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OVERVIEW

Overview of the Content Management System

Covisint's Portal provides Content Management System functionality in two major areas:
document management and publishing. Document management is provided through
Covisint's Documents and Media portlet. This portlet provides intuitive management of your
organization's files and images.

Content that is stored in the Documents and Media portlet are made available to portal users
when Content Managers publish the content to the portal. Content is published to a portal
inside portlets.
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Anatomy of a Portal Page

The following is the anatomy of a portal page. A portal page is made up of one or many
portlets. Within the portlet is content, called web content. Within the web content could be
links to documents and images stored in the Documents and Media library.

This example uses a page from the Covisint Support portal. While your page may look
different, the structure of your page will be the same.

Home  Aul

covisint G G G ED S e

SUPPORT & KNOWLEDGE CENTER WHAT'S NEW?

Aurt tive Portal Cust

We Icomel On Sunday, December 21, 2008, Covi implemented an upgrade to the poffal platform, freshening the look and feel
of your porta. Print the overview === |'While many of the changeghappened behind-the-scenes, and were

transparent to you, there were a fewe changes to the User Interface apl Portal navigation that vou may have noticed.

Upgrade enhancements include: ateh the five minute video describing this

= Mewy Portal Dock Bar

» Irtegrated Search
HOW M ay We g . New  Watch the training video for the Content
= Enhanced Applications Portlet S S
Hel P You? u irtual Portal Model (URL=) = Syst

n Customer-Specific Enhancements to the
Dovwnloads Portiet

Thanks!

overview x>

Using this example, there is a page on the Covisint portal called the "[Flouls" page . On this
page is a portlet called Mﬁﬁm By default, pages and portlets are managed by your

Portal Content Administrator.

Within the portlet is content, referred to as a web content called "
TEEE". This web content contains a link to a document called "R UERNEET, . This
document is stored in the Documents and Media library. The web content also displays an
image of a YRS EY The image is stored in the Documents and Media library. By

default, web content and the documents and images within them, are managed by Content
Managers.

To summarize, files that are stored in the Documents and Media Library are made
available to portal users when Content Managers publish the content to the portal. Web
content is published to a portal page inside portlets.

The permission to view any of these items is configurable, as each may have a different
degree of specificity.

It is highly recommended that you review the section entitled Permissions Overview before
beginning to work in the Content Management System.




Overview

Each Portal is slightly different. Portal components may appear
slightly different, but functionality will be the same unless noted.
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Toggling Edit Controls

Edit controls allow authorized users to access the icons required to manage web content.

Welcome WPS Admin! w

n Covisint

q Automotive Portals
4 ;) Covisint Portal
) support
4 ﬁ Language
[ sign out
Add Portlets
E Layout Template
B Manage Pages
Preview Content

Toggle Edit Controls

Navigate to the top right corner of the main toolbar, and click the user name. When Toggle
Edit Controls is checked, edit controls are turned on. Click again to turn off edit controls.



Overview

Getting Started Checklist

The following checklist is designed to help get you started using Covisint's Content
Management system.

All tasks described in this help selection are role-based. If you are not able to perform a task,
contact your system administrator to have the proper role(s) assigned to your profile. Tasks
listed below are in the order in which they most commonly are performed.

TASK: REVIEW THE TOPIC:

Identify the Documents and Media Accessing the Portal Content Management
Library, and the Web Content Portlet. System

Review permission requirements on Permissions Overview

Documents, Articles, and Portlets. Permission Error Types

It is highly recommended that you
review the Permissions Overview
section before beginning work in the
Content Management System.

Identify the process of managing Web Content Overview

content to the portal Editing Web Content

Create hyperlinks to documents on your Creating a hyperlink to existing document
portal page

Upload new versions of existing Uploading a new version of a document
documents
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Accessing the Portal Content Management System

After logging in to your Portal, click the Content Management Link in the menu options,
usually placed on the left side of the screen to launch your Content Management System
(CMS).

Cowvisint Applications

Application 1

Covisint Content Management

Your Co, Content Management

Your Content Management page is displayed. This page generally contains the following
portlets:

.= Navigation F- 4 x | Documents and Media Display

-+ x

covisint. com P Andy Stte P Test Page ¥ Folders

Folder #of Folders #of Documents
£ Opensocial Gadgets [} [}
JProject 1 0 1
Project 1 il 1
3 Project 2 i [
£ Proiect Files [ 2

Showing 4 resutts.

¥ Documents

@ There are no documents or media files in this folder.

22 Web Content Display

F -+ x

This file holds. information about the project. tis typical of a Web Content aticle.

(=R

e Document and Media Library

e Web Content

Tasks are role-based. If you do not have access to perform some of
the tasks in this support material, you have most likely not been given
the role to do so. Check with your Content Management Administrator
for details.




MANAGING WEB CONTENT

Web Content Overview

Web content (also referred to as an article) is the name of the content held within a portlet.
The following screen shot is called the "What's New" Portlet. Within the portlet is web content,
titled "Attention Automotive Portal Customers." Within this web content, is a link ("print the
overview") to a document that is stored in the Document Library. Review the section entitled
Anatomy of a Portal Page for further detalils.

WHAT'S NEW? |

The ability to view the
Attention Automotive Portal Customers

portlet, web content,

On Sunday, December 21, 2008, Covisint implemented an upgrade to the portal and document is

platform, freshening the look and feel of your portal. @ Print the overview
==> While many of the changes happened behind-the-scenes, and were
transparent to you, there were a few changes to the User Interface and Portal
navigation that you may have noticed.

Upgrade enhancements include:

New Portal Dock Bar

Integrated Search

Enhanced Applications Portlet

Yirtual Portal Model (URLs)

Customer-Specific Enhancements to the Downloads Portlet

-

|

Watch the five minute video describing this overview >>>

Thanks!

Covisint

controlled by the
permissions set on
each item.

It is imperative that
you review the section
entitled Permissions
Overview before
proceeding further.

Typically, Content Publishers generally manage the documents and web content, while the
Portal Content Administrators manage portlets and portal pages.
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Important Notes When Using the Editor

L]

Use Internet Explorer (IE) browser when using the WYSIWYG Editor. (IE is the
only browser supported by Covisint).

e When attempting to paste text using Firefox, Chrome, or other browser, the
system will not clean up the code and will likely render unsatisfactory results.

When using the WYSIWYG editor, the portal's global stylesheet overrides the
classes you may have added to your content.

Warning: Only edit one article of web content at a time.

Do not attempt to simultaneously edit multiple web content articles in multiple tabs
in your browser.

Doing so will cause saving / approving to occur on all open articles, not limited to
the selected article.




Editing Web Content

Adding an Article

The following section describes the steps required to create your own content for display in a
portlet. This can be accomplished by Adding an Article.

1. Navigate to the folder within the Web Content Portlet in which you wish to add an article.
2. Click Add. The WYSIWYG editor is displayed.

New Web Content

«Back

Structure: Defautt Q,ﬂg‘; Template: None b
Detautt Languzge: /B Engieh (Unied 355]] @ Charce

Title (Required)

Content

Styles  « | Format = | Font ~| Size~ A A~ B I X

EE o Ee | s = s = = =
ElfSouce @ik Boaealwwe L& B E2
@O oD o e e

@ Covieint Coroeraton. A1l Aishiz Resarved 2014 Lex

3. Key in the name of the article in the Title field.
4. Key in the body of the article using the WYSIWYG editor.
5. Optionally, add images and links to other documents.
7. Perform one or more of the following:
If you wish to... ‘ Then...
publish your content a. Click Publish.

to the portal

save changes to the a. Click Save. The screen refreshes and returns
content without to the full page view.

publishing to the

portlet

RESULT:

You have successfully added an article.
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Adding Hyperlinks

Hyperlinks can link to content inside or outside the Portal.

1. Highlight the link text.

2. Inthe toolbar, click Link a

New Web Content

Back

Strusture: Defaut [ ] Template: Nore 5

a0e: |5 Engich (United Saies)| @ Charge

BN Ee 8L s
E] Source BAEFP BOA S 0w v
@B nE o @ EE e b

& Covieint Corooraton. &1l Aishis Resarvad 2014 Lex

3. Select the link type.
4. Enter the target URL.
5. Click OK.

You have successfully added a hyperlink.

10



Editing Web Content

WYSIWYG (Full-Feature) Editor Overview

The WYSIWYG Editor is the full-featured editor. It enables you to edit content on your portal
page in a separate editor window. In addition to standard editing options, the WYSIWYG
Editor also includes:

Spell Check As You Type (SCAYT): allows you to control the spelling of your document
at the same time that you are writing it. SCAYT checks the text immediately after you
write it and when it finds an error it marks it with a red wavy line underneath the
misspelled word.

Form Elements: provides form elements (e.g., form, checkbox, radio, etc.) to add in the
content.

New Page: clears the editing area and creates a hew page.

Preview: shows a preview of the document as it will be displayed to end users or printed.
Print: activates the printing function. A standard operating system printing pop-up window
will appear where you will be able to choose the printer as well as all relevant options.
Templates: provide a dialog to offer predefined content templates - with page layout, text
formatting and styles. It includes several sample templates or you may upload your own
favorite templates.

Find / Replace: allows you to quickly search the text as well as replace words inside it.
Common options available for matching: case, whole word, cyclic.

Select All: allows you to select entire contents of the document.

Note: Certain features such as the form elements, highlighted below, are
only available in the WYSIWYG Editor.

Content

Styles ~  Format <~ Font v Size~ fH- A~ B I U s x, X2
ER o (Ee | BE¥-JicE|EEn|EE =S
Blsowce @B P BOHE SO whww JRa&EH E2S@

@acdo mEE==h

Training Manuals

11
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Inline Editor Overview

The inline editor allows you to edit text directly in the page without requiring you to go to a
separate page. It makes the interaction more direct and intuitive as you can edit the text in
the same place where it is shown. The user simply clicks on the content in a portlet to display
the Inline Editor, without going to a separate window.

e User can either save the edited version by clicking the Save button or remove the edited
version by clicking the Cancel button.

N s e ool - |

Normal ~ Size v~ fae A~ B I U 38 X, X2
C
o B BN Ee 6 E ¥ = EW E = ==
[ Esuce @BEPF BOE S O &R @
Bl Save Cancel 1
Training Manuals ERss B @3 subscribe

e Enabling workflow will disable inline editor

e Unchecking the “Edit Controls” will also disable inline editor.

Welcome CMSRole Daimler! ({CMSROLEDAIMLER - 1000 1006,C005)

B3 covisint
14 u Automotive Portals
4 ﬁ Daimler Supplier Portal
! Ei Support
h] My Groups
4 Ej Language
(2] sign out

Preview Content

| [[] Toggle Edit Controls |

e When saving the edited version in the Inline mode a confirmation message displays.

e e el o o1 - R

Styles ~ Size~ f~- A B I U e X, X2
C

— LAty asE e B
iHasm|l@aarlaom ool d & @
Training Manuals &) Your request completed successfutly, ) Subscribe

e Covisint Healthcare

e Each time the edited content is saved in the inline mode a new version is created.

12



Editing Web Content

Saving in inline mode is equivalent to being published in full featured mode thereby
displaying the changes immediately.

In the Message Board and Wiki portlets, the editor feature is enabled only when the
format is kept "HTML." In the Blog portlet, contents can be edited in inline mode.

Clicking the Edit button on the Inline Editor will take the user to the WYSIWYG Editor.

N el ool - B |

Normal ~ Size v Hv A~ B I U 38 X, X2
C
4B W Ee s e == 2 Il E = =
{|Elsorce @B P BOHE SO H &) [

Edit
Training Manuals B rss B 3 subscribe
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Editing Existing Web Content Articles using the
WYSIWYG Editor

WYSIWYG, an acronym for What You See Is What You Get, is used in CMS to describe a
system in which the content displayed during editing appears very similar to the final output
when displayed on the portal page. The editor is displayed when you create or edit an article.

Users (with appropriate access) are able to edit web content by completing the following
steps.

@ Note: Only edit one article of web content at a time.

Do not attempt to simultaneously edit multiple web content articles in multiple
tabs in your browser.

Doing so may cause saving / approving to occur on all open articles, not
limited to the selected article.

1. Turn on Edit Controls.

2. Click on the to the web content article you wish to edit. The editor toolbar is displayed.

Normal - ze A I Y abedl x. %2
ARG He Bae%w =5 cEn B ss
@swrcl@ap BoD o 6 @|@ b bx

Saving through IE8 on XPj

3. Click @ (edit icon). The currently published version of the article is displayed in the
built-in editor.

14
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Editing Web Content

Birds «Back
@ D: 109787 [ Version: 20.0 ] Status: Approved )

» Permissions [ @ View History

Structure: Defeult [] 3 Template: None ) Birds
Default Language: 155 Engiish (Uniked Siales) @ Chsrge | () Add Transiation ¥ 4P
absuact
: 2 ‘ > ¢ 3 Cateqorizati
lable T | German ) [ [EH French (France) | Categorizstion
- - - Schedule
Title (Required) Display Page
Birds Related Assets
Custom Fields
Content A new version will be created automatically
= if this content is modified.
Normal - Normal -~ | Font Size - - A- B I U # x, x?

Save as Draft| Publish | Cancet |

D e | A% == E» [E =
& source | @ PIEOR Q0 wpwl]Ga dIE2@

il
it
1]

Saving through IE8 on XPj

[ »

@ Important Notes about the WYSIWYG Editor:

e In this example, the approved version 20.0 is displayed. This is
the version that is currently published on the portal.

e Optionally, view previous versions of the web content article by
clicking View History.

e Edit the article using the functions available in the built-in editor.
The functions you will use most often include:

- create a link to a document stored in Documents and Media
Library, or another website.

- select an image to display (stored in Documents and
Media Library)

e If you prefer to work in HTML code, click Source.

e Generally, toolbars in the editor closely match toolbars in common
word processing applications. By hovering the mouse over an icon
in the toolbar, a description of that item is displayed. Users also
have the option to click the source button and create pages via
HTML code if that is preferred.

15

Edit the web content article as desired. Optionally, perform one or more of the following:

e add a link to a document stored in the Documents and Media Library
e add a link to a document (not yet stored in the Documents and Media Library)

e display an image
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@ If you added a new document to this web content article and

uploaded it to Documents and Media Library, you may need to modify

user permissions on the document after saving your changes.

5. Optionally, perform one of the following:

IF YOU WISH TO... THEN:

Publish the content to

the portal

Click Publish. The edit screen closes, and
the page on which the content was edited is

displayed.

Save content as a draft
and return without
publishing the content

a. Click Save as Draft.

b. Click Back (at the top right corner of
screen). The draft version is saved.

Preview web content

before publishing

Click View.

Download web content

as an XML file

Click Download.

Return to portal page

and cancel edits

Click Cancel. Any work performed since the

last time you clicked save is cancelled.

Schedule the publish

date (so that the

approved content will
be displayed on the

portal at a future
date/time)

a. Click Schedule.

b. Set the Display Date (this is the date the
approved content will appear on the portal).

Schedule

Display Date

August  [=]|| 1 [=] zuugg 10[=]| B9[]/ AM[=]
Expiration Date

August  [+][| 15[=] 2013@@ 3 [=]|| 11[=]|| Pm[+]
¥ Never Auto Expire

Review Date

May [=]|| 15[=] 2013@@ 3 [=]|| 11[=]|| Pm[+]

¥ Never Review

c. Click Publish.

16



Editing Web Content

Generally, toolbars in the editor closely match toolbars in common word processing
applications. By hovering the mouse over an icon in the toolbar, a description of that item is

displayed. Users also have the option to click the source button and create pages via
HTML code if that is preferred.

How do I type in SOURCE code?

|

o Source |

k!—— bhegin Show/Hide script —-><SCRIPT LANGUAGE="javascript'™s> <!-—- =
function do3ection(divid) { war Thisinswer =

document . getElementEyId (divid); if [ Thisinswer.style.display

== 'none' | { if [(document.all) { Thisinswer.sztvyle.display
= 'block'; } else { Thishnswer.stvyle.display = ''; } } else {
Thizhnswer.style.display = 'none'; } } —--» </ 3CRIPT»<!-- end
Show/Hide script --r<script language="JavaScript"> <!-- var

languageHidden = true; //3et a java value to a JavaScript walue
war WwillReturnToMain = false: function menulanguadge [locX, loc¥) |
var subMenu = getElt ("langSuwbl™): if (is.nav) { (subMenu, lociE+S,
loc¥+4); setEltTop (subMenn, locY): setEltcLeft (subMenu, locZ+5):
setEltVisibility(subMenu,

[ lancguageHidden) ? "wisikble™ : "hidden™); lancuacgeHidden = !
languageHidden,; } function confirwmlLanguageIwitchi()] §{ if
(willReturnToMain) { war subMenu = getElt ("lang3ubl™) :
setElcVWisibility(subMenu, "hidden'™): languageHidden = true; retcurn
confirm|{"Changing the language returns vou to the top lewvel of the
tah you are viewing.™):; } return true; } function
confirmPreview3witch(] { if (willReturnToMain) { return confirm
[("Chanoging the staginog/vroduction status returns vou to the tob x

> Abstract

Save Save and Continue Cancel

The WYSIWYG editor allows you to create links or present images that are stored in the

Documents and Media library. You are also able to upload new content to these document
management portlets from the editor.

You have successfully edited a web content article.

17
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Using Inline Editor

The Inline Editor enables you to edit content directly on your portal page, rather than in a
separate editor window.

1. Turn on edit controls.

== Web Content Display

Saving through IE8 on XPj *_

Checking for the message for message on IE8. Finding out the exact timing
From Firefox for the message on IE2.

From Chrome on English

3. Click on the text you wish to edit. (This example will edit the term XPj.) The inline editor
toolbar displays on the screen.

4. Edit the text as desired.

Normal ~ Size~ H:~ A~ B I U = x, X2

“ : B E e | ek s = E Y E =E E =
HEswe: @aP BOoE@o|H|E & -
Saving through IE8 on XP

Checking for the message for message on IE8. Finding out the exact timing
From Firefox for the message on IES.

From Chrome on English

5. Click Save in the editor toolbar. A confirmation dialog box is displayed.

6. Click OK to confirm edit. A new version of this content is saved in the system, and your
changes are displayed.

RESULTS

You have successfully used the inline editor to edit content.

18



Editing Web Content

Web Content Administration Portlet Overview

The Web Content Administration portlet is a centralized repository for all content on your

portal. Content in this sense could be a website, web pages, or portions of a web page.

Sophisticated features assign a unique URL to each piece of web content, auto-saves

previous versions,and enables users to schedule when content is published or removed.

Content Administrators manage portal content articles through the Web Content

Administration portlet. From this view, Administrators are able to perform the following tasks

on a web content article:

Delete

Edit

Expire

Modify permissions (who can see the content)
Preview the content (prior to publishing)
Reinstate previous versions

Schedule date for publishing / removing content
View previous versions

o 0O O 0 O O O O

Web Content

As shown in this example, the system auto-assigned an ID number (36754) to this web
content when it was created.

19

WELNSHLIEL M Structures | Templates | Feeds ‘ Recent |
Search
Advanced »
Add | Permissions
Expire | Delete
Showing 1- 20 results of 226 results ltems per Page 20 results Iz‘ Page | 1 E of12 I First | 4 Previous | Nexth | Lastpl
ID & Title: Status Modified Date Display Date Author
113147 Welcome (Public) Expired TR ;UMJ
| - Permissions - | Actions
113348 Extended Enterprise Approved AL 5 w - ions ]
M PM |l View (Opens New
113358 Organization Approved e Ly ED Copy L] \}" Actions
PM FM
[ Delete
= 12/18/09 2:45 10/ — 1






Editing Web Content with Preview

Using Preview functionality as described in this topic is the preferred and
recommended approach to editing web content.

The CMS system enables the Content Publisher to edited web content in a "preview" mode.
Content Publishers are able to modify web content in real-time on the live production portal,
or they may choose to do so in a "behind-the-scenes" view, using the Preview functionality,
as described below.

@ Warning: Only edit one article of web content at a time.

Do not attempt to simultaneously edit multiple web content articles in multiple
tabs in your browser.

If you edit multiple articles in browser tabs, when you save or approve one of
the articles, the action may be applied to all the articles.

|CATEGORY  FREQUENTLY ASKED OUESTIONS
| have forgotten my passwword, what should | do?
Where can | see poral password rules [ requirements?

Why is my portal access showing up as inactive, and how
can | get it re-activated?

My ID is suspended, how do | get it reactivated?

@ [ead more FAQs >>>

'How Do l...? Request access to an application?

Register for a Covisint User ID?

Get access to my partnericustomer's portal
aapplications/service packages? | already have access to the
partner/customer's portal, but see no applications?

@ read more FAOSs >>>

1. Click User name and select Preview Content to enable Preview.

21
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Welcome testID Content! b4

)
« =
«B
-
«8

a

| Automotive Portals

Haome

Chrysler Supplier Portal
Support

Language

Sign Out

Preview Content

Toggle Edit Controls

1. Navigate to the web content you wish to edit.

2. Click El (edit icon). The most current version of the article is displayed in the built-in
editor. (If you do not see the edit icon, enable the toggle edit controls in the CMS drop
down menu. Refer to the section entitled Toggle Edit Controls for further details. If edit
controls are enabled, and you still do not see the edit icon, then you do not have

per

Project D

mission to edit this web content).

escription Page «Back

@1D:45075  [Version:1.2  [#] Status: Approved @

| Permissions | | View History

Project Description Page

Structure: Default [ 5 Template: None
Default Language: == English (United States) @ Chanas @ Add Translation ¥ Abstract
Cateqorization
Title (Required) Schedule
Project Description Page | DisplavPage
Related Assets
Content Custom Fields
. A rsion will be ted if this content is
syres =) Size™)| A W B T U ke X X2 ¥ modified.
FERE R = I A S S E» =
Y I EL IR . sove s vt  puthn | canc
This file holds information about the project. It is typical of a Web Content aticle -
Document Link
Edit the article using the functions available in the built-in editor. The
functions you will use most often include:

% - create a link to a document stored in Documents and Media
Library, or another website.

- select an image to display (stored in Documents and Media
Library)

The user can select any existing page which creates a pointer to that
particular page.

If you prefer to work in HTML code, click Source.

22



Managing Web Content

Generally, toolbars in the editor closely match toolbars in common
word processing applications. By hovering the mouse over an icon in
the toolbar, a description of that item is displayed. Users also have the
option to click the source button and create pages via HTML code if
that is preferred.

4. Edit the article as desired. Optionally, perform one or more of the following:
o add alink to adocument stored in the Documents and Media library
o add alink to adocument (not yet stored in the Documents and Media
library)
o display an image stored in the Documents and Media library
o display an image (not yet stored in the Documents and Media library)

5. Click Save as Draft..
6. Click Back. The page is displayed in preview mode.

7. After previewing the content, click [
8. Perform one or more of the following:

23

Approve and
publish the
content

a. Click Publish. The screen refreshes, and a confirmation
message is displayed.

b. Proceed to step 9.

Save content
as a draft
and return
without
publishing
the content

a. Click Save as Draft.

b. Click Back (at the top right corner of screen). The draft
version is saved.

b. Proceed to step 9.

Edit the
previewed
content

Repeat steps 3 -7

Schedule the
publish date
(so that the
approved
content will
be displayed
on the portal
at a future
date/time)

a. Click Schedule.

b. Set the Display Date (this is the date the published
content will appear on the portal)
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¥ Schedule

Display Date

IMay 'l |25 'l |201D 'I [l |2 'I I:DE 'l IF‘M v|

Expiration Date

|Fehruary v| |14 v| |2EI13 'I |1 'I |:25 'I |F'M v|

Mever Auto Expire il

Review Date

INDvember vl |14 vl |2E|12 'I |1 "I |:25 "I IF'M vl

Mever Review M

d. Scroll to bottom of screen and click Publish. (The
content must be in "approved" state in order for it to be
displayed on the date selected).

e. Proceed to step 9.

9. When ready, click Publish to publish the content to the portal.

RESULT:

You have successfully previewed an article before publishing, or edited Web
Content in Preview mode.
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Editing Web Content without Preview

Also known as Editing Portlet Content. Content Publishers are able to edit web content
without previewing, directly from the portal. Edits are published immediately to the production
portal upon clicking Publish. The preferred and recommended approach to editing web
content articles is by using Preview functionality as described in the section entitled Editing
an Article with Preview.

@

Warning: Only edit one article of web content at a time.

Do not attempt to simultaneously edit multiple web content articles in multiple
tabs in your browser.

If you edit multiple articles in browser tabs, when you save or approve one of
the articles, the action may be applied to all the articles.

25

Navigate to the portlet in which the content you wish to edit is displayed.

| CATEGORY

' User IDs

|How Do I...?

[

FREQUENTLY ASKED OUESTIONS
| have forgotten my password, what should | do?
Where can | see poral password rules / requirements?

Why is my portal access showing up as inactive, and how
can | get it re-activated?

My ID is suspended, how do | get it reactivated?

@ read more FAQs >>>
Request access to an application?
Register for a Covisint User ID?

Get access to my partnericustomer's portal
aapplications/service packages? | already have access to the
partner/customer's portal, but see no applications?

© read more FAOs >>>

Click Q (edit icon). The currently published version of the article is displayed in the
built-in editor. There may be more recent versions of the article that have not yet been
published (if in Draft state or if publication is scheduled for a later date). Use the View
History menu to validate that you are editing the intended version. (If you do not see the
edit icon, enable the toggle edit controls in the CMS drop down menu. Refer to the
section entitled Toggle Edit Controls for further details. If edit controls are enabled, and
you still do not see the edit icon, then you do not have permission to edit this article).
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The current/published version is that which is displayed in the built-in editor. There
may be more recent versions of the article that have not yet been published. Use
the View History menu to validate that you are editing the intended version.

Project Description Page
@ 1D:45975  [J5 Version: 1.2 =] Status: Approved @

| Permissions | @ View History |

Project Description Page «Back
@ D:45975  [fq version: 1.2 ] Status: Approved (@)
| Permissions | i View History
Project Description Page
Structure: Default [ 42 Template: None
Default Language: == English (United States) ) Chanas (@ Add Transiation ¥ Abstract
Cateqorization
Title (Required) Schedule
ijemnescnpnun Page | Display Page
Related Assets
Content Custom Fields
. A new version will be created automatically if this content is
Styfes = 5ize= A A B T U s X, x? ¥ modified.
B [Ee M = Enl|lsesss
Hoowe @& P BGE &0 8 M
This file holds information about the project. It is typical of a Web Content aticle -
Document Link
Edit the article using the functions available in the built-in editor. The
functions you will use most often include:

% - create a link to a document stored in Documents and Media
library, or another website.

- select an image to display (stored in the Documents and Media
library)

If you prefer to work in HTML code, click Source.

Generally, toolbars in the editor closely match toolbars in common
word processing applications. By hovering the mouse over an icon in
the toolbar, a description of that item is displayed. Users also have the
option to click the source button and create pages via HTML code if
that is preferred.
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3. Edit the article as desired. Optionally, perform one or more of the following:
o add alink to adocument stored in the Documents and Media library
o add alink to adocument (not yet stored in the Documents and Media
library)
o display an image stored in the Documents and Media library
o display an image (not yet stored in the Documents and Media library)

4. Perform one of the following:

IF YOU WISH THEN:

To...

Approve and publish the a. Click Save as Draft.

content b. Click Publish. The screen refreshes, and a

confirmation message is displayed.

c. Click Back. The new version of the article is
created and displayed on the portal.

Save content as a draft and a. Click Save as Draft.
return without publishing the b. Click Back. The draft version is saved.
content

RESULTS

You have successfully edited an article.
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Deleting a Web Content Article

1.
2.

Access the Web Content Administration Portlet.

Navigate to the web content article for which you wish to delete.

(IIE=ICEN  Available Sites | E

Search

Name A Members Tags
Default 648 @ Go to Public Pages (Opens New Window)
Showing 1 result
Click Actions.
Click Delete..

Click OK to confirm deletion. If this article was displayed in a portlet, the portlet will now
display an error message until the portlet is removed by the administrator.

RESULTS

You have successfully deleted an article.
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Learning about Web Content Article Properties

Whether you are creating a new web content article, or editing an existing web content
article, properties of the web content article can be configured at any time.

Project Description Page

@ D:45975 [y version: 1.1 =] Status: Approved (g

[ issit |L[3V»ewHislol¥ 2

Structure: Default [ %

Default Language: Z= English (United States) (g Change

Title (Required)
Project Description Page

Content

Stylas T size’s] Aem AT B I U s X
el W @ | s A -
Eltoee @ L P BOE & 0O

This file holds information about the project Itis typical of a Web Content aficle

1%

Project Description Page

Template: None .3

(@ Add Translation ¥ Abstract

Cateqgorization
Display Page
Related Assels

Custom Fields

¢ modified.

Save as Draft | Publish | Cancel _@
[

2
o
T
Il
([}

The following is a description of web content article properties most often used in content

The name of the web content article as stored in the
system. This name / name field is only visible to
other Content Administrators.

Identifies the version number of the web content
article.

When desired, set a display date and an expiration
date. If you set a display date, this is the date when
your content will be displayed on the portal provided
it has been published. If you set an expiration date,
this is the date your content will be expired from the
portal page, but will remain stored in the system
(available only to Content Administrators).

publishing.
1. File Name
2. Version
3. Schedule
4, Publishing
Options

Save as Draft - Enables user to save changes, and
closes the editor.

Publish - the final step in publishing content on the
portal. Once content is final, click Publish to display
it in the portlet in which it was selected.

Cancel - Cancels all edits that have occurred since
the last save, and closes the editor.
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Pasting Content into the Editor

When pasting content into an article in the WYSIWYG Editor, use either the CTRL + V
command, or right-click your mouse and then click paste from the list of options. If you
receive a message indicating that you are not able to use the right-click method, then you
must change your browser security setting. By default, Internet Explorer browser's security
restricts a user from pasting content copied to the clipboard directly into the editor. Why is
only Internet Explorer specified here?

Complete the following steps to modify Internet Explorer browser security setting.

File Edit Miew Favorites B

Qo - ©
Synchronize. ..

Address |@ http: S
Windows Update

GOI‘:‘S[E '/ | Windows Messenger

Sun Java Consale

Mail and Mews
Pop-up Blocker k
Manage Add-ons. ..

Internet Cp

1. From Internet Explorer Browser toolbar, click Tools.
2. Click Internet Options... The Internet Options pop up box is displayed.
3. Click Security tab.

4. Click Custom Level... button. The Security Settings pop up window is displayed.
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Security Settings - Local Intranet Zone u
—— 0 " 2 Ta e

Settings

Enable “
() Prompt
| Seripting
£ Active scripting
(7) Disable
Enable
() Prompt |
% Allow Programmatic dipboard access
(7) Disable
Enable |
() Prompt
% Allow status bar updates via script
(7) Disable D I
Enable

% Allow websites to prompt for information using scripted wind:
0 Nieshla - I
< | m | b

*Takes effect after you restart Internet Explorer I

Reset custom settings
Resetto:  |Medium-ow (default) -] | Reset.. |

5. Scroll down through the options to the Scripting option, and click the Enable the radio
button for the option of: Allow Programmatic clipboard access.

6. Click OK to save changes and close the Security Settings window.
7. Click Yes to confirm (if prompted).

8. Click OK to close the Internet Options window.

RESULTS

You have successfully pasted content into the editor.
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Permissions Overview

The permission system is a very flexible mechanism used to define the actions a given user
can perform within the general context of the portal, or within a given portlet and its data.

The main concept behind the portal's permission system are those of actions and resources.
So, permissions in Covisint's portal are defined as actions on a given resource. Examples of
actions would be: VIEW, UPDATE, MOVE, etc. Examples of resources (as shown below)
could be: Home page, What's New portlet, Attention Auto Portal Customers web content, and
the overview document. Note that these examples may each have a different degree of
specificity.

Administrators are able to apply unique permission to portal pages,
portlets, web content, and documents. Administrators usually control
permissions on a page and portlet, while giving General Users of CMS
the ability to modify permissions on articles and documents.
Permissions must be set for each item, including the:

1. page on portal
2. portlet on page

Attention Automotive Portal Cugtomers

on Sunday, December 21, 2008 Lovisint implemented an upgrade to the portal platform, freshening the look and feel of

oLt portal aprim the overview >>>] Whie many of the changes happened behind-the-scenes, and were

tranzparent to you, there were a fewe changes to the User Interface and Portal navigstion that you may have noticed

Upgrade enhancemerts include: =1 Watch the five minute video describing this
= PMewy Portal Dock Bar
0 Integrsted Search NEW Watch the training video for the Content
HOW May We = Enhanced Applications Portlet Management System >>>
= Wirtual Portal Model (URLs
Help You? o

» Customer-Specific Enhancements ta the
Dowwnloads Portlet

Thanks!

Unless your Administrator has changed the default settings, then:
e Administrators set permissions on pages (Home page) and portlets (What's New? portlet)

e Content Contributors set permissions on web content (Attention Auto Portal Customers)
and document (Print the overview)
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Permission Error Types

ERROR ISSUE HOW TO
RESOLVE
Portlet permissions Apply_ appropriate:
allow the user to view permissions for this
the portlet. user type to the
ZSelect an existing article or add an article to be article.

dizplayed inthi rlet. . .
EpEyEE S B Article permissions

do not allow the user

1003197 is expired, is not approved, to view the article
@ does not have any content, or no longer within the portlet_
exists.
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ERROR

ISSUE HOW TO
RESOLVE

wersee

Attention Automotive Portal Customers allow the user to view permissions for this
the portlet. user type to the
On Suncay, December 242008 Covisict imalemented an upgrade to the portal platform, freshening the lggkanthent.
feel of your port While many of thmﬁﬁgwwtm-smms, and
were transparent to you, there were a few changes to the User %Wcm@tbgm%'ﬁwm that you may
heve noticed. 1 the article within the
) [ . portlet.

Upgrade enhancements “Mai"& \ I =" Watch the five minute video descr ibing this

" New PortalDockBar % N Document overview ==

% . .

" Integrated Search \ " \ PEIRUSHIANS SR new Portal Content

s Enhanced Applications Portlet \ allow the user mammem System >>>

* Virtual Portal Model (URLs) the document.

» Customer-Specific Enhancements to the \ new Watch the training video for the Content

Downloads Portlet LY I

Thanks!
Covigint i) Forbidden

You do not have permission to access the requested resource,

https: /fportal . covisint. com/c/docunent _library/get_file?f

« Back
A user cannot see the article or the Portlet permissions Contact your Portal
document because the user cannot see the do not allow the user Content
portlet on the page to view the portlet. Administrator to
modify portlet
permissions if
appropriate.
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ERROR ISSUE HOW TO

RESOLVE
@ If a user type is given VIEW

permission on a document, but not on the
article, portlet, nor page upon which the
document is located, the user will be able
to perform a search in the portal search
field and find the document in the search
results.

Welcome
Search... l

D view permission on document
© view permission on article

© view permission on portlet
© view permission on page
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Granting / Modifying Permissions on a Web Content
Article

1. Navigate to the web content article for which you wish to modify permissions.

Web Content 4

@ Web Content can be any content you would like to add to a site, such as articles, a FAQ, or a news item. Administrators can manage content, as well as
assign user roles and permissions. Users may add, edit, approve, or view content depending on their role.

LGRS Cl @l Structures | Templates ‘ Feeds | Recent |

| | Search ‘
Advanced »

Add | Permissi
J fmissions @3 Subscribe
Expire | Delete

icd D a Title Status Modified Date Display Date Author

Approved 11:00 AM 10:59 AM Andy Durch

2. Click Actions.

3. Click Permissions.

Web Content

Project Description Page «Back
Permissions =Back
Role Add Discussion Delete | Delete Discussion Expire = Permissions Update Update Discussion | View

N Guest v [l =] = O = =] v

A owner v I3 I3 I3 I3 v I v

A Portal Content Reviewer ™ [ [m| [ [m| [ [m| [

A PowerUser = O O O O O O [

AL User [ [ [m| [ [m| [ O [

Site Content Reviewer O | | | | r r r

Site Member I3 [ [m| [ [m| [ [m| v

[soe | corcm

4. Enable the permissions for each role as desired by checking the appropriate boxes.
5. Turn off permissions per role as necessary by removing the checkboxes as appropriate.

Click Save. The screen refreshes, and permissions are applied to the article.

36



Managing Web Content

@ If a user type is given VIEW permission on a document, but not on
the article, portlet, nor page upon which the document is located, the
user will be able to perform a search in the portal search field and
find the document in the search results.

Welcome
Zearch... l

D yiew permission on document
£ view permission on article

£ view permission on portlet

£ view permission on page

RESULTS
You have successfully modified permissions of an article.
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Reinstating a Previous Version of an Article

To restore a previous version of a Web Article, delete newer versions of the article.

Restoring previous versions of Web Content deletes newer versions
permanently.

1. Navigate to the desired Web Content article.
2. Click View History.

Project Description Page

@ |D: 45975 [J3 Version: 1.4 =| Status: Approved @

| & Permissions |_T'3 View History

3. Select the Article version(s) that precede the version to restore.
4. Click Delete.

Project Description Page «Back
—
] D Title Version a Status Modified Date Display Date Author
[m] 45975 Project Description Page 10 Approved 81121100 AM 8M/12 10:59 AW Andy Durch 4 J—" Actions
O 45975 Project Description Page 11 Approved 81312 10:30 AW 81/12 10:59 AWM Andy Durch 4 Actions
O 45975 Project Description Page 12 Approved /812 3:41 PI 8/1/12 10:50 AM Andy Durch < % Actions
]

Project Description Page 3 Approved 9712323 PM 8 159 Andy Durch

Project Description Page 4 Approved 911712 1:26 PM 8 59 Andy Durch

Showing 5 results.

5. Click Back. The previous version is now active.

RESULTS

You have successfully restored a previous version of web content.
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Searching / Viewing a Web Content Article

1. Access the Web Content Administration Portlet.

Web Content  [Eshi /el | Templates ‘ Feeds | Recent ‘

‘ | Sean:h|
Advanced =

Add | Permissi :
rmissions @Subscnbe

2. Key in the web content ID number in the open text field.

If you do not know the ID number, search by article name, by
clicking Advanced >>

Match All E‘ of the following fields:

D Title: Description

Content Type Status.

Search

« Basic

3. Click Search. The search results are displayed.

[ Edit l < 7 Actions |
3 Permissions

4 Actions ‘
EJ View (Opens New Window)
I:D Copy (Opens Mew Window) ] ‘
.-} Expire )
j Delete 4 Actions ‘

4. Click Actions.

5. Click View (Opens new Window). View previews web content that is added based on
structure and template.

RESULTS

You have successfully searched for and viewed a web content article.
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Setting Content Expiration

Expired content can no longer be viewed or accessed in the repository, but is archived as a
previous version.

1. Navigate to a file in the repository.

2. Click Edit.

3. Click Schedule.

4. Under Expiration Date, use the drop-downs to select month, day, year, and time. Click

m to select a date using a calendar.
Schedule

Display Date

October  [=] | 14[=] 2008[+] [*]| & [=] 06[=] PM[+]
Expiration Date

Octover  [=] 24[x] 2012[=] [¥]| 5 [=] :38[=] AM[<]
Mever Auto Expire

Review Date
august  [+] |6 [+] [2013[-]|[)] |5 [+]|26[<]|Pm[~]

Mever Review

4. Click Publish.

RESULTS

You have successfully set an expiration date for Portal content.
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Documents and Media Portlet Overview

The Documents and Media Display portlet shows chosen hierarchies of folders and files from
the Documents and Media library.

T [FerromeomarTms ons —

fi Home Home
(B Recent ‘@ Access these files offline using Liferay Sync.
,‘, Mine
Title Sire Downloads

]

@ Anly MagicFolder S o

0

[~ Chris test March - -

s}
- NN - B -

[ DL-JANE - -

|-/ Imran Rearession
Test folder

O
I
-]

]

[ Kfolder1 = =
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Files

Adding an File to the Documents and Media Library

Complete the following steps to add a file to the Documents and Media Library.
1. Access the Documents and Media Library.

2. Navigate to and click on the folder in the Documents and Media library in which you wish
to add the file.

Add © I Sort By @ I Manage @ .!|=§|§]l _

3

fi Home Hormm (D) Folder
(& Recent & | g Shortcut sing Liferay Sync.
& wine |4 Multiple Documents

X Size Downloads
Bg Basic Document

O

=1 0000000 = -

O

[ Anly MagicFolder -

O

[~ Chris-test March - -

O

[ DL-JANE - -

Click Add.
Click Basic Document.
Browse and select the file to upload.

Key in an file name, and an easily identifiable description for the file in the open text
fields.

7. Click Save. After saving, you are returned to the folder in which you saved the file.

I

RESULTS

You have successfully added an file to the Documents and Media Library.
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Editing a Document

Complete the following steps to edit a document stored in the Documents and Media Library.
The following steps for editing include checking out the document (an optional step) to
prevent others from making changes to it while you are working on it.

Note: You are able to take a shortcut to editing a document and
bypassing the check in/check out feature described below. However,
the document is not locked and therefore others are not prevented
from editing at the same time, possibly writing over your edits.

8.
9.

10.
11.

12.

Access the Documents and Media Library.
Navigate to the document you wish to edit.

Title Size Downloads Expiration Date

(] ] Sample Document 12.3k 0 0972012012 °

W <Kl v wm  (1ofn(otal 1) g_;‘)’"“"’ad

Tz Openin MS
Office

[ Edit
] Move:

& Checkout

Permissions

- Subscribe

) Delete

Optionally, check out the file to prevent others from editing it while you are working with
the file.

Click @,

Click Download (to download the file to your desktop), and save the file to your desktop.

Edit as necessary (outside of the CMS system) and save the file (outside of the CMS
system).

Navigate to the file in the document library.

Upload the edited version of the file by clicking @ next to the file name.

Click Edit.

Click Browse and select the edited document you wish to upload to the portal.

Scroll to the bottom of the screen and click Publish. The screen refreshes and the edited
file is uploaded.

Check in the document (if necessary).

RESULTS

You have successfully edited a document.
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Deleting a Document

Complete the following steps to delete a document from the Documents and Media Library.
Performing the steps below will permanently delete the active version plus all previous
versions of the document.

@

There is no recycle bin in this system. Once you delete an item, it is
completely removed from the system.

1. Access the Documents and Media Library.
2. Navigate to the document you wish to delete.

Documents and Media

Documents and Media Library is a full featured virtual shared drive, with file atiributes and metadata, versioning, al
&) customizable folders. Administrators can manage folders and documents, change permissions and browse the d Move

library.

mm Add°| SorlBy°| Manage @

@ Up

~

=3 OpenSocial
Gadgets

3 Project2

=3 ProjectFiles

Eﬂ testing

Click @,
Click Delete.

Home » Project 1

'@ Access these files offline using Liferay Sync.

Title Size

- 5,

0.0k

testresults td

-

() Download
(0.0K)

[ Edit

Y Checkout

Expiration
Date

Downloads

0 =

(1 of 1) (Total 1)

P

Permissions

4 Subscribe

Click OK to confirm deletion. (Remember, if web content on your portal contains a link
pointing to this document, edit the article to either remove the link or redirect it to an

active document.)

RESULTS

You have successfully deleted a document.
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Folders

Creating a Folder

1. Access the Documents and Media library to add a folder.

Documents and Media

_ 0@ | son®® |  Manage® .!|=§|§1I _
g
(& Recent & | "4 Shortcut sing Liferay Sync.
£ e | 4 Multiple Documents |
~ Size Downloads
[ Basic Document
T 0000000 - - ?
-] Anly MagicFolder - = ?
[l Chris-test March - - o
[ DLJANE = = o
2. Click Add.
3. Click Folder. If you wish to add a subfolder to an existing folder, refer to the topic Adding
a subfolder.
New Folder
Name (Required)
Description
Permissions

Viewable by | Anyone (Guest RUlE}IEI More Options = &)

EEPE=

4. Key in the Name of the folder.
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@ By default, new folders inherit the permissions from the parent
folder.

5. Click Save. The screen refreshes and the new folder is created.

6. Optionally, add more folders or subfolders to further divide your items into more specific
categories by repeating steps 2 - 5.

RESULTS

You have successfully created a new folder in the Documents and Media Library.
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Adding a Subfolder

1.
2.

Access the Documents and Media Library.

Drill down through the folders, to the folder in which you wish to add a subfolder. (This
example adds a subfolder to the Project Files folder.)

Documents and Media

4+ Up <

= 0000000
|£ﬂ Anly_MagicFolder
[ Chris-test March s

5 DL-JANE s

B T N

Bl e

Add @ I Sort By @ I Manage @ . L] |=

Ho

& | [ Shortcut ing Liferay Sync.
_ |, Multiple Documents
- Size Downloads
[ Basic Document
T contextxm 87k 0 L]

K| < EB » w  {1of1)(Total 1) 20[-]

3. Click Add. Select Subfolder.

New Folder

Name (Required)

Description

Permissions

Viewable by | Anyone (Guest RUlE}IEI More Options = &)

EEPE=

4. Key in the Name of the folder.

@ By default, new folders inherit the permissions from the parent
folder.

5. Click Save. The screen refreshes and the new sub-folder is created.

6. Optionally, add more folders or subfolders to further divide your items into more specific
categories by repeating steps 2 - 5.
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RESULTS

You have successfully added a subfolder.
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Editing Folder Properties

1. Navigate to the folder you wish to edit in the Documents and Media Library.

Documents and Media

I ] <o | wwo [ wwe M=EEN ~Teewa)
(@ Recent & Access these files offline using Liferay Sync.
* ine Title Size Downloads
(-] 0000000 - _
[ Anly MagicFolder = -
(] Chris-test Maren = = I
5 DLJANE - _ ' Permissions
- 3 Subscribe
e aanlll = i beete
[ Kfoldert = = | o Add Subfolder
=] Ll Mattie Test = - ‘5 Access from Desktop
2. Click @,
3. Click Edit.
4. Modify the folder name / description as desired.
5. Click Save.

RESULTS

You have successfully edited folder properties.
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Deleting a Folder

Complete the following steps to delete a folder from the repository. Performing the steps
below will permanently delete the folder, plus all subfolders and content within the folder.

There is no recycle bin in this system. Once you delete an item, it is
completely removed from the system.

1. Access the Documents and Media Library to delete a folder.
2. Navigate to the folder you wish to delete.

— wo | wme | wwro =L
& Recent @ Access these files offline using Liferay Sync.
‘. Mine
Title Size Downloads
£l 0voo00n = _
LlAnly MagicFolder - - [ Edit
£l Chris-test March = - Move
I DLJARE B B | ) Permissions
7% Subscribe
[l Imran Regression _ _ =
[ Kfolder1 = - |_g Add Subfolder
] Mattie Test - _ =l Access from Deskiop
3. Click @.

4. Click Delete.

5. Click OK to confirm deletion. The folder, and all contents within the folder, are deleted
from the system. (Remember, if web content on your portal contains a link pointing to this
item, edit the web content article to either remove the link/item, or redirect it to an active
item.)

RESULTS

You have successfully deleted a folder.
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