi... [@ Frahces Baorkman - [nbog [Eﬂ itec:h

Replication ~  [startiew |-

Skart Mo
On | Prionty | Database ~ Start Mail Only Mow
Skart High Pricrity Dakabases Mow
v @ Send oul, 2 Y -

Figure 156: Replicator page using the Start Now menu to force a replication now as well as

when it is normally scheduled.

Selecting a single database to replicate

1. Click on the database you want to replicate.
2. Click on Start Now.
3. Select Start Now.
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Selecting to replicate mail only
1. Click on Start Now.
2. Select Start Mail Only Now.

Replicating high priority databases.

Your administrator will decide which databases are high priority.
1. Click on Start Now.

2. Select Start High Priority Databases Now.

When is replication set to next occur?

1. Look at the right side of the Replicator page.
2. The next scheduled replication time is displayed.
| X

Settings are for Home [Mebwark, Dialup] =
Mext replication is at 07:53 P Today ~

Figure 157: Top right of Replicator page showing next replication time - as set by
your administrator.

USING FAVORITE BOOKMARKS

Favorite bookmarks are a way of listing and going to your most commonly used
databases and pages.

Adding items to your Favorite Bookmarks list

There are several ways of creating Favorite Bookmarks. Each item to be added to
Favorite Bookmarks must be able to be displayed as a window tab.

@ itechne Documentation Project edDesk / Production - Lotus Notes
File Edit Wiew Create Actions Help

CRHE- 735 T4 o0
%,fgddress

Window tab
| I’f """-..._'i
[E,ﬂ itechne intranet edDesk / Home [@ Frances Borkmar - Inbos... 3 [@ Re: ed

Figure 158: Window tabs. These can be added to the Favorite Bookmarks list.

Right-click on the article

1. Display the article or screen you want to add to your Favorite Bookmarks.
2. Right-click on the item.
3. Select Create Bookmark.
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Drag a window to the Bookmark bar

1.
2.

Display the article or screen you want to add to your Favorite Bookmarks.
Hold down the left mouse button and drag the window tab to the

Favorite Bookmarks icon @ The title bar is greyed out and the mouse
appears as the “no permission” sign, as in the diagram below.

E,ﬂ itechie intranet edDesk / Home @ Frances Baorkman - Inbox... A

% (I:":__"} Tools @ [ e @ Saw e Q Cancel @

@ edDesk Related Article f Camera 1

Basics | Brief | Copy | Classification | Workflow | Pape

@ Subject: |bar‘nera1
@ Section: | J |

Tvpe: |5u|:lEll"til3|E j
ﬁ E‘j Camera 1 [2004.@Hesuurce...
@ Story order: (100 Yolume: 2004 Mumber:1

Figure 159: Dragging the titlebar with the "no permission" cursor indicating that the
titlebar cannot be placed where it now is.

When you reach the Favorites icon your Favorites list appears.

Move your window tab to the position you want it to be listed at. A
horizontal line shows you where it will be placed.

[Eﬂ itechine intranet edDesk / Home [@ Frances B
[‘E% Fawvarite Bookmarks —i O x

@ Sort T View ™ E Q,

Welcome

-
E_,. Databaze Subscriptions

T it nee o o n..B,pE
' wa Frances Burk% |
@ L 1 TwsAddress Book

% @ itechne Documentation Project edDesk
ﬁ_@ itechne intranet edDesk P4

Figure 160: Titlebar and horizontal line showing where it will be placed in the
Favorite Bookmarks list.

Release the mouse button. Your item is now in the Favorite Bookmarks
list.
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Creating a bookmark Folder

1. Open the Favorite Bookmarks list.
2. Click the New Folder icon at the top of the Favorite Bookmarks list.
| E |itechne intranet edDesk / Home: |3} Fran
% Favarite Bookmarks —Aax
@ Sotv Viewv T O
> % Wwelcome %

Figure 161: Mouse pointing to New Folder icon.

Folder name: Type a name for your new folder.
Click on the Folder that you want to put your new folder in.

Foldar name
|Hem ilerng

Sedact a locaton for the new fokdey
E - Foldess -
# 2 Databases

Bl & Favonte Bookmarks

1 Hew Bookmark Folded
+ ] More Bookmarks

ok | Cancel
Figure 162: New folder called "News items" to be put into the Favorite Bookmarks
folder.
5. Click on <OK>,

Removing an item from the Favorite Bookmarks list

1. Right click on the item to be removed.
2. Select Remove Bookmark or Remove Folder.
Note

When you Remove Folder you also remove all bookmarks in that folder.

UPDATING AN INDEX

Search engines use indexes to help articles be quickly located and listed on your
screen. edDesk uses full text indexes because they allow more accurate searching
of the articles in your databases.

If you work on your organisation’s server (on a network) the indexes are up-to-date.
If you work on your own local version of Lotus Notes, indexing is done as a
“background task” whenever your computer is not too busy — if it’s always busy the
indexing may not be done as frequently as you need.
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If you have database permission you can manually update indexes.

Does my database use a full-text index?
To see if your database uses a full-text index do the following:

1. Go to a View that displays the Search bar. (All Issues and Sections views

display the search bar).
© i [ P | @ |+ Sniro |0 B | > ot | @ i

O Bearch in View "ConlenMAll ingues’

Sesrch fer

2 nedascnd

¥ bors

Figure 163: Search bar. This example is from the "All Issues"” view, but other

views also have the Search bar.

2. Look at the top right of the Search bar. You see the word Indexed with

either:
I. agreen circle — full text indexed
ii. abrown circle — not full text indexed.

When was my index last updated?

1. Go to a view that displays the Search bar.
2. Click on <More>.
3. Your Search bar is expanded. The right side of the search bar is below:
) Indexed 7 X
Q * More

ample form... |

Sort results by |k&ep current order (sortable) ﬂ
O Lastindexed 26/08/2005

260 documents

Update Index |

Figure 164: Search bar with indexing details shown.

4. You can see the date your database was last indexed and how many

documents were included in your index.
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Updating an index

If you notice that the index has not been updated recently and you know that there
have been several changes made to the articles in the database you can update the
index.

The diagram above shows the database was last indexed on 26/08/2005. The screen
capture was taken on 30/08/2005. Therefore the index has not been updated for four
days — this database is also a training database, not a “real live” database, and does
not have many articles added or edited.

To update the index:

1. Go to a view that displays the Search bar.
2 Click on <More>.

3. Your Search bar is expanded.

4 Click on <Update Index>.
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Webifying your article — getting ready to
publish on the web

If your article is to be published on the web (including intranets) it must be
“webified”. Many of the steps involved in webifying an article are explained in

detail in other chapters of this user guide. These other chapters are referred to in
each webifying section.

OBJECTIVES

By the end of this chapter you will be familiar with the steps needed to webify your
article to ensure that it is in a format able to be published on the web.

STEPS INVOLVED IN WEBIFYING AN ARTICLE

Paste images into the body of the article

Images must be put in the body of the article in the position that you want them to
appear in the published version of your article.

Pictures that have been added to your article using the Paper tab,

<Attach Pictures> or the Attachments and resource files field will not appear in
the article unless they are pasted into the body of the article.

@ see Chapter 9: Including documents and images in articles.

Classifying your article
Check that the classifications that have been applied to your article are still relevant.

@ see section 11.3: Classification tab for information on adding and updating
classification details.

Add links to external sites — if needed

If your article refers to other organisation’s websites and you want your readers to be
able to quickly go to those other sites, you need to create links to those sites. Links
are created by adding Hotspot links.

@ see section 8.9: Creating link (text) hotspots — Linking to other articles and
external sites and section 9.9: Image hotspots.

Replace internal page references with hotspot links - if needed

This is mostly relevant when you are converting large articles, or written reports,
into several smaller articles and subarticles. Links are created by adding Hotspot
links.

@ see section 8.9: Creating link (text) hotspots — Linking to other articles and
external sites and see section 9.9: Image hotspots.
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17. Printing edDesk content

edDesk allows you to print views and individual articles. You can select various
print formats and inclusions. Printing views is often used for printing details of
articles for a particular issue of a publication.

17.1 OBJECTIVES
By the end of this chapter you should be able to:

. change the most commonly used print settings to ensure that your
printout is formatted as required

o print an edDesk article

o print the list of articles returned by non-expandable views

o print the list of articles returned by expandable views

o print a list of some of the articles in expandable views.

17.2 PRINTING EDDESK ARTICLES
You can print articles from different places in edDesk. These are:

o when the article is in Edit mode
o when the article is in Preview mode
o when you are in a view, and the required article is selected

(clicking once on the article will select it without opening it).

The Print Document dialogue box displays when you print from an article, or from
a view where you have not selected any articles.

The Print View dialogue box displays when you print from a view where you have
selected at least one article.
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Printing from an open article
1. Press <Ctrl>+p OR select the File menu then Print.

2. The Print Document dialogue box opens. This lets you set the printing
options. The options you see depend on the type of printer you have.

Print Document

=P Printer |% Page Setup |
LIRS P Laceiel 1100 (MS) (Copy 1) x| | Setings.. |
Statuz.  Feady
Type: HP Lasenlet 1100 [MS5] [on LPTT:)
Comment:
Location
- r I~ Frink a3 draft
E.r" B « - I Scale all graphics to 100%
; & i ™ Preview in color
" &ll pages Mumber of copies Ii 5
" From page | = | = [¢ Collate copies

oK Preview... | Cancel |

Figure 165: Print document dialogue box as displayed from an article

Print Frames

This option is only available when printing from a view. Itis greyed out if you
are printing from an article.

Set your printing options as required.

4. Click on <Preview...> to check how your article will look when it is
printed. A Print Preview opens. Make sure that your article will print as
you need.

Click on <Done> to close the Print Preview. The Print Document
dialogue box displays.

5. Repeat steps 3 and 4 until you are satisfied with the print settings.
6. Click on <OK>. Your article is printed.
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i Printing from a view where you have selected an article

1. Go to the view that lists the required article.
2. Click once on the article you want to print.
3. Press <Ctrl>+p. The Print View dialogue box opens.
Print View
&= Printer i%‘ Page Setup | ] Documents Style |
IELC HP Lasedet 1100 MS) (Copp 1) KINEEEUFT
Statuz  Feady
Type:  HP Lasenlet 1100 [MS) fon LPT1:)
Comment:
Location:
" As laid out on screen ™ Port as draft
" Each frare individually [ Scale 2l graphics bo 1005

| " Selected fiame only [ Preview in color
| ™ Selected wew

% Selected documents
-~

= All pages Murnbet of copies 13 3:
" Erom page | < 1o | A [ Cgllate copies

ok Breview... | Cancel |

Figure 166: Print View dialogue box with default settings selected

4. Set your printing options as required.
@ see section 17.4: Printing options for more information.

5. Click on <Preview...> to check how your article will look when it is
printed. A Print Preview opens. Make sure that your article will print as
you need.

Click on <Done> to close the Print Preview. The Print Document
dialogue box displays.

6. Repeat steps 4 and 5 until you are satisfied with the print settings.
7. Click on <OK>. The article is printed.

i Printing several articles from a view

Expandable views let you select several articles for printing. Non-expandable views
only let you select one article at a time.

Expandable views have a toolbar along the top of the view.

@ see section 4.4ii: Expanding and collapsing your results for more information on
expandable views.
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-—
U., Search in View 'Production\Changes®
Search for |
| Change status |5=nt status
¥ lzzue 2005:3
¥ Mewrs
Acrne corporation submits Requested Copy sentto author

Figure 167: Expandable view. This type of view lets you select several articles to print.

itechne Documentation Project edDesk f Your articles

lzzue |$ccllun |Sub::u|l'un Subject
20067  Mews Announcements Brer Rabbit
2008:7  Corporate Accounting Irvaices
20053 Resources Manuals .Subarticle: 1.2 General objectives
2005:3 Resources Manuals another new article for agent tasting
20053 Resources banuals Another new aficle to be moved 1o a falder
200%:3 Resources Manuals Uszer Guide

B20053 Resources Manuals ..Subarticle: 1.1 What iz edDesk?
20053 Resources Manualz .-Subarticle: 1. Introduction
20053 Resources Manuals Subarticle: 3, Getting Starad
20053 Resources banuals Bubaricle: 2, Publishing steps in & nutshell an

hiow they relate to edDesk

Figure 168: Non-expandable view. This type of view lets you select only one article at a
time to print.

1. Go to the required view (it must be an expandable view).

2. Click once to the left of each article you want to print. A tick appears next
to that article.
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@ Froduction ®! Cearch Bar
':1% Search in Yiew ‘Dynamic SelectiLate Copy”
Search for |
A ||
2006:7 kdarketing Public Relationz: R4
20054 Corporate Human Rezources:
- Job advertizement
2004:12 Corporate Human Rezources:
Jumor Office Azzizta
2004:12 Corporate Human Rezources:
Part-tirme Office kan
¥ 2004:11 kdarketing bAwvardz: IBb Parne
edDezk Mewsletter |
nomination working
¥ 2004:10 hdarketing Ewxparting: Auztralian
Application Form
20049 M e Tender announcem
kdodificationz and n
hlanagement Systes
Dffjce
¥|2004:9 Corporate Infarmation Technol
and network analysi

Figure 169: Selected articles are indicated with a tick.

3. Select the File menu then Print OR press <Ctrl>+p. The Print View
dialogue box displays.

4. What to Print. Click on Selected documents.

Click on <OK> to print, or <Preview...> to see how your articles will
print.

17.3 PRINTING VIEWS

Views are often printed and used as summaries of how articles are progressing in
relation to publishing an issue of a publication.

Expandable views allow you to print part of the view. Non-expandable views print
the entire list of articles returned by the view.

i Printing non-expandable views

1. Go to the view you want to print.

2. Click once on any article listed in the view. (This ensures that the Print
View dialogue box displays when you select Print.)

3. Select the File menu than Print OR press <Ctrl>+p. The Print View

dialogue box displays.

4. What to print: Click on Selected view.
Click on the Page Setup tab.
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Orientation: select Landscape.
Click <OK> to print.

Printing the entire list of articles in an expandable view

1.
2.

N o o s

Go to the view you want to print.

Click on <Expand>. The view expands, to list all articles matching the
view criteria.

Select the File menu than Print OR press <Ctrl>+p. The Print View
dialogue box displays.

What to print: Click on Selected view.
Click on the Page Setup tab.

Orientation: select Landscape.
Click <OK> to print.

Printing part of the list of articles in an expandable view

1.
2.
3.

L N o O

17-6

Go to the view you want to print.
Click on <Collapse>. The view collapses.

Drill down through the categories in the view until you have listed all
required articles. For example, in the Production Directions view you may
wish to print only articles for the coming two issues of a publication -

Volume 2006, Issue 8 and Issue 9. You would need to drill through each of

these categories until all relevant articles are listed.

Select the File menu than Print OR press <Ctrl>+p. The Print View
dialogue box displays.

What to print: Click on Selected view.
Click on the Page Setup tab.

Orientation: select Landscape.
Click <OK> to print.
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PRINTING OPTIONS

Only the most common printing options are discussed in this User Guide. If you are
curious about some of the other options then select the options and click on
<Preview...> to see the results of those settings.

Most of the settings are in the Printer tab of the Print Document and Print View
dialogue boxes.

Printer tab

Most of the options in this tab are for when you have selected to print a view, not an
individual article.

What to Print / Print Frames

When you are in a view that has a toolbar your options are in the field What to
Print. When you are in a view that has NO toolbar your options are in the field
Print Frames.

o As laid out on screen — your view prints as it is displayed on the
screen. Screen items such as the navigation pane and tab bar print.
o Each frame individually - NOT GENERALLY USED. Each

frame of the screen prints on a separate page. If you select this
option use <Preview...> to see how your printouts will look before
you print!

o Selected frame only — Only the frame that your cursor is in will
print. Usually this is the body of the page (and this is where you
want it to be!). USEFUL.

o Selected view — Prints the view that you are in. This option is not
listed in the Print Document dialogue box. VERY USEFUL.
o Selected documents — Prints the article(s) that you have selected.

If you select this option the Print View dialogue box displays the
Documents Style tab that lets you control how the selected
articles are printed. This option is not listed in the Print
Document dialogue box. VERY USEFUL.

Print Range
o All pages — select this option to print all pages in an article or view.
o From page... to — if you only want to print some pages, enter the
numbers in the From page and To fields. You will probably need
to go to <Preview...> to determine which pages to print (as they
are not numbered in the article or in the view). This option is not
widely used in edDesk.
Print Quality
o Print as draft — prints quickly, but at lower quality. (Good way to

save printer ink).
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o Scale all graphics to 100% - Select this option to print your images
at their original size. If you have imported an image into your
article, then resized the image your resizing is ignored when this
option is selected.

o Preview in colour — select this to do a print preview in colour — as
you see the article or view on screen. If you do not select this,
your preview will be in black and white.

Copies
o Number of copies — enter the numbers of printouts you want.
Note
It is cheaper to use a photocopier than a printer for extra copies.
o Collate — Only relevant if you want more than one copy. This

option is selected by default. This option keeps each copy together.
If you deselect this option, you will get all page 1 together, all page
2 together so on.

Page setup tab
This is mainly used to set your paper size, page margins and page orientation.

You will probably only use this to change the paper orientation from portrait
(default) to landscape. This is useful when you are printing a view, so that your
printout is not truncated.

Change slatus Hent s1atus Changes

Inue 2005:3
[
AT cOIparad an iubmitt palen  Reguetied Ciafre £ ol B vl oot Pleais wrng abaul why the ALt OO oram on st B Bha+1 sl Ciwile 1 i
fioe dhma s Boknoadadged

Figure 170: View with page set to landscape so that the text is not truncated.

Change status Sent status Changes
lzzue 2005:3
Ienavs
BAcre corporation submits patent  Regquested Copy sent io author Flease write aboutwhy the Acrrs
far dymarmite Acknowledged

Figure 171: Same view with page set to portrait. See that the text is truncated.

Document styles tab

This tab only displays when you have chosen Selected documents in the Print
Frames field of the Printer tab of the Print View dialogue box.

How To Print Each Document

o Print each document on a new page — prints each article on a
separate page.

o Print each document as a separate print job — Each article is
printed separately. This is a good idea if you are printing a lot of
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articles and are sharing a printer with other people (their jobs can
go between your printing articles and they don’t have to wait as
long for their printouts).

Print each document continuously with a blank line between each
document — adds a blank line between articles, but does not put
articles on separate pages.

Print continuously with no blank lines between documents — the
only indication that you are printing separate articles is the header
information that is printed at the top of each article.

Format Each Document Using

You will not need to change anything in this field.

Page Numbering

These options are only available if you have selected Print each document on a new
page in the How To Print Each Document field.

Reset page number to 1 for each document — each document will
start with its first page numbered as 1.

Page range applies to each document — page numbers are
incremented. Only the first page of the first article will be
numbered as page 1.
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Folders

Folders help you organise your content so that it is highly accessible for you.

Folders are different to views in that each article in a folder must be placed there
manually. Views use a formula to display articles, and the list of articles is
automatically updated as articles are added to and deleted from your database.

Folders are a useful tool if you are working on a large project and have several
articles in progress. Instead of having to locate the articles in a view you can add
just those articles to your folders.

Folders can be shared with other people in your organisation, or private, for your
use only. You can create folders within folders — just like creating new folders in
MS Windows.

OBJECTIVES
By the end of this chapter you should be able to:
o create folders to organise your articles
o create subfolders to organise your articles
o use folders to access your articles
o move articles to other folders
o rename folders
o remove folders when they are no longer required.

CREATING FOLDERS
1. Go to your Home page.

2. Look at the navigation pane. There is a Folder item.

= Folders
= Content

Figure 172: Folder item available in the navigation pane from the Home screen.

Click on the plus next to Folders. The list of folders expands.
Right click on Folders. A popup menu displays.
Click on New Folder...

o o bk~ w

The Create Folder dialogue box displays listing your current folders.
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Create Folder Ed

Folder name
Select a location for the new folder
£ -Folders -
+- [ Admin
L1 Regular tasks
+- [ Temporary Files

Advanced... | 0k, Cancel

Figure 173: Create Folder dialogue box with current folders listed.

Folder name: Type the name for your new folder. The dialogue box
displays with “Untitled” as the name for your folder. Overtype this name
with the required folder name.

Select a location for the new folder: Navigate through your current
folders until you have selected the one that will be the parent of the new
folder. That is, select (by clicking once) the folder that your new folder will
be put in.

Click on <OK>.
Your new folder is now listed in the navigation pane.

18.3 PUTTING ARTICLES IN YOUR FOLDERS
After you have created your folders you need to put the required articles into them.

1.

18-2

Expand the folder list by clicking on the plus signs next to the folder names
until you have your folder listed.

Go to a view and find the article you want to put in your folder. Use any
view that will list the required article(s).

Click once on the required article.

Drag the article to your folder. Dragging is done by holding down the left
mouse button while you move the mouse to your folder. A “No
permission” cursor is shown until the article is dragged to a folder where
you have permission to put the article.

= Folders . Subartic]
=l Clipping:

. Commen
Frances articig @
= nantent | _

Figure 174: Article being dragged has "no permission" cursor meaning that it is not
able to be dropped into its new folder yet.
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When the article is at a folder you can use the “No permission” cursor
changes to a pointer.

B Folders - -

Clig

E Content o]
- L -

Figure 175: Permission to drop article into folder.

Drop your article into the folder. Dropping is done by releasing the left
mouse button.

Repeat steps 2 to 6 for each article you want to put in your folder.

Quick way of copying several articles to your folder

1.

Expand the folder list by clicking on the plus signs next to the folder names
until you have your folder listed.

Go to a view and find the article you want to put in your folder. Use any
view that will list the required article(s).

Click at the far left of an article to be put in your folder. A tick appears
next to the article. Do this for each article to be put in your folder.

Cormment: Comment {(Frances Borkm

v Comment: title of article for publication

Maotez: background information on ne
Rezearch: Acme corporation directors

= 28/05r2005 ™ Acrme corporation submits patent for dvnan
v Clipping: Frorm SkiH - re: directars' frau

Comment: Acrme again (Frances Borkn
*/r; Rezearch: Acme directors charged with

Figure 176: Several articles are selected to be put in a folder. Each selected
article is marked with a tick.

Move your cursor to the title of one of the articles to be put in your folder.

Drag the articles to the folder. As you drag your articles the cursor changes
to a “no permission” cursor until you are at a folder. When you can drop
your articles in a folder the cursor changes to a pointer with article icons.

= Folders
= Tasrnporary

& 250520

= Content

Easy selectar

Figure 177: Cursor indicating that several articles are being put in a folder.

Drop your articles in the required folder.
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18.4 USING FOLDERS TO LIST ARTICLES

After you have placed your articles in the required folders you may use those folders
as a quick way of accessing your articles. Folders are used like Views — the only
differences are that only the articles that you placed in the folders are listed — you
don’t have to search through other articles.

1. Go to your database Home page.
2 Click on Folders.
3 Navigate through the folders until you see the required folder listed.
4. Click on the folder name that contains the articles you want to work with.
5 The articles are now listed in the body of your page.
(@
O, Search in View "Temporary Files\Frances articles”
Search for |
‘Wha Drate ™ |3lzc v | Subject
W Frances Borkman 03092005 e Clipping: Frarm SMH - ré: direclors” fraud chard
0 Frances Borkman 02092005 326 Fesesrch: Aome directors charged with fraud
W7 France:s Borkman 02022005 289 Camrment tille of aricle for publication
i Frances Borkman 260872005 208 Mates: background information on newspaper
¥ France: Borkman  11/02/2005 267 Comment Commeant
A France: Borkman 0710872005 235,202 & Mewspaper: of Auztralia - Instructional Docum
Al France: Borkman 1200772005 4,983 Subarticle: testing workflow initial values
A frances 2170412005 2736.543 & Acme corporation subrmits patent for dymamite
Al France: Borkman 210472005 10,896 Acrne corporation reports fall in value of rocky g
A frances 2110412005 04 207 & Advertizernent for new office junior

Figure 178: Folder "Frances articles" has been selected and all articles in the
folder are listed.

6. Each article has an icon next to the author name.
o 41 indicates an article or subarticle
o ¥ indicated a comment or backgrounder.
7. You can now select an article to edit, just as you would by using a View.

18.5 MOVING ARTICLES TO ANOTHER FOLDER

Only move articles from one of your private folders to another of your private
folders.

1. Go to the folder that has the article you want to move.

2 Click on the article.

3 Click on <Folder> (in the toolbar above the listed articles).
4. Select Move to Folder.

5 The Move to Folder dialogue box displays.
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Select a folder

= [ Temporary Files bove
1 BroadyTest
=l [E= Frances articles &dd

B another folder

Cancel

il

Create Mew Faolder... |

Figure 179: Move to Folder dialogue box with folder "another folder" selected.
6. Click on the folder to which you want to move the article.

7. Click on <Move>.

i Adding an article to another folder
Sometimes you may want to copy your article to another folder.

1. Repeat steps 1 to 6 above.
2. Click on <Add>.
3. Your article is added (copied) to the other folder.

18.6 RENAMING A FOLDER

Only rename your own private folders. Ask your system administrator if you want
any shared folders renamed.

Move your mouse to the navigation pane.

Right-click on the folder you want to rename. A popup menu displays.
Select Rename Folder...

The Rename folder dialogue box displays.

Name: type the new name of the folder in the Name field.

o g M 0w D P

Click on <OK> to accept the new name, or <Cancel> to keep the old
name.

18.7 REMOVING A FOLDER WHEN YOU NO LONGER NEED IT

1. Go to your database Home page.
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Click on Folders.

Navigate through the folders until you see the required folder listed.
Right-click on the folder.

Select Remove Folder...

A message displays “This action may not be undone. Are
you sure you want to remove the folder
“(foldername)” from this database.”

Click on <Yes> to remove the folder.
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Team tools

Team tools are available from the navigation pane in the Home, Creating,
Editing, Setup and Development tabs. The tools available in each tab are
relevant to the tab (not all have the same tools).

Tools are:

o Inbasket

o Bulletin board

o Deadlines

o Calendar / Team Calendar
OBJECTIVES

By the end of this chapter you should:

e Dbe familiar with the purpose of the Inbasket

e know how to use the Inbasket for items that require follow-up, story leads,

articles submitted to an inbasket email address
e know how to post items to the Bulletin Board
e De able to delete a posting that you made to the Bulletin Board

e know how to use the Deadlines feature.

INBASKET

The Inbasket is used for work that hasn’t yet been assigned or has recently been

submitted by authors.

If authors are submitting their copy to an email address, they often submit to an

inbasket email address. The address is contained in the email brief that is sent via

edDesk. This means that editors can go to their Inbasket and then edit the article,

assigning appropriate sections and subsections and other information.

The inbasket can also be used for items that need to be followed up, for example,

potential story ideas.
Inbasket items are articles, assigned to section Inbasket.
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F'I Tools @ Mew {EI Save E] Save & Cloze 'ﬁ Save New Version t‘:} Cancel ﬁ Irmport

edDesk Article f Test inbasket item

Subject ﬂl'ut inbagket tem
Section: |Inbasket =] |Ermasil -] 7 ed

Story order Volurne: I'I = Murnber: |1 e words: 0

Figure 180: Inbasket item that is going to contain an email

1. Create the article as usual.
2. Section: select Inbasket.
3. Subsection: choose from Email or Stories:

a. Email: select this option if you are copying an email into the
Inbasket. This is often used for new projects, or ideas / leads to
follow up.

b. Stories: select this option for all other Inbasket articles.

4. Volume / Issue: If you don’t know when you want this Inbasket articles to

be published or posted, you can select Volume: 1 Number 1.
5. <Save> your Inbasket article.

Looking at the Inbasket
1. Select Team tools, from the navigation pane.
2. Select Inbasket. All inbasket items are listed.

BULLETIN BOARD

Bulletin board is generally used by people as a “classifieds” and for interesting
snippets of information.

Each listing on the bulletin board is known as a “post”. Posts are categorised when
you create them:

o Announcement
o Press Release
o Notice

o Reminder

o Comment
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Posting an item to the bulletin board
1. Click on <New Post>.

2. The Post / New post form displays as below.

L | iechne intranet edDesk - (Post... | (2} Frances Borkman - Inbox... > | B3| kechne Documentation Prd
'E]' o ave {B Save & Close ?I* Cancel

edDesk Post f New post

Jze this form to post & new announcament or docurnent to the team bulletin board.

Subject:

Date: 17/02/2008 Type:  [Announcement ~|
Fram: France: Borkman

Category:  * jxJ

&nbszp;

Figure 181: Post / New post form when first displayed.

3. Subject: enter the subject of your post. The subject is displayed on the
bulletin board listings. Make sure it is meaningful.

4. Type: select the type of item you are posting. Your choices are:

5. Category: enter keywords for your post. Separate keywords with a
comma.

6. Enter the text for your bulletin board post in the white text area.

7. Click on <Save> or <Save & Close> when you have created your post.

Deleting a posting from the Bulletin board

1. Click on the post to be deleted.
2. Press <Delete>. The post is marked with a cross. Do this for each post to
be deleted.
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L Search in View 'Posts\By date’

Search for |

Created |Des-::riptiun

17022006  Carfor zale
¥ |LZ0z2006  test announcementforthe bulletin board

Figure 182: Posting to be deleted is marked with an "X".

Press <Refresh (F9)>.

4. A message displays “Do you want to delete (nhumber of
items) documents from the database
(databasename)?”

5. Click on <Yes> to delete the post(s).

6. Your Bulletin board is updated and the deleted posts are no longer listed.

C{.}{ Search in Yiew 'PosztzlBy date'

Search for |

Created |Des-::riptiun
QA0 0ne  Carfor sale

Figure 183: Deleted postings no longer listed after Refreshing.

Displaying bulletin board postings
You can display items posted to the Bulletin board from the:

Left navigation pane
1. Select Team tools.
2. Select Bulletin board. The bulletin board is displayed as below.
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Editing Production Setup Cevelopment

Creating

Title:

{‘} .I'lu.w post

D,‘ Search in View "Pozts\By date”

Search for |

Created _Description
i Lunch firne meesting for all staff TODAY
Mouse cage for sale
Car for zale

Figure 184: Bulletin board.

Home tab

Select the Home tab.

Look at the Announcements area — at the bottom right of the tab.

Announcements

iﬁ ZRMNAA006  Lunch time meeting for all stafl
20022006 MMouze cage for zale
17022006 Car for zale

Mew post | Wiew more announcements

Figure 185: Announcements area displaying the most recent bulletin board
postings.

The bulletin board postings are displayed, with the most recent posting at
the top of the list.
New post: select this if you want to add a new post to the bulletin board.

View more announcements: select this if you want to view the entire
bulletin board.

DEADLINES

Deadlines lists all deadline dates for articles. The most future deadline is at the top
of the list. The default is to show an “expanded view” of your deadlines. This
means that subarticles are also listed.

A down triangle next to an article subject means that the article has subarticles and
they are displayed hierarchically, with each level of the hierarchy being indented
from its parent.
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Figure 186: Default Deadlines page. Note that subarticles are listed.

Information displayed is:

Deadline date: date entered at the Brief tab in the Copy
deadline field.

Subject: Subject of the article.
Status: where the article is up to in the workflow.
Author: name of the author assigned to thearticle.

Issue/Section: Volume and Issue number for the article and the
section and subsection in which the article has been created.

@ see section 4.4ii: Display of results for instructions on expanding and collapsing

the article hierarchy.

® see Chapter 18: Folders for instructions on using Folders.

CALENDAR / TEAM CALENDAR
This feature is currently being developed and is unavailable.
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Non-technical administration of edDesk

This chapter instructs you in maintaining some of the items in dropdown lists that
you choose from edDesk menus. Most of this administration is done using the
Setup tab.

This chapter is not for technical administration — rather it is for administration that a
“super user” can perform. You do not need technical knowledge to do the
maintenance covered in this chapter.

OBJECTIVES

By the end of this chapter you should have the knowledge and skills to add, delete
and edit:

o Section and Subsection information

o Volume and Issue information

o Keywords and subtopics

o Geographical regions and areas within those regions.
SETUP TAB

Most of the non-technical administration of edDesk is done through the Setup tab.
The body of the Setup tab is broken into two parts — Create new items and Setup
tools.

Important

Before creating new items go to the relevant Setup tools and see if the items
already exist.

If items already exist you may just need to update them - but be careful. Your
updates will update every article that uses that item.

The Setup tab lets you create and maintain:

o sections

o subsections

o issue definitions

o keyword topics

o geographical regions
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SECTIONS

Use this to view, edit and create top-level section structure. Use this view instead of
Create new section because Sections lists all current sections instead of going
straight to the new section entry form. This means that you are less likely to create
duplicate sections!

Section information is mandatory and is entered when an article is created.

Hounnie Creating Editing Production Setup Development
E Add Section <} Change Status
q. Search in View "SetuplSections®
Search for |
iScdan Qrder * |Description Actve  'web
E;nmnmm 2 Corpor W [Cd
Drene 4 Developrant lool: and rezourcas L4
Home 1} Home area of the intranet
Inbaszket 10 Mew gtories unassigned to a section L
M arketing 8 Conzurmer and rade marksting v 4
Menars 1 Mews and announcements L L
Plarning B Planning docurments v L
Resources 5 Documents, termplates, links and more  +" "4
Sales 3 Sales documentation v g
|'whianrke 7 ‘Wark in progress » 4
Figure 187: Sections listed alphabetically
Information displayed is:
o Section name — sections are listed alphabetically.
o Order —this is used when you are maintaining subsections.

Sections are listed in the order given in the sections view. If
sections have the same order they will be listed alphabetically.

o Description - description of section and type of content that would
be assigned to this section.

. Active — whether the section is available for selection in new
articles.

. Web — whether the section is available in online menus.

Creating sections
1. Go to the Setup tab.

2. Select Sections.
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Click on <Add Section>. The Section definition form displays.

ecipesk

- . e
1:' Save & Cloze .3 Cancel

Section definition

Title of the section: [

Order in the publication: 10

(Sections with the same order are sorted alphabsticalkd
Dezcription of sachon: [

Section Edrors:

Show in online menus? @ Yes

Mo
Is Section available for new * Yes
articles ¥ © Ma

Figure 188: Section definition form

Title of the section: enter the title that you want to display when people
assign articles to a section. Sections are listed alphabetically by title in the
Sections view.

Order in the publication: enter a number. The default is 10. Sections are
listed by this order in the Subsections view. Order determines the order in
which sections are listed when you are assigning them in an article and in
various views (especially the Easy content selector).

Description of section: enter a description that indicates the type of
articles that should have this section applied. For example, the section Dev
has a description of “Development tools and resources”.

Section Editors: Name of the people who edit articles that are given this
section.

Show in online menus?: Select Yes if you want the section available in the
web version of edDesk.

Is Section available for new articles?: Select Yes if you want to make this
available for new articles. This gives the Section an Active status.

Click on <Save & Close>.

Your section is added to the Sections view.

Editing sections

1.
2.
3.

Go to the Setup tab.
Select Sections.
Double-click on the section name. The Section definition form opens.
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4. Make your changes.
5. Click on <Save & Close>.

20.4 SUBSECTIONS

Use Subsections to view, edit and create subsections. The subsections are grouped
by section. You must use Sections to maintain information about top-level sections.

Subsection information is mandatory and is entered when an article is created.

sl |
G‘ Search in View 'SetuplStructure”
Search far [
_Sn:hnn Subsechon Disgcription Order  Active Web
 Mlarict
Announcements Compary announcements and general posts 1 " "3
Press releases Company press releszes 2 o 3
Clippings Prazs chippings of inbera:t to the company 3 L '
Tender announcaments MHew tander announcerments d v &
Corporabe news This iz & fest subsection 100 o 3
 Corporate
Paley Puble pahey snd givamiment rélabani 1 L =
Aderinistration Administrates formis and indormation 10 L W
Tarnplates Compary berplate: and forms 20 v L g
Husrman Regources Hurran resounts i snd slathng k1] L =
Training Training infarmation 50 L4 "3
Palicies Policies and procedures B0 W 3
Lagal Legal decurment: and mabenal: i} " "3
.Gj-e Brmeribs Bgreameands and contract do-:,umenla-'llu_n i 1] " 3
Figure 189: Subsections grouped by Section and listed by Order
Information displayed is:
o Section — the section that this subsection has been created in.
o Subsection — name of the subsection.
o Description — description of subsection and type of content that
would have this subsection assigned.
o Order — the order by which you want the subsections to be listed
when creating / editing an article.
. Active — whether the section is available for selection in new
articles.
. Web — whether the section is available in online menus.
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Creating subsections

1.
2.
3.

10.
11.

Go to the Setup tab.
Click on Subsections.

Click on <Add Subsection>. The Subsection definition form displays.

ecipesk

(%) Save & Close E:’ Cancal

Subsection definition

Section to be added to: | j
Title of the sub section: |
Order of the subsection
within the sechion:
(Subzactiont with the tame order nurmberwill b vt |
Short description:

Show in online menuz?  * Yes

" Mo
Iz subsection available for & Yes
new articles ?  No

Figure 190: Subsection definition form

Section to be added to: Select the section that you want this subsection to
be in.

Title of the subsection: Enter subsection title. This is what people see
when they assign an article to a subsection.

Order of the subsection within the section: Enter the order that you
want to list this subsection. The default is 10. Order determines the order
in which subsections are listed when you are assigning them in an article
and in various views (especially the Easy content selector).

Short description: Enter a description that indicates the type of articles
that should be assigned to this subsection. For example, the subsection
Leads (in section Sales) has a description of “Sales leads and ideas”.

Show in online menus?: Select Yes if you want the subsection available in
the web version of edDesk.

Is subsection available for new articles?: Select Yes if you want to make
this available for new articles. This gives the subsection an Active status.

Click on <Save & Close>.

Your subsection is added to the Subsections view.
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Editing subsections
Go to the Setup tab.

1.

2
3
4.
5

Select Subsections.

Double-click on the subsection name.

The Subsection definition form opens. Make your changes.

Click on <Save & Close>.

PRODUCTION SCHEDULE — VOLUME AND ISSUE DEFINITIONS

Production schedule lets you view, edit and create new issue definitions. Issue
definitions contain information about Issues and VVolumes, including all relevant
dates for production of the publication.

Issue and Volume are mandatory fields when creating articles.

— N ———— |

G;, Search in View "“Setuplssue schedules®

Search for
|Sarial IzsunCheck Volumae Humbaer Cowver Onsale Copy
r] X003: 7 2003 7 oUmT2003 2502003 Z2MER003
k| 2003:8 2003 B 01mEz003 2640772003 ZANT2003
4 20039 2003 1 [l B[] 2BRZ003 ZAME2003
5 2003:10 2003 10 011 2003 25002003 22003
] 03N 2003 1 o vzoog 202003 ZINW2003
7 X03:12 2003 12 11 H2003 281172003 22N 172003
] 2004 - 1 2004 1 01004 0110172004 012004
| 0042 2004 i 0UmEz00s R0 OIR2004
10 004 -3 2004 1 012004 01/022004 0132004
mn 2004: 4 2004 4 QU004 01 0ar2004 OImar200
1 2004 : 5 2004 5 01mS2004 017052004 O1MS2004
12 2004 : 6 2004 B 0mER004 01/0E2004 O1ME2004
13 2004 ;7 2004 i [eh i edi ] 0102004 om0
14 2004 : 8 2004 B 01mEz004 01/0B2004 O1ME2004
LN e i, - SESTTICSII, NSRRI ]

Figure 191: Production schedule

Information displayed is:

20-6

Serial — number used to order the Production schedules. The
oldest issues will have the smallest serial number.

IssueCheck — Year: Month number.
Volume - Year of the volume.
Number — issue number.

Cover — cover date.

Onsale — date the issue goes on sale.

Copy — date by which copy must be received to adhere to the
Production schedule. If copy is not received by this date it is
shown in the Late running copy view (in the Editing tab).
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Creating issue definitions

1. Go to the Setup tab.

2. Select Production schedule.

3. Click on the issue at the bottom of the schedules.
Handy hint

Some information is pre-filled when you click on <New issue definition>.

If you click once on the issue at the bottom of the list before you click
<New issue definition> the pre-filled information is for the previous issue — it’s
easy to then just increment numbers.

4. Click on <New issue definition>. The Issue definition form displays.

techne

ecibesk’

@ Save & Cloze @ Cancel

Issue definition

lzzue Serial Mumber: rEEJ
Yolume: © 2005 4

Mumber: rJ

Cover date: " K

Onzale date: jJEEIEIEiIEEIEIEJ
Copy deadline: rEEIDEIEDDEJ

Cover ling:
=
|

lzzue deszcription:
P
dl

Cover image:
F
|

Figure 192: Issue definition form with some fields pre-filled with information from
the previous Issue.

5. Issue Serial Number: Add one to the number already in the field. For
example if the field is pre-filled with 26 then the number for the issue
definition you are creating will be 27.

6. Volume: Volume is usually the year of the publication.

7. Number: Issue number within the volume. A monthly publication would
have the number equating to the month. For example, Volume 2005,
Number 9 would be September 2005.

8. Cover date: Date to appear on the current issue’s cover.
9. Onsale date: Date the issue is first on sale.
10. Copy deadline: Date by which all copy must be received in order to meet

the publishing schedule.
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11. Cover line: This is optional. A very short (two or three words) version of
the main cover line.

12. Issue description: This is optional. One paragraph summary of the main
story for this issue.

13. Cover image: This is optional. Use the File menu then select Attach to
attach a 80 pixel, 60% quality JPEG of the cover image. Name any cover
images in the format publicationtitle_cov_ddmmyy. jpg

14. Click on <Save & Close>.

15. Your new Issue definition is added to the list of production schedules.
i Editing issue definitions
1. Go to the Setup tab.
2. Select Production schedule.
3. Double click on the issue definition you need to edit. The Issue definition
form opens.
4. Click on <Edit>.
5. Make the required changes.
6. Click on <Save & Close>.

20.6 KEYWORD TOPICS

Keywords are used to classify articles. Keywords are used by indexes and search
engines and when the appropriate words are selected the articles are easier and faster
to find. Keywords are divided into keyword topics and subtopics. ® see

section 11.3i.: Keyword Topics for more information on using Keywords in articles.

O, Bearch in View ‘Seluplerasnd topies’

Baarch for |
_'I'upil:l Sublopios
Artg and culture Archaectyre Dance Dengn Drama. Ltarsture, Mistic Muteums and gallens: DperaYisual ars
Blistimnzi Aot Adwming Aueions BB Cansultency Enbertaimma el Glob s 3850 Human medaune
relstons FResl entate FAD Sales SME:
Edsicabon Feference manuali Cowrpewsns, Retearch Usabilty guanes
Firmaneos Banking Bordt Collectibles Commadiine. Corparats inance, Cradi cands Dadi Damvalre s, Fon g

irrmstment Fores, Funds managemerd Hedge tund s Insurance Intede st rates, Mugual hends, Par
irmsiman Shade s Stoc biobmg Supsdannuaton Ta<sbhon Trusiz Verture capaal wWanranis

Chgpee i Ens furned forces.Ars policy. Budgel, Corporate regulation Counts, Diata pervacy. Defence policy Educ
pohigy Famign policy He sl polcy Immigration. Industnsl relsbions, Indrastructure, Legeslasurse Lo
polige Taxstion polig Trads

Induutry Agricubure Saston Autornotive, Biode chnology, Chemical CloSing Construction Consurner good
Bverage Engnesnng Food GammgHealth cars, Hotptalty Levsure Manudacturing Meing an
gemeration Shipping Texdile s, Tobscooo, Tourism, Transport, Trevel warte Wine

Inbaamet Diof comia. e-commece Infrasfnachee |3 P2 Onkne banking. Onling broking Orline canben,
IT Indusing Irdustey atiodiatani Slahibes fustirahan rarkel Sarapi Gornserumant

Leads Tollow Pageniochng Webtite \Whate Page . E mail. Google, Bullstin ACP Clisnt

¥ P B b D D b Do T e b D T icn

Figure 193: Keyword topics and subtopics.

Information displayed is:

o Topics — the major keyword topics
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o Subtopics — subtopics within each topic. Subtopics are listed in
the order in which they were created in the topic.

Creating keyword topics and subtopics

1. Go to the Setup tab.
2. Select Keyword topics.
3. Click on <New Topic>. The Keyword topic definition form displays.

[ E,ﬂ itechne intranet edDesk / Home... @ Frances Borkmar

techne

ecpesk

[Z) Save & Cloze e Cancel

Keyword topic definition

Title of the kewword topic: r 4

Included kewwiard sub topics:
P
|

Figure 194: Keyword topic definition form

4, Title of the keyword topic: Enter the title of your keyword topic. Make
sure that it is meaningful and describes the type of subtopics that you will
create in this topic.

5. Included keyword sub topics: Enter the keyword subtopics. Separate
each subtopic with a comma. Type the subtopics in the case want them to
appear in when people are classifying their articles.

6. Click on <Save & Close>.

7. Your keyword topic and subtopics are added to the list of keyword
definitions and are now available to be used in articles and in views.

Editing keyword topics and subtopics

1. Go to the Setup tab.

2 Select Keyword topics.

3. Click on the topic you want to edit.
4 Do one of the following:

a. Click on <Edit>. The Keyword topic definition form opens.

b. Double click on the topic. The Keyword topic definition form opens.
Click on <Edit>.

Make your changes as required.
Click on <Save & Close>.
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20.7 GEOGRAPHY

Geography is used when classifying articles to indicate which regions the article is
relevant, or in which regions it will be published. ® see section 11.3ii: Geography
for more information.

s —
- New Region | @M Edit
':lQ{ Search in Yiew "SetuplGeographic Regions’
Search far |
|Heginns Subregions
acarthur fenanole Camden Ficton Campbel[tow
Sydney Farth Share, Morthern Beaches Hills Diztricg
Figure 195: Sample Geograpical regions.
Information displayed is:
o Regions — The main region. This could be an entire country, or a
locale.
o Subregions — parts of the region. This could be states of a county,

areas of a city or particular towns/suburbs in a locale.

i Creating Regions

1.
2.
3.
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Go to the Setup tab.
Select Geography.

Click on <New Region>. The Geographic region definition form
displays.

techne

ecbesk’

@ Save & Cloze a Cancel

Geographic region definition

Mame of the region: r 4

Included lacales within thiz region:
P
|

Figure 196: Geographic region definition form

Name of the region: enter the name of the region. The name is listed in
the article Classification tab.

Included locales within this region: Enter the locales for this region.
Separate each locale with a comma or type it on a new line. Locales will
display as “subregions”.
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6. Click on <Save & Close>.
7. Your regions are now available to be used in articles and in views and
searches.

I Editing regions

1. Go to the Setup tab.

2 Select Geography.

3. Click once on the region you want to edit.
4 Do one of the following:

a. Click on <Edit>. The Geographic region definition form opens.

b. Double click on the topic. The Geographic region definition form
opens. Click on <Edit>.

o

Make the required changes.
6. Click on <Save & Close>.

20.8 PUBLICATION TITLES
Publication titles

‘:l.. Search in View "SetupliTitle definition’

Search for |

Key Mame Directory Root

b fechne intranst o hepont it

Figure 197: Title definition page.

Information displayed is:

o Key — number assigned by edDesk. Each title definition has its
own unique number, indicating the order in which the title
definitions were created.

o Name - title of the publication.

o Directory — production directory in which files to be used with
this publication should be stored.

° Root —

i Creating title definitions

1. Go to the Setup tab.

2. Select View existing title definition.

3. Click on <New Title Definition>. The Publication title definition form
displays.
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techne

ecpesk’

Publication title definition

Basics | Custom fields

Title of the publication:

Production directone:

Froduction root title:

Default site interface: |E.;|D.33|=; Simple Site

-l
Default template: | j

Figure 198: Publication title definition form

Title of the publication: enter the publication title here.

Production directory: enter the directory in which all files to be used in
this publication will be stored. This includes standard images used across
the publication.

Production root title: Leave this blank if you do not know.

Default site interface: The default is edDesk Simple Site. Select your
publication’s interface from the menu if you do not want to use the default.

Default template: select your default export template. This will ensure
than formatting used in your publication is applied to articles in this
publication.

Click on <Save & Close>.

Editing title definitions

20-12

Go to the Setup tab.
Select View existing title definitions.

Double click on the definition you want to edit. The Publication title
definition form opens with the information for your selected publication.

Select <Edit>. Make the required changes and <Save & Close>.
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Appendix A: Creating simple Views

A view is a list of articles in a database. Views let you sort, categorise and select
articles. They display information about the articles.

Views can be created by any person with the access to read articles in a database.
The person creating a view specifies the view criteria so that only articles fulfilling
particular criteria will be listed in that view.

Views are similar to folders, except that views are automatically updated as articles
are added to and deleted from your database.

@ see chapter 4: Views for information and instructions about using edDesk’s
standard views.

OBJECTIVES
By the end of this chapter you should be able to:

o create simple views

o use your views to list articles fitting the view criteria

o go to required views

o edit your views

o rename views

o delete views (that you created) when they are no longer needed.

CREATING A SIMPLE VIEW

The easiest way to create a view is to base it on a view that is already in your
database, and then just adjust the conditions and information that you want to
display. This gives your view a better chance of working, and can avoid a lot of
frustration! When you have more experience, you can create a view “from scratch”.

1. Go to the Home tab.
2. Select the Create menu.
3. Select View.... The Create View dialogue box displays.
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Create View E1

Wiew name Yigw bype
(Ui |Shared =

Select a location for the new view

E - Wiews - .
&l Diocuments

+- [ Channels

+.--[C Cortent
Impart Documents

+- [ Production

+- [ Setup w

Copy zhyle fram view Al Documents Copy Fran...

Selection conditions

SELECT i Fields & Functionsz... |
(@l zMott ember A" E scludeFromtfiew] & Farm

I=""Perzon"

Faormula "Wwindaw. . |

| k. Save and Customize Cancel |

Figure 199: Create view dialogue box with default information displayed

[v Select by Farmula

View name: enter a name for your view.

View type: Your choices are:

o Shared - this is the default. Shared allows anyone with access to
the database to use this view.

o Shared, contains documents not in any folders - DON’T WORRY
ABOUT THIS ONE

o Shared, contains deleted documents — Lets you see a list of deleted

articles. Useful if you have accidentally deleted some articles,
because it helps you retrieve them.

o Shared, private on first use - DON’T WORRY ABOUT THIS
ONE.

o Shared, desktop private on first use - DON’T WORRY ABOUT
THIS ONE.

o Private — can only be used by the person who created it, and the

database administrators.

Select a location for the view. If your View Type is Private you can only
put your new view into your list of private views.

Copy style from view: The default is All documents. This means that your
new view will inherit the columns of information that display in the All
documents view. This is a good thing to do when you are creating your first
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view (as the All documents view works properly!) You can add your own
criteria for articles to be listed in your view.

® see section for more information on creating views from scratch.

8. Selection conditions: If you have left the Copy style from view as All
documents, this field displays a lot of criteria for articles to be listed in the
All documents view. Don’t do anything to this field.

9. Select by formula. Uncheck this! Then the Create view dialogue box
changes slightly to let you add conditions for your view.

Wiew name Yiew lype

| articles more than & morths old |F'rivate j

Select a location Far the new wigw

B - Private Views -
Al by Becent Articles
Docurnents modified in last week
+ Frances first view
by old articles
Py ald stuff

Copy zhyle from view Al Documents Copy From...

Selection conditions

acld Conditian.. |

[ Select by Farmula

| k. Save and Customize Cancel

Figure 200: Create View dialogue box with “Select by formula” unchecked. Now
you can Add Conditions for your view.

10. Click on <Add Condition...>. The Add Condition dialogue box displays.
Remember that only articles that match the conditions you enter here will
be displayed by your view.

@® see section 5.6i: Conditions for more information on adding conditions.
11. Add the required conditions.
12. Click on <OK>. The view is saved.

GOING TO YOUR VIEW

When you created your view, you selected a location for it. To use your views you
must “go to” them. Private views can only be saved in your list of private views.

The easiest way to go to one of your views is to display a standard edDesk view.
When you are in a view you can then tell edDesk to go to your view.
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1. Display any view (a simple one is All Issues, as there will be articles
listed).
2. Click once on any article in the view (you don’t have to do this if you are

using the All Issues view).
Select the View menu.

4. Select Go To...
The Go To dialogue box opens, listing all views.

Select the folder or view to open

E - Falders and Views - -
Calendar
[0 Meetings m
&l Diocurments

+- [ Channels

+- [ Content
Import Documents

+- [ Production

+- [ Setup -

Figure 201: Go To dialogue box. Your private views are at the bottom of this list.

6. Your private views are at the end of the list. Scroll down to the required
view.

7. Click on the view you want to go to.
Click <OK>.

Your view is displayed.

CUSTOMISING A VIEW

Customising is a simple way of letting you change which columns display, the order
in which columns are displayed and whether they are sorted. Customising does
NOT let you edit the view conditions.

1. Go to the view to be customised.
@ see Going to your view for instructions.

Select the View menu.

Select Customize This View.... The Customize View dialogue box
displays.
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Customize View: Frances' old stuff

DLk ) B |
O tuticle autho MHone
Move D {
v Date Descending 8 ez M
v Size Mone g Yez I Show al
¥ Subpect 43 ez
Defaults |
Selected Columne  Sort |None - Width |10 =

Rowspacing |11/4 =] Lines perow |2 - ¥ Shiirk rows to contert

Check the columns you would ke to display in this view, Use the Move Up and Maove Down buttons
to reccder [left bo nght) the columnes,

ok | Cancel |

Figure 202: Customize View dialogue box

Columns to Display

Columns are listed with the leftmost column at the top. The first column is selected
(highlighted in blue).

Information displayed here is:

Visible: All of your columns are checked by default. 1f you click
on the checkbox (and the tick is removed) your column will not
display in the view.

Name: This is the name of the column. This can only be changed
in the Design View window. ® see Designing views for more
information.

Sort: Indicates whether the column is sorted.
Width: Width of the column as it is displayed.
Resizable: If this is Yes you can change the width of the column.

Selected Column: This lets you change the sort method and width
of the selected column.

o] Sort: Choose from None, Ascending and Descending.
Ascending will sort in increasing order — the most recent
articles are at the bottom of the view. Descending will
sort in decreasing order — the most recent articles are at
the top of the view.

o] Width: you can change the width of the selected column,
wherever they are shown as Resizable.
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1. Make sure that any column you want to display has a tick in the Visible
checkbox.
2. Use the <Move Down { > and <Move Up > buttons to reorder the

columns from left to right. <Move Down &> moves your column to the
right, <Move Up {t> moves it to the left.

Entire View

Information you can change here is:

o Row spacing: You can set the vertical spacing between each row
in the view. The default of 1% is usually the easiest to look at
without having too much space between rows.

o Lines per row. This is the maximum number of text lines per row
in the view. If you have articles with lengthy subjects you may
want to increase this so that the subject is not truncated by the view
display.

o Shrink rows to content: Tick this to make sure that shorter text
lines do not take up the maximum lines per row (and leave too
much gap between rows of articles returned by your view).

1. Make the required changes.
Click <OK> to save the customised view.
Your view is displayed, showing the customisations you have made.

DESIGNING VIEWS

Creating a simple view covered creating a simple view, based on the All Documents
view.

This section tells you how to design (and redesign) your view so that you can give
your columns a different name, make them appear in a different order and change
some other display aspects of your view. Designing allows you to make more
changes to your view than Customisation does.

This section does not cover advanced aspects of designing views. Please see the
Lotus Help for more information on how to perform more advanced customisations.

Programming not covered

This User Guide does NOT cover programming your view. It does cover editing the
conditions you set when creating the view and changing some simple display
elements of your view. See your System Administrator if you need a more complex
view that involves programming.

1. Go to the view that you want to alter.
® see Going to your view for instructions.

Select the Actions menu.
Select View Options.
4. Select Design...
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5. The Design View pane opens. This contains some technical information,

which you don’t need to know about!

i | pchee trariel edDheakc / Home: | £ Frances Boskman - Inbe. 3¢ | 52 [iechne Documentasion Proet... ¢ | [T Fiances' cid s . View 0|

l.\_.,l e 2 ..Atliq':ln aulhar Diabe Sige Subjeet
a
v
@ Siyde  Stardad Outine -
s
Otescts | Anlmerce Untitled (Column) ; Column Value
o T it Frarres |erage chek] | r P &
¢ Taaget Fraeme |double chck | Display © Sirnple Function T Fisld & Fomnula
% Wpticeri] EH{DelvaredDate = ™
¥ :_.l"c""'ml EifPostadDetes"" | ElsLinavailabla(PostedDaba)
¢, Poatopen 'rg;'"!:@::r‘k'«."ﬂllﬂtlh'I:|!iM-!I|S|H|II:|m!"'_,.']
£ Regondoublachck -
% Duenpopendocument (@ aAmilmble]_viewbcon)
Guensecaic _Viewlcon
:.'lmf:.-d-dt.:lu!nlder FageType="aricle
Quenpante PaneT -
# Fealpaste mgeTypas="r:
£ Querekagd o FPageTypa="t
1 Podidagekop PageTypas="lit 27
4 Duevyckitn PageType="iemplata® 7
4 Querperinieiize S
# Poglenisaere PI!IQE'T?'[JE
A evawaentt !
4 Irifaslive {Qihjlmpnl'.nncg-
& Teiminale 3
= m Urbtesd [Cidurnn] >
# Cobamn'V.alue bl | :

Figure 203: Design view pane, showing the information when your view is based

on the "All Documents" view

The top half of the Design View pane contains is the View Preview. If you
want to see a list of the articles returned by your view, click on

<Refresh (F9)> or the 3 at the left of the column headings.
The bottom half of the Design View pane is where you make your changes

to the view. It is split into two parts —

the left column contains elements of

your view (this is technical and is not covered in this User Guide). The
right column contains the programming details which make the elements in
the left column work properly (this is also not included in this User Guide).

Instructions for making simple changes to a view are below.

Modifying selection conditions

Selection conditions determine which articles are listed by your view.

1. Click on the Selection Conditions icon - Er'@.
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The current selection conditions are displayed in the bottom right pane of

the Design pane.

4
Obgects | Reference

[= m Frances” old stulf fview)
# View Selecton
# Form Foemula
< HelpRequest

€ [0 ptaaris]

£ [Declaration:)
§ Duetpopean
{ Postopen

€ Quegpacalc

{ Quespaddtalolde
© Quesypaste

¢ Postpaste

£ Quespckagdiop
¢ Postdragdrop

€ Quespelase

€ Quetpenlypesizs
{ Posterinresize
£ Invaeveadt

«» Tangel Frame [smgle chck)
< Tangel Frame [doubls chek

Frances® old stull (View) : View Selection

T] Hur‘ll

= | | Simple Search

[+ | | Add Condition..

| | [ oedd Auticketusthor contamns Frances|

Figure 204: Selection conditions for the view "Frances' old stuff’. The only
condition is that an article field called ArticleAuthor must contain the name

Frances.

If you want to add a new condition, click on <Add Condition...>.
@ see section 5.6i: Conditions for information on adding conditions.

If you want to edit a condition:

a. Click on the condition to be edited.
b. Click on <Edit Condition...>. Make the required changes
C. Click <Add>. Your changes are saved.

If you do some non-technical administration as well as create articles...

and you want your view to only list articles where you are an author, not everything

that you have created then make sure that your selection condition has the

following:

Condition: By field

Field: ArticleAuthor contains
Value: (your name, as it is entered in edDesk)

View properties

View properties control the appearance of the entire view. This includes colours

used, text fonts and the view name.

The View properties dialogue box must be displayed before you can change view

properties.
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Mame  Frances' old stuff
Aliaz

Comrment

Style  Standard Ovtline -

Figure 205: View properties dialogue box

If the View properties dialogue box is not displayed click on the Database
properties icon %

Renaming a view

1. Click on the View info tab (the left tab in the View properties dialogue
box).
2. Name: enter the new name for the view.

Style attributes

Style can make your view easier to use. Style lets you change the layout of the
view. Some of the style options can also be changed in the Customize View
dialogue box. Changes you make in this tab are shown straight away in the top of
the Design View pane.

Note

Not every option is discussed here. You can experiment with the style options and
see the results immediately and without affecting which articles are listed.

1. Click on the Style tab (second from the right in the View properties
dialogue box). The Style tab opens.
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Rows w  Alemate rows -
Image M @
Repeat H -
Style  Mone - -
Style  Simple » LColor -

Height 1 = [lines]

Height 2 = [lines] Spacing 1144

¥ Shrink rows bo content
Dion't show empty categories

Colorize view icons
Urread [ ~ Eold Transparent

Calurnn total text [ ~

¥ Show zelection margin
Hide zelection margin border
¥ Extend lazt column to window width

Top O % 0 % Belowheader

Left = Right
0 % 0%

Battorn 0 % Calar -

Figure 206: Styles tab

Body: used to select colours for the view.

Row: select a colour for the background of the view

Alternate rows: select a different colour for alternate rows to have
a different background colour. This makes your view easier to
read.

Grid: sets a style for gridlines in the view. Grid displays according to the
settings in the Header option. Be careful with the Grid option as it can
make your view harder to read.

Style: select a style. The default is none.

Header: Shows a bar at the top of the view, with column titles in different
looks. Your settings here affect how the Grid displays.

Style: select a style.

Height: specifies how many lines the header will take up. If you
have long column titles you may want more than one line for the
header.
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5. Rows: specifies how many lines a column can contain and the spacing
between each row. Articles that use more than this will have information
truncated. You can also make these settings in the Customize View

dialogue box.
6. Other:
o Show selection margin — displays a margin to the left of articles in

the view. Selected articles are indicated with a tick. This makes it
easy see when you are selecting multiple articles.

&) Forward | @ Edit ||@ Folder  |©!
C{% Search in Yiew 'Frances' old stuff'
Search for |
Article author ~ Date Size Subject
El Frances Borkman  OGOF/2006 4,282 Invaices
El Frances Borkman  OBfOFI2006 39,700 ¢ Brer Rabbit
¥| I Frances Borkrman  21/05/2006 4414 Another new article 1
El Frances Borkman 17052006 4,360 another new article 1
¥| I Frances Borkman 071032006 4,540 Lzer Guide
N Frances Borkman 07032006 39,390 ¢ Subaricle: 3. Getting
EH Frances Borkman 07032006 4 644 Subarticle: 2. Publiz
T Frances Borkrman  OF0R2 006 A 384 Subaricle- 1 Introdl

Figure 207: Document selection margin with some selected articles

o Hide selection margin border — if the selection margin is visible,
this will remove the border between the margin and the article
information.

. Extend last column to window width - select this to make your
view easier to read.

7. Margin: Lets you select the amount of whitespace around the view
contents.

Column properties

Columns contain information about each listed article. Column properties let you
rename the column, change the display of column headings and contents, and sorting
of articles within the column.

Display the Column properties dialogue box. If the Column properties dialogue

box is not displayed click on the Database properties icon E If the View
properties is displayed, click on the dropdown list in the top left of the dialogue box
and select Column.

Appendix A - 11



edDesk (Lotus Notes) User Guide

D atabaze

Alias

Comrment

Style  Standard Outline -

Figure 208: Changing the properties dialogue box from View

Renaming a column

1. Move your mouse to the View Preview pane. Click on the column header
that you want to rename.

Note

If you click on the column contents the Column properties dialogue box
changes to the View properties dialogue box. Click on the column header
to redisplay the Column properties.

2. Title: enter the new name for the column.

Changing the display of column headings

1. Clickonthe Titletab 57 .

2. Select your title attributes.

3. If you want to have the same title styles for each column click on
<Apply to All>.

Changing the display of column contents

1. Click on the Font tab |8« €|,
2. Select the font attributes.
3. If you want to have the same style for each column click on <Apply to All>.

Sorting column contents

Sorting columns lets you organise the view display so that it is easier read. For
example, if you have created a view that lists all of your articles by date, you might
want to sort the dates so that the oldest article is at the top or bottom of the view.

1. Click on the Sorttab' ¥ . The Column Sort dialogue box displays.
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: Sork Mone Azcending *  Dezcending
 Type: * Standard Categorized
Caze senzitive sorting Accent zenzitive sorting

Show multiple values as separate entries

¥ LClick on column header to zort Descending -

Secondary zort column

Totalz:
MHone -

Figure 209: Column Sort dialogue box

Change your sort options as required.

° Sort:

o] Ascending - sorts in increasing order. That is numerical
starting at the lowest number, then alphabetical, earlier dates
before later dates.

o] Descending — sorts in decreasing order. That is, largest number
down to smallest number, reverse alphabetical (Z-A), later
dates before earlier dates.

° Type:

o] Standard — Repetitive information in a column is listed
separately for each instance of that information. For example, if
you are sorting the author column and there are several
articles by the same author, the author name is repeated for
each of their listed articles.

o] Categorized - groups same information in a column together.
This is useful to get a list of articles by particular authors so
that the author name is not repeated next to each listed article.
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Figure 210: Author column is sorted with Type: Standard. Red colour just means
that the article has not been read by the view creator.

[ S8 Ttnchre mtinet exdliosk. / Home | 28] inches Documentation Project... ¢ | [T Atiches bess than 2 weeks obd.., 3
bho ~ (e Size ¥ | |Subjent
Andreny Broadhe ad
* 050 QrZ006 198.016 & CPA Up iumi oo LTS
* | 0501 Q2006 102818 B CPaUp
* | D491 U205 15973 & TveL 110 s lo-@|O=z|F*a| =
= = | 2R0ar2006 4 F6E HiG - &k St Mone # Ascending Diescendng
* 2002006 198,732 & cPaUp Tewpe: | Stendwd  + Calegorized 1
* |3 ZRAOAZ006 101331 B CPRAUp | Caee seneiive sorlirg At sene s
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* 041 Q12006 1,696  Fw Ora | Secondoy satcokmn Dot -
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Figure 211: Author column is sorted with Type: Categorized. Red colour just
means that the article has not been read by the view creator.

o Case sensitive sorting — sorts lowercase before uppercase.

o Accent sensitive sorting — sorts accented characters after non-
accented characters.

o Categorized is flat version 5 or greater — don’t worry about this!

o Click on column header to sort — Tick this option so that when you

are using the view if you click on the column header you will
change the sort order. This is useful!

o Secondary sort column — Lets you have multiple levels of sorting.
For example, if your first column sorts by author, you might like a
second column sorting by date, so that all the author’s articles are
listed in date order.
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Saving a view after you have designed it

There are a few ways of saving your view from the Design pane. Do one of the

following:

1. Press <Ctrl> +s; OR

2. Select the File menu then select Save; OR

3. Click on the close icon (the cross at the top right of the View tab name).

You are prompted “Do you want to save your changes?”
Click on <Yes>.

RENAMING A VIEW

Make sure your view names indicate the type of information displayed by that view.
If you have modified your view since creating it, you may need to change its name.

1.

a r wDn

Go to the view to be renamed.
@ see Going to your view for instructions.

Select the Actions menu.
Select View Options.
Select Rename...

The Rename dialogue box displays.

Rename

Conel |

Cancel

Figure 212: Rename dialogue box with old name highlighted

Type the new name for your view.
Click <OK>. Your view is renamed.

DELETING A VIEW

1.

a M N

Go to the view to be deleted.
@ see Going to your view for instructions.

Select the Actions menu.
Select View Options.
Select Remove View.

You are prompted This action may not be undone. Are
you sure you want to delete the view (your view
name) from this database?

If you really want to delete the view click <OK>.
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Appendix B: Creating simple Agents

Agents are simple programs that let you perform repetitious tasks quickly and
simply. You can use agents to automate almost any task that you can perform
manually in a database. You can also use search options to select only articles
matching your criteria and then create agents to perform tasks with those matching
articles.

For example, you might want staff to receive an email each week that lists all active
articles that have not been modified in the past year. You might also want a daily
update of articles that have been created or modified in the past day.

Agents can be:
. private - used only by you; or

o shared - able to be used by other people who use your database.

No technical knowledge? No problem!

You do NOT need any programming or technical knowledge to create simple
agents and you may create as many agents as you like.

OBJECTIVES
By the end of this chapter you should be able to:

o create simple agents

o create an agent using a worked example

. test your agent

. use your agents

o view at a list of your agents

o edit an agent

o delete agents (that you created) that you no longer need.

WHERE TO GO FOR MORE HELP, OR FOR AGENTS REQUIRING PROGRAMMING
SKILLS

Complex agents and agents requiring programming skills are outside the scope of
this User Guide. If you need to use complex agents consider the following two
options:

o see your system administrator — they may be able to write the
agent for you. Remember, you must know what you want the
agent to do (you don’t need to know how to do it though). Your
system administrator may also be able to refer you to useful
reference materials.

o refer to the Lotus Notes online help — Context Sensitive Help is
represented by a question mark in the right top corner of dialogue
boxes. Click on the question mark to see help about the feature
you are currently at. 1f you do not have a dialogue box open press
<F1>.
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CREATING AGENTS

Important

This section does NOT cover each option available when you create agents. Only
very simple agents, requiring no programming knowledge are discussed. If you
need to use more complex agents see your system administrator.

1. Open the database in which you want to create the agent.

2. Go to the Create menu.

3. Select Agent...

4. The Agent properties dialogue box and the Programmer’s pane display.
Note

You must select criteria from BOTH the Agent properties dialogue box and the
Programmer’s pane to create a working Agent.

The Agent properties dialogue box contains the name, description and details the
conditions the agent will run under — when and the how the agent will do
something. The Programmer’s pane contains the actions — what the agent will do.

B Jnechne intianet edDesk / Home | 2] techne Documentation Project... | Q' (Uniitied) - Agent <

e

Objects Untitled {Agent) : Action

(= o Uniited [Ageri] 1lr 15 | =
[ ¢ Documant Selaction un | | | Simple actionis) |
& Achion

Store search in seanch bar mendu
Sbone haghlights in document
Fiun in background chent tuead

Ophons

i T T B — . — . )

Tigps  *= Onevent On schedule
E Achon meny selechon i

Riumniirme
Taget  All selected documents -

Add Action...

Figure 213: New agent showing Agent properties dialogue box (in foreground) and
Programmer's pane (in background).

Agent properties dialogue box

1. Name: Enter a name for your agent.
2. Comment: Enter a description of the agent. The comment appears in a list
of agents.
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Options: You may notice that some of the options are greyed out
(unavailable). The availability of options depends on your level of access
to the database in which you are creating the agent.

Shared / Private — If you want to share this agent with other people
who use your database click on the Shared option. If you are the
only person who will run this agent click on Private.

Store search in search bar menu — if your agent is going to search
for text in articles you can display your search criteria in the
Search bar.

Store highlights in document — if your agent is going to search for
text in articles you can highlight the matching text in the articles.

Run in background client thread — if you select this option your
agents will not be seen by a user. However if you are using agents
to email people this is OK! Don’t worry too much about this
option.

Runtime: You need to select a “trigger” for your agent. Triggers cause the
agent to be run. You can select either:

On event — select a particular event, from the dropdown list under
the trigger field, which will trigger the agent. ® see below,
Runtime trigger: On event for more detail about the On event
options.

On schedule — schedule the time, day or frequency that the agent
will run. ® see below, Runtime trigger: On schedule for more
detail about the On schedule options.

Runtime trigger: On event

1.

You now need to select the event that will run your agent. The following
options are available:

Action menu selection: The agent will be listed as an option in the
Action menu. When you want to run the agent you need to go to
the Action menu and select the agent. This is useful if you want to
run the agent at varying intervals.
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Figure 214: Action menu selection - the agent using this trigger is
"Frances' agent".

Agent list selection: For agents that are “called” by other agents —
that is, other agents use this agent. DON’T WORRY ABOUT
THIS ONE.

Before new mail arrives: Works on every item of mail before it is
received in your mailbox. Can be used to move incoming mail to a
folder. Use this option with care.

After new mail has arrived: Works on newly received mail.
Particularly useful if you have just sent out many emails and
people are responding to them — for example a client survey. You
can use this option to send automated replies.

After documents are created or modified: DON’T WORRY
ABOUT THIS ONE. May be used for workflow tasks, but the
edDesk article workflow tab replaces the need for this option.

When documents are pasted: DON’T WORRY ABOUT THIS
ONE. Used for articles that must be modified when they are
pasted into a database.

Target: select the articles on which the agent will be run. Your options in

the Target field vary depending on the Runtime trigger you selected. For
example, the event runtime triggers “Before new mail arrives” and “After
new mail has arrived” only act on mail items — not on articles. All available
options are listed below.

All documents in database
All new and modified documents

All unread documents in view: You select article search criteria
and your agent only acts on articles matching those criteria.
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o All documents in view: You select article search criteria and your
agent only acts on articles matching those criteria.

o All selected documents.

. None.

Click on the close icon H (top right of the dialogue box) when you have
entered your agent properties.

The Programmer’s pane is displayed.

Runtime trigger: On schedule

1.

If you have selected On schedule as your runtime trigger you must select
the frequency of the agent’s running.

o More than once a day: Only used for very high priority items. If
you schedule very frequent runs you could slow your server!

o Daily: For important items that you only need to know about once
a day. itechne uses this for sending out a list of articles that have
been modified or added in the day.

o Weekly: For routine tasks, particularly useful for summary reports
S0 you can see what has happened during the week.

o Monthly: For low priority tasks. For example, archiving articles,
distributing monthly newsletters.

. Never: DON’T WORRY ABOUT THIS ONE.

Click on <Schedule...>. The Agent Schedule dialogue box displays.

Agent Schedule

Stait purnng agent &t IFE:I |

[ Start rurning agent on this date | 1
I Stop nurning agent on this date | i

[ Don't mm agent on weskends

Runon |-y Serves- -|
[T Choome seiver when agent is enablad

0k | | Cancel

Figure 215: Agent Schedule dialogue box, where you enter the schedule by which
to to run your Agent.

Use the Agent schedule dialogue box to specify the schedule by which
your agent is run. Remember that agents do take up system memory, and
complex agents, or agents running on many articles, will slow your

AppendixB -5



edDesk (Lotus Notes) User Guide

database down when they run. Specify a sensible schedule that has
minimum impact on other users.

Run Agent Once Every Day: Select the time your agent is to run.
It will run at the same time each day (until you change the time).
Start running agent at: If your agent is system intensive (takes a
lot of memory, or will have to search through a lot of articles)
select a time when you know that there are fewer people using
your database.

Restrict Dates When Agent Runs: These options are used to
restrict the dates the agent runs. If you only want to use an agent
for a particular period or not on the weekends you need to select
your criteria here.

Start running agent on this date. If you want to start running your
agent on a particular date click on the checkbox then enter the first
date you want the agent to run. If you are not sure of the date
format click on the calendar icon next to the date. A calendar is
displayed. Select the required date.

Stop running agent on this date. If you want to stop running your
agent on a particular date click on the checkbox then enter the last
date you want the agent to run. If you are not sure of the date
format click on the calendar icon next to the date. A calendar is
displayed. Select the required date.

Don’t run agent on weekends. If you don’t want your agent to run
on weekends, check this option.

Where the Agent Runs: Only change this option if you know
which servers your database uses. Most people will leave this
option at -Any Server-.

Click on <OK> when you have set your Agent Schedule.

Target: select the articles on which the agent will be run. On schedule has
only two options:

All documents in database

All new and modified documents

Click on the close icon H (top right of the dialogue box) when you have
entered your agent properties.

The Programmer’s pane is displayed.

Programmer’s pane

The Programmer’s pane is where you select the actions done by the agent. That is,
what the agent does. You can also specify which articles are to be selected.

The Programmer’s pane is divided into two panes — the left pane is the Objects
tab. There are two available option s - Document Selection and Action. Document
Selection is not always used, but it is where you can specify that the agent run on
only a particular set of articles. Use Document Selection if the Agent properties
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dialogue box did not allow sufficiently refined article selection criteria. Action is

always used and is the selected option when you first enter the Programmer’s pane.

| C2 Jitechne inranet edDesk / Home | 23 Frances Boekman - Inbox 3¢ | 2 | kechne Documentation Project. . ¢ | 2| #echne D4

Objects Email lizt of new and modified articles {Agent) : Action
0 Email kst of mew and modified atig v -
o0 T ch Run [ J [ﬁlmic action]s] J
2 Action |

y
]

Add Action,..
Action object
1. Click on <Add Action...>.
2. The Add Action dialogue box displays.

Add Action

LT Modify Field

Modify by: * Replacing (" Appending
The valueinfield  [AbbrevisteFrom -

Wwith the new valus |

in the specified fisld.

In the curently selected documents, Motes will replace the value in the specified fisld with
the new value. Alernatively, for text fields Motes will append the value to the existing value

Hudd I Cancel

K K

Figure 216: Add Action dialogue box on entry, showing default action of "Modify

Field".

3. Action: The default action is Modify Field. Click on the dropdown list to

see a list of available actions. Look at the bottom of the dialogue box -

outlined in blue is a description of what the selected action does.
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The options for the actions change as you select different actions. Compare
Figure 216, above, with the Add Action dialogue box below (after a
different action has been selected).

To Action |Move to Foldes |

Move documents to folder...

= ¢ Temporary Files
] BroadyTest
= = Frances aibcles
B new and modified aticles

Motes will move the selected documents to the specified folder,

Add I Cancel

Figure 217: Add Action dialogue box with a the Action “Move to Folder” selected.
This action moves articles specified in the Agent properties dialogue box to the
selected folder.

Select the required action and the parameters that your selected action needs
to be completed. (In Eigure 217, above, the parameter is to select the folder
to which you want to move your articles).

Some Actions have no parameters.

If there are no parameters for an action the blue action description box will
contain “This action does not require any parameters.” There will be
nothing for you to select other than the action itself.

Click on <Add>. Your action is added to the agent and appears in the
Programmer’s pane.

[Frances Borkman - Inbox 3¢ | "2 | echne Documentation Project... ¢ | %2 kechne Documentation Project...

Move new and modified documents to new folder (Agent) : Action
Run | J ISimple achion|s] j

Figure 218: Action “’"Move to Folder” now added to programmer's pane.
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6. If you want to add more actions for your agent to perform repeat steps 3 to
5. Actions must be added in the order that you want them to be run.

Document Selection object
1. Click on Document Selection in the Objects tab.

2. The Programmer’s pane displays as below:

__'ﬂmhnmmrﬂe:ka’ﬁm|[9F|msau}.mm-lrbmc.-'|"-ﬂt:cl'mmemﬁm -'|"T_*|m:}‘nelilnl:u'-mmﬁnm o

Obgects Move new and modified documents o new folder (Agent) : Document Selection

= W g ey and modied docirren | Bun
Drescigraeni Sebection = =
o Acdun |

2 2

#Add Condition

Figure 219: Document Selection object selected in the Programmer's pane.

3. Click on <Add Condition...>. The Add Condition dialogue box displays.
® see section 5.6i: Conditions for details on specifying the most commonly
selected conditions.

SAVING YOUR AGENT
Do one of the following:

4. Press <Ctrl> +s; OR
5. Select the File menu then select Save; OR
6. Click on the close icon (the cross at the top right of the Agent tab name).

You are prompted “Do you want to save your changes?”
Click on <Yes>.

TESTING YOUR AGENT
It is important to test your agent to make sure that it runs correctly.

If your agent is going to manipulate articles, or email you a list of new or modified
articles then create at least one new article so that you receive some indication that
the agent is running correctly.

Have a new or modified article ready

It is best to ensure that there is at least one new or modified article in your database,
so that you can see exactly what the email will look like. If necessary create a
dummy article (you only need to complete the mandatory fields in the Basics

tab).

1. Close the agent (click on the cross at the top right of the Agent tab name).
2. Go to the View menu.

3. Select Agents. A list of all of your agents is displayed.
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_.:ﬂh-:h-!mnmlvll#  Him |f—_‘j_ ot Beehimars - beibam _l’ﬂiml:lmwrmﬂﬁwml ']-ﬂln'r-r:l:nwirﬂp\ml 1
7 M igara | | o Erabts | @ Diratts | | Bign

| MemaCamment Ay Vi Pareats 0 Last W
12

Ll Maakdiadd By - HaHahisih Walen Wb

Frarcas BodumaryT schr'sh &

e s Sephadh e " WETRETE: 11 06 27 A Fiaries Bl s T eohrar s & - -

Febees i M L B O E08 (2 1R 58 P Fiaries BosbumarnT echres # L L

o P o bloddied detecies Sobwded ¥ T TELE0E 0755 15 P Fiaries o echres ¢ L L
serch caly el BBoul rew and ol
st apeed Fracteed ¥ IR | 2 27 43 Phd Fiarses Bl s Techrm i L4 ¥
et cocumaniy

Figure 220: List of all of my agents.

4. Highlight the agent that you want to test.
5. Go to the Agent menu.
6. Select Test.
7. After the agent has been tested a Test Run Agent Log displays.
Test Run Agent Log Ed
The following will ocour when thiz agent iz run:
Agent designed to run az locally scheduled agent for uger 'CH=Frances Borl
Agent scheduled ta run an 'CH=Frances Borkman/0=T echne-fentures’,
Started running agent 'Mew and Modified Articles' on 22/03/2006 02:36:00
Running on new or modified documents: 53 total
Found 1 document[z] that match search critena
Testing: Sent 1 newsletter(s]
Dane running agent 'Mew and Modified Articles' on 224032006 02 36:04 P
£ b
Figure 221: Test Run Agent Log
8. Read the Test Run Agent Log carefully as it tells you about the total
number of articles in your database, how many meet the criteria specified
by the agent and what will happen to those articles. In the Log above a
newsletter summary will be sent to recipients specified in the programmer’s
pane.
9. Click on <Done>.

DELETING AND DISABLING AGENTS

Only delete agents that you have created and that only you run! If you are not sure
that you are the only person who uses an agent disable it instead of deleting it.

Delete — permanently removes the agent from the database.
Disable — the agent is still in the database, but it cannot be run.

Deleting an agent
1. Go to the View menu.
2. Select Agents. The Agents list is opened.
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Select the agent to be deleted.

4. Press <Delete>. You are prompted Delete agent “(agent
name)” permanently from the database?
5. Click <Yes>.

Disabling an agent

1. Go to the View menu.

2 Select Agents. The Agents list is opened.
3. Select the agent to be disabled.

4 Click on <Disable>.

WORKED EXAMPLE — AN AGENT TO SEND A DAILY EMAIL THAT LISTS NEW AND
MODIFIED ARTICLES

This agent sends an email each weekday morning (at 8:30am) to other people in an
organisation. The email lists all new and modified articles in a database. Each new
and modified article has a link so that people can open the article. Other information
displayed is the article author, modification or addition date, article size (in bytes)
and article subject.

1. Open the database in which you want to create the Agent.
2. Go to the Create menu.
3. Select Agent.

Agent properties dialogue box
Name: Type “New and Modified Articles”
Comment: Type “sends daily email about new and modified articles”

Trigger: Select On schedule.
Select Daily from the dropdown list.
Click on <Schedule...>

© © N o g &

Start running agent at: Click on the clock icon in this field.
10. Scroll through the list until the time displayed is 08:30AM.
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Start running agent at | 08:30 Ak C‘-'Jl
£,
(1)
03 30 Ak
[ Start running agent
[ Stop running agent
[ Don't rn agent an
Burnon |-Any Server- |
[ Choose s — . |enahls
K]

Click away from the list. You are returned to the Agent Schedule dialogue
box.

Don’t run agent on weekends: Select this.
Click <OK>.

Target: select All new and modified documents.
Close the Agent Properties dialogue box.

Programmer’s pane

16.
17.
18.

19.
20.

21.

22.

Look down at the bottom of the pane. Click on <Add Action...>.
Action: Click on this list and select Send Newsletter Summary.

To: Type the email addresses of the people to whom you are sending the list
of new and modified articles. If you have a group contact list, you may
type its title. For example, #staff@company.com.

Subject: Type New and Modified Articles.

Send the following message: This field is for text that appears in the
body of an email. Type The following articles are new or have been
modified:

Include summary for each document using view: Make sure this field
is ticked. Then select All Documents. Your email will include information
displayed in the view “All Documents” (a very useful view!).

The Add Action dialogue box should look like the one below. (The
address of the recipients will be different)
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Add Action X
Action fSend MNewsletter Surmmarny _TJ

To |Fbo1kman@itadm.¢nm
Subject |Mew and Modified Articles

Send the following message
The follovang aicles are new or have been modiied

-

are...

W Include summary for each document using view [AJ‘r Documents j
[T Gather at least i ' 3 document]s] before maling

Motes will summarize the selectad documents and send a mail message to the speeified
recipients. For more addressing options, click the More buttan,

add | Cancel |

Figure 222: Completed Add Action dialogue box as per the instructions in this
example.

Click on <Add>.

Your action is now added to the agent. The Programmer’s pane is
displayed as below.

| B2 | itechre intianet edDesk / Home | 23 Frances Boskman - Inbox... 3 | 2 | techne Documentation Project... 3¢ | 2 itechne [
Obsgects

MNew and Modified Articles (Agent) : Action

= m Hew and Modied Artickes [Agent] | Ry =1 [si i -
# Document Selechion " I J[ ke o) J
& hetion Send newsletier summars]

Figure 223: Programmer’s pane after you have completed the Add Action dialogue
box.

Save your agent by either:

o going to the File menu then selecting Save OR
o pressing <Ctrl>+s

Close the agent. (Click on the cross in the agent’s tab).

| © Mew and Modiied Aticles -.. )ﬁl
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Test your agent

Have a new or modified article ready

It is best to ensure that there is at least one new or modified article in your database,
so that you can see exactly what the email will look like. If necessary create a
dummy article (you only need to complete the mandatory fields in the Basics
tab).

217. Go to the View menu.

28. Select Agents.

29. Highlight the agent you want to test.
30. Go to the Agent menu.

31. Select Test.

32. Read the Test Run Agent Log carefully to make sure that your agent has
run as expected. Make any required modifications to your agent.

Appendix B - 14




edDesk (Lotus Notes) User Guide

Appendix C: Using Webforms

WEBFORMS

Webforms are used by your clients to review articles that you are publishing on their

behalf. They are particularly useful for independent publishers, such as

Hardie Grant.

This appendix instructs you in the procedures involved in using webforms, from the
author receiving a brief emailed through edDesk, through to the editors and the

client reviewing the edited article.

Webforms involve using a web browser for submission and review of articles. The
address of the website you need to use for article submission is given in the briefing
email to the author. The address of the review site is given to you by itechne — you

then give that address to the client who needs to review their articles.

Author tasks
This is written from the perspective of the author.

1. Open the briefing email. The email is displayed, containing details of the

brief and instructions follow to submit the article.

Dhiiet i,

“Wigrs Brull ANUCHOMT ARk & Allined

Biribe

This bl v for Fp What's On secion of the 00012007 neue of Wiesseld Bonds Juncson

Swubgwct of ewiche: Tranang avlicle T for Can
sl ol wiich tpgrared 150

Daacihrg &5r o ion TROVDIOT
[Fiase oorinct ot imemedenieds f Fine A Ay problems meeiag Fa desdinn)

Woskebea e wubmay fsn [qaned bin]
hap st Aechng ComhqPvesSeldl d safonetTopend dociD- 45 TR OISR FBCASE FRARD I HE Dl Ji g

Irmpceiarst; Hioww o Sl your siony

Plasass sulbevsl your arcle uiang ha web bnk and wemame)ipassword scheded below in Bes smal The wob

o hinel ety problpma uiang Vg wib ik Bl plaaie emad yoor 100 10 wirithekd mbadkerEaecheg com

Flarai s kiep 6 Copry of yorar falereliind $i0fy o eChale Sl Bl

LHpmamiy wSuisr
Pasyeord wibluser

yiu hiraw arey problemi uing the web ek el pleate emad your Biory 19 wiSeld mboihesEepcbng com

Fughts iscluded Frst us sy

Taerris ol Qoo ny

Please contad us lor o Copy of he e and cond@ons

i Can P Crasted Bk SACHE B3 Ofl 0F 5 Nrw 807 VO WG] S 05600 FISA3S JONT dabots .0 B amad Bl 1anl 0 y0u My Sk

Framaad

ik, pronaders Bn S R-0-uSe Iom nio
which yiw CON COPyY Bnd poite T e of your Complated Firy. and hen subimil th B0ny wing B Sulerl bascs. The walriom will ga you 1-2 houn
aifiar Opereny f Baloee pOur 550N will e 0ol and you will ned 10 kogn again, 50 yOu should subeme your siony lasrly promplly afier openng T bk I

To e thay wdrbamed sulbmes saon lom, samply Chch on T sk bk badow of f your emaed progeam dossa allow Bl copy and pashe T et of e web
o, [Pa puer? S0 wath i ) ke o wihs browebier “vioull B peomipted i kg, nd Con i T i8ieeng uidemimed g P twded

Figure 224: briefing email showing all text of email

Appendix C - 1




edDesk (Lotus Notes) User Guide

Write your copy in whatever application you usually use for stories.

Web-based submission: When you are ready to submit the story click on
the link under the Web-based submission heading.

Deadline for submission: 280372007
(Flease comact us immediately if there are amy problems meeting the deadling)

Waab-based submizsion (requines login)
htp-/fhost techne comfhgiwestheldEd nsfbrieffopend docdD=467 0625 0BICEBFFIBCAZETZABN03TEDEIE logmn

Important How to submit your story

Flease submityour aficle using the web link and usemame/password included below in this email, The web link
which you can copy and paste the lext o your completed stony, and then submit the story using the Submit button
after opeming it before your session will tme out and you will need 1o login again, 50 you should submit your s1ong
wou hene any problems using the web link below, please email your story to westield inbasket@itechne com

Flease keep a copy of your submifted story and include author bio.

Touse the web-based submission form. simphy click on the web link below or f your email program doesn’t allod
link: (the part starting with hitp:/f) into vour web browser. “rou'll be prompted o login, and can ener the follewing us

Usemame; wibuser
Password: wibluser

Figure 225: Briefing email showing details of the submission instructions

A browser window opens, with a login screen.

Note

If a browser window does not open, then you need to open a browser
window and copy and paste the link into the URL of the browser.

T Tt pe Aot e b comi g wes e LL . s b P pee ot Qo= 6 106 2 S0GPCEF F0BCA 257 ZAB00 37 [0 38 1o - Microzol! bnler
Filsa EM View Favoriles Todlk Help
Qua - Q) - (x] (2] € e Srrems @) (305 03 il 53
ﬂrﬂ;p..'_l‘hou Eechre. corryagy reeit bl d. ret el Popesrdedion B FOEIS0ER BF TOBC ASS T I ARG ML L1 8500
Oy Mo ) Brea - Srdn () dechoe rbaet ] onal ] Whiseds ] Windows Markatplace [ Gaogle

a Fleasn idenidy yourselt

Uasnams

Pagswannd

Access Sene

Figure 226: Login screen for webform - used in article submission

Type in the username and password given to you in the briefing email. The
username and password are case sensitive.
Click on <Access Server>.

The webform for article submission displays.
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Figure 227: Webform in which to copy and paste your article

8.
9.

10.

11.
12.

Headline: type the headline for your article.
Intro: type the introduction for your article.

Copy and paste your article into the area below the Intro:

You can do many simple word processing functions here — such as bold,
italic, indent, outdent, bulleted lists, numbered lists.

If you’ve used a wordprocessing application such as Word, your formatting
will be pasted in as it appeared in Word.

&1 Briel Subemission - Mierosalt Internel Explorer

Pe B Vew Fovortes Took Hel
Q- ) [x] [ € Oswr Srrems £) - E-LURNAS S

] herp: [t ibechres. comholestieldE d, nafbrisF roperedon D F8 2S00 BF FOBC S T2AR00 VTELE logn
i More ] Bureau - Sydn (il Rechne intranct ] omal ] Wikipeda (] Windows Marketplace (] Google

—

HARDIE GRANT MAGATINLS

e Intranet / Extranet

Bref copy subsmisison for Westfheld Bond

Thig will subme copy and aformabon for the followeng srisgle:
Subject: Traming article 2 for Cen

Issum: 2007/ 1

Seghion: What's On 5 Stared

&ssignad Author: Can Dawved

Hescine Hempry Dumpry

Irir Fompty Dunpby war snagg!

BE2&%E JIEAEESIE- R

s |

= Humpty Demply sal onoa wall

s Hurnply Durnply bod o greal foll

s All the kings hoades

= and all tha F.II"I;‘L &

n couldn'l pul Huenply logether agoen
[ e

Figure 228: Example of an article ready for submission. Formatting has come
across when pasting from Word.

Click on <Submit> when you are ready to submit your article.
A confirmation message appears, thanking you for your submission.

Appendix C - 3



Editor tasks

edDesk (Lotus Notes) User Guide

}= 1 Site message - Microsoft Internet Explarer
Fle Edt View Favorites Took Hep

ﬂmu- 3 :'_;:;j/%ad-"ﬂwnu@ﬂ:'-__.r:‘ t:ﬂ-:-“"ﬂ

-

ﬂ_‘] et pc et kechine, comijtageestfiesdE d, nef fmessaoe fopenimescages Thank s youSe 20 or e your s 0mubomisson, %20
Lo Mare  4F) Burosu - Sydn 08 Rechew intranet. 48] omal ] Wikpedia o] Wirkkows Marketplace (] Googl

HARD
1l EGR

HARDIE QRANT MASATIHES
ANTHBER

Intranet / Extranet

Thank you for your submission

Figure 229: Confirmation message that appears after you click on <Submit>.

Submitted articles are listed in the Filed Copy view, available from the Editing
tab. When an article is submitted, edDesk “replicates” this around the network —
meaning that it can take several minutes for a submitted article to be listed in the

Filed Copy view. Be patient — it will appear.

Click on the Editing tab.
Click on Filed copy.
All articles with a copy status of “Filed” are listed.

Crasting Edrarig Devaloprment

Westfield Bondi Junction Magazine EdDesk / Filed

All work filed by writers

! | !rﬁulhﬂr :'w’m
" THA Inbazhet Ernail: test for training
= THA Inbasket Ernail: testing article submassion for HG

training
: r——
20071 Accessones Stores: Training article Frances Borkman ]
d

. *

Figure 230: Filed copy view, with the article that was submitted by the author
outlined with the black box.

Click on the article you need to edit. The article opens.
Click on <Edit>.
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6. Make any required changes to the text and/or formatting.
7. Go to the Workflow tab.
8. Change the Copy status to reflect what part of the editing process the

article is up to.
9. <Save> the article.

Save new version

If you want to keep a copy of the article, as it was originally submitted by the author,

and a copy with any edits you have made, you can use <Save new version>.

If the author has submitted their article by emailing a Word document you can attach

that document to the article in a different manner.

1. When you have edited the article, click on <Save new version>.

2. The article is saved and closed.

3. Look at the Filed copy view (from which you entered the article you just
edited).

4. The article is now listed twice; the edited version is the “parent” and has an

arrow next to its subject; the original article is a “child” of the edited article.

Waestfield Bondi Junction Magazine EdDesk f Filed

All work hled by writers

Author ‘Wor
= TBA Inbasket Email: test for training
= TBA Inbasket Email: testing article submission for HG
training
2 P, il I ¥ ¥ 7
20071 What's On Training article 2 for Cen (Cen Davd) [Filed]
20071 Accagtones Stones: Training aricle France: Borkman 1]

Figure 231: Edited version is the one with the arrow next to the subject, original

version is indented underneath.

Client review of edited articles
When the article has a copy status of “Copy ready” it is available for the clients to

review at an approval site. itechne set up the approvals site, and then you (at Hardie
Grant) let itechne know the logins and passwords you want. You then give the site

address and login details to the client.
This section is written from the perspective of the client.

Appendix C - 5



edDesk (Lotus Notes) User Guide

Go to the approvals address. Your publisher will give you this address.
Login in to the approvals site.

A list of all articles with a copy status of Copy ready is displayed, as below.

Fle ER Vew Favorkes Toos Hebp
Qs - Q M BAG Powch fpronnn @ - E- LI EH B
<o | ] it et kechiwe, com e fwestfldE d wlrﬁljwﬂwfm—:mﬂmﬁ-uul-Imm-lmmmwmem-dm&d—hﬁm

—
HARD ?’_ﬂ
1l EGR e @
HARDIE GRANT MADATINES —
ANTHEH T — =

Intranet / Extranet

* _‘-‘E %

v,),"

Please use Refresh in your lnowser Tor tha lsest Rems.

Training - green (rogs

R 0T

Saechion Gereral e st FeafuresSEores
Al Frangss Borkman

Appioal dale 61 F el

Dt Tridszh b

Training article 2 Tor Ceri
lrmus AT

Saction viha" =z O Shories
Aughur Casri Dol
Approreal dabe: Ot 2007

Humgty Dumglly was an egg

Thindi of an axciling sibjec
T

tsum

Sechion (rerverad indenest FaahmesSaore
Aughor Frances Borkman

Apprcreal dale O r200T

Exclement. . is smphy excling

& 2007 Hardie Giand Publiahing, All dghts resefesd

Figure 232: Client site, listing articles submitted for approval

Information displayed about each article is:
e Subject (this is in bold with an arrow next to it).

e |Issue: information is taken from the VVolume and Number fields in the
Basics tab of the article.

e Section: information is taken from the Section / Subsection fields in the
Basics tab of the article.

e Author: information is taken from the Author field in the Brief tab of
the article.

e Approval date: taken from the Issue date of the publication (in the
Setup tab, Production schedule).
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e Intro: Text is taken from the Intro: field in the Copy tab of the article.
If the author has submitted the article using the webforms, this was
entered into the Intro field of the webform (and from there edDesk put it
into the Intro field in the Copy tab of the article).

Click on the Subject.
The Approval submission page displays.

HARDIE CAANT MAGATINEGS

. e
BIEanety:Exranet I—-_*L‘Lﬂi

v,)‘i

Ip =x
FEm

Appraval submission for Westfield Bondi

e T Eharge regqueris iy T hldrery et
Subject Trwrwrg articie 1 e Con

I 2007 11

Secton Wha's On I Siores

Azmgraed Autrer. Cen D

L Humply Cumply
L Fumply Cumply was oh epgf

ol g e
Gt aphey

[ ]
our IOr

wibuger

Chawnges regusred 10 the aricls

[ " |
(_Roguest changes | [ Approve |

Husphy Dusspty 68t on & wal
Piamply Camply Pawd o grest fall

AL e lang's Foroes and o e kng' men
tulkdn pl Hurgly Ropeifer Spsn

B 00T Hasdis Gansd Publinhing Al dghis et

Figure 233: Webform article approval

The article details display. The article text is at the bottom of the page.

If you would like changes to be made, type those changes into the Changes
required to the article field. Click on <Request changes>.

If the article does not need any changes, click on <Approve>.
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Appendix D: Troubleshooting and FAQs

TROUBLESHOOTING

| marked an article for deletion by accident

It is easy to accidentally mark an article for deletion. It is also easy to undo the
deletion!

How you did it (relax it's very easy to do)

1. Opened the article. Did not select <Edit>.

2. Pressed <Delete>.

3. Closed the article, either by clicking <Cancel> or by closing the window
tab.

4. Your article has been marked with a cross.

* Resources
¥ bdanualz Digital camera review Concept
Subarticle: Camera 1 [Francesz Borkman] [Concept]
Subarticle: Camera 2 [Frances Borkman] [Concept]

* Subarticle: Camera 3 [Frances Borkman] [Concept]

Subarticle: Camera 4 [Frances Borkman) [Concept]
Subarticle: related to camerad [Frances Baorkman] [Concept]

Figure 234: Article marked for deletion is indicated with a cross.

How to undelete it (this is also easy)

Do one of the following:

1. Select the Edit menu (at the top of your screen). Select Undo Delete OR
2. Press <Ctrl>+z.

| really did delete an article

You need to contact your System Administrator as quickly as possible. If your
deletion is replicated your article may need to be restored from backup versions of
your database.

It’s always best to change the Copy status to Cancelled instead of deleting an article.
@ see section 15.2: Cancelling an Article for more information.

| want to print a view, but cannot get the Print View or Print Documents
dialogue boxes to display

Some views require you to select a document before selecting print. You tell
edDesk to print the entire view when the dialogue box is displayed.

1. Click once on any article listed in the view. The Print View dialogue box
opens.
2. What to Print — Click on Selected view.
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3. Click on the Page Setup tab.

Orientation — Click on Landscape.

Click <OK> to print, or <Preview...> to have a preview and check that
your print settings are correct.

FREQUENTLY ASKED QUESTIONS

Why are Volume and Issue fields pre-filled in my new article?

If you have an article selected in the content view then added a new article, the
Volume and Number fields in the new article are pre-filled with the information
from the article you had selected.

In the diagram below the selected article is dated 07/31/2004 (that is, 31 July 2004)
— or Volume 2004, Number 7.
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ecipesk

L

il i Y Y20 (T ey
e

Bunrch Comy Statar i
I T (ee—
Ardwinced paarch Bk
Hame P Elas
b Daw
mmﬂ'} RBm N daarael
Plew rrieeting ¥ Ganmal
* shooks
O My wark b Ly
B Team tools ¥ Aeleience maloisls
£ Foldars b Boskmaiks
= Centant T Pr—
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U 2005 Matwsrk inztuchand Jamrywhite
222004 MY OB Barvcas Batup Guds Jaraiy Whte
TR 32004 Eatbng w Moted databaie rephoad we COFROM Ewirew Broadhesd
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Q004 hsgtar wzk (Fr Barkms '
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| e aTranzo0s Motes on Dotumentaton Prosct ieke dor Frances  Agproved Frasoen Borkman
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Figure 235: Article selected from Content > Sections

If you select the New menu and then Article you will find that your new article has

the Volume and Number fields pre-filled with the same information as for the
article you had selected.
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f':":__"; Tools @ MM e E} Save @ Sav sE a Cancel @ Import

edDesk Article f New article

gbgics

Subject: |

Brief | Copy | Classification | Wwarkflow | Faper

T |Hesu:uuru:es

Story order: I:I Yalume:

Figure 236: Pre-filled Volume and Number fields taken from selected article in Figure 10
above

Important Note:

If you use the Content view and are briefing out a lot of material you must
remember that your new atrticles inherit characteristics from the selected article in
your view.

After you have briefed out your new article, edDesk takes you back to your content
view and any new article automatically inherits the Volume and Number from the
selected article.

Remember that you may need to update these fields with the correct information
for the particular new article you are creating.

How do | create a link from a small image on my webpage to a larger (or
better quality) image, preferably opening in a new window.?

11. Be in the article you want to have the images available in.

12. Add the small image to the article, in the position in which you want it to
display on the posted webpage.

13. Click on Attachments and resource files (this is at the bottom of your
article). This section expands.
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20.

21.

edDesk (Lotus Notes) User Guide

Basics | Brief | Copy | Classification | Workflow | Paper | Yeb | Log
Posting details | Links | Tools | Caching | Metatags |

Postdate: * Uzeiszue onsale date Accase: ¢ Pub)
" Select a post date manually

Aicle ID:  |articlelDs/22AEAS7282407C14CA257267000F96F2

Human UBL: | content2007-2-1_Road+Tests Fulltroad+tests_Aricle+2

Here is an article to which | want to aftach an image... so that | can link i

» Attachments and rezource files

Pleaze anzure that no attachments have d iplicate filename:

Attach files

Lead picture:

Figure 237: Expanded Attachments and resource files section of the article

Click on the <Attach files> button.

The Create Attachments dialogue box displays. Locate the image you
want to link to.

Double-click on the image. It is now added to the article (in the
Attachments and resource files section).

Click once on the small image.
Select Add Hotspot (shape).

Choose a shape that fits with the area you want to make a hotspot. If you
want to select an irregular area then select Add Hotspot Polygon.

Position your cursor where you want your hotspot to be then drag your
mouse to make the hotspot the required size.

The Hotspot properties dialogue box opens. There are a couple of fields
that you need to complete:

o Type: leave this as URL
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o Value: This must be in the format
articlel Ds/[thisdocid]/$file/[filename]

WHERE
[thisdocid] is the article 1D and
[filename] is the filename of the image.

Important

The square brackets just indicate that variable information goes
here - make sure that you don't put them in your value field.

. Type: enter _new. This opens the linked image in a new browser
window.

To get the article ID:
3. Go to the Web tab.

4, Copy the contents of the Article ID field.
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About the images used in this screen capture

Basics | Brief | Copy | Classification | Workflow | Paper

Posting details ] Links | Tools | Caching | Metatags |

Postdate: & Useissue onzale date fecess: @ Public ]
" Select a post date manually

Article 1D articlelDsf22AEARY 282497 C14 CAZST 267 000FI6F2

Human URL: [cn ntentf2007-2-1_Road+Tests_Full+road+tests_Aricle+2. htm

Here is an aricle to which | want to attach an image... so thatl can link o a large

w Attachments and resource files

= & &Y ire i ¥ i1 Y T -3aki WwiE i = f % il
ease gnsure that no attachments have duplicate filenarm:

Attach files

topgear_peugeotjpg

can refer to the files attached above using the relatve LR form

siticlelDs/[thisdocid)i$fileffilename)

Figure 238: Image in body of article, with Attach files listing image linked to by a hotspot set
in the body image.

This article has an image in the body of the article. It also has an attached file
topgear_peugeot. jpg.

A hotspot was created around the image in the body of the article. The hotspot
properties Value field contains the following:

articlelDs/22AEA87282497C14CA257267000F96F2/$File/
topgear_peugeot. jpg

WHERE

22AEA87282497C14CA257267000F96F2 is the articlelD (from the
Web tab) AND

topgear_peugeot. jpg is the name of the attached file.
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How do | make the text in an article larger, so it’s easier to see when
I'm editing?

1.
2.
3.

Open the article and go into Edit mode.
Select all the text in the body of the article.

Press |<Ctr|>+K. The Text properties dialogue box opens at the font
a
tab.

Text - C e
| =)l ) == | =] ]

Fon Size Style

CommonBullets B ol 8 a| ¥Plan -

Cooper Std Black, e Bold

CopprplGoth BABT T 10 Italic

Caurier b L j Underline

Courier Mew Strikethrough
Default Monozpace 10 % Superscrpt j

b
Default MuliLingual ¥
T~ Color [N -

Default Sans Serf
Langquage ntagaed -

=

Figure 239: Text properties dialogue box

Select the font size as required.
Click on the close icon.
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| prefer to use my keyboard where possible. Are there any keyboard

shortcuts?

There are many keyboard shortcuts. The most useful when you are in an article are
listed below. They are grouped into Macintosh and PC shortcuts.

Macintosh users

You must be in Edit mode before using the shortcuts.

Press
COMMAND+B

COMMAND+E
COMMAND+F
COMMAND+G
COMMAND+I

COMMAND+J

COMMAND+K
COMMAND+R
COMMAND+T

COMMAND+U
F1
F7
F8
F9

F11

SHIFT+COMMAND+L
SHIFT+F7
SHIFT+F8

To do this
Bold selected text

Toggles between Edit and Read modes

Find text and replace

Find next word when "Find text and replace" starts
Italicize selected text

Format paragraphs (alignment, spacing, etc.)
Format text (font, size, color, etc.)

Show/Hide ruler

Change text style to default (color changes only if
the text style is from a Paragraph Style)
Underline selected text

Undo last action
Indent first line in paragraph
Indent entire paragraph

Refresh current document (in Edit mode), view, or
workspace

Cycle through paragraph styles (defined in the
Paragraph Styles tab in Text Properties)

Insert page break

Outdent first line in paragraph

Outdent entire paragraph
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You must be in Edit mode to use these shortcuts.

Press
CTRL+B

CTRL+E
CTRL+F
CTRL+G
CTRL+I

CTRL+J

CTRL+K
CTRL+R
CTRL+T

CTRL+U
CTRL+Z

F2

F7

F8

F9

F11
SHIFT+CTRL+L
SHIFT+F2

SHIFT+F7
SHIFT+F8

To do this
Bold selected text

Put document in either Read or Edit mode

Find text and replace

Find next word when "Find text and replace" starts
Italicize selected text

Format paragraphs (alignment, spacing, etc.)
Format text (font, size, color, etc.)

Show/Hide ruler

Change text style to default (color changes only if the
text style was applied using a Paragraph Style)
Underline selected text

Undo last action

Enlarge selected text to next available point size
Indent first line in paragraph

Indent entire paragraph

Refresh current document (in Edit mode), view, or
workspace

Cycle through paragraph styles (defined in the
Paragraph Styles tab in Text Properties)

Insert page break

Reduce selected text to next available point size
Outdent first line in a paragraph

Outdent entire paragraph
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Your notes and comments

Please feel free to send feedback to fborkman@itechne.com

Your notes and comments
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