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About this
manual This manual is used as a supplement training guide for users.
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What is a Content Management System (CMS)

Overview of CMS

Databases are used to help manage structured content (information organized into columns and rows), such
as financial data or HR records.

However, over 80% of enterprise content is unstructured, consisting of documentation, notes, procedures,
etc. Managing content has become a time-consuming task for people working in large organizations.
According to some studies people who work with information spend up to 40% of their time finding,
preparing, processing and filing content.

Some of the problems associated with unstructured content include:

e Files are ineffectively classified (naming, location)

e Scattered across different computers

* Insecure — access permissions are not regulated

e Difficult to find files

e Potentially inaccurate (which version is the most current)

A content management system (CMS) is designed to help manage unstructured content. The content
management system used at McGill is called Documentum. This system manages the life cycle of content:

> Create > Edit > Review > Publish > Archive >

It also manages descriptive properties of each file, controls access to content based on user permissions,
and enforces business rules and regulatory requirements.

Browser Requirement

Webtop requires Internet Explorer version 7 or 8 for full functionality and limited functionality is available
using Mozilla Firefox 2.0.

XMAX requires Internet Explorer version 7 or 8 for full functionality and does not work in Mozilla Firefox 2.0,
Chrome, or Safari.

Installation Requirement

The following installation steps are for Internet Explorer 7 & 8 and are required before using Webtop or XML
document in XMAX:

Add the Webtop URL to your browser's trusted sites.

1. From the IE menu, click Tools > Internet Options.
2. Go to the Security tab and click Trusted sites from the box at the top labeled Select a zone to view...
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3. Click the Sites button.

4. Type in the URL https://cms.mcgill.ca/ and click Add.
5. Click Close.

6. Click OK.

Set the security settings to Low for trusted sites, to allow the ActiveX control to run.

From the IE menu, click Tools > Internet Options.

Go to the Security tab and click Trusted sites from the box at the top labeled Select a zone to view...

Click Custom level... at the bottom of the window.

At the bottom of the dialog, in the dropdown labeled Reset to: select Low (This is the Default level for IE 6).
Click OK on the Security Settings dialog.

Click OK again on the Internet Options dialog.

oukwnNRE

If Popup-Blocker is turned on, add the Webtop URL to your browser's list of pop-up exceptions:

1. From the IE menu, click Tools > Internet Options.

2. Go to the Privacy tab.

3. If the Turn on Pop-up Blocker check box is not checked you don't need to continue; just click Cancel.
Otherwise, click Settings in the Pop-up Blocker area at the bottom of the dialog.

4. Type in the URL https://cms.mcgill.ca/ and click Add.

5. Make sure the Filter level at the bottom of the dialog is set to "Low: Allow pop-ups from secure sites".

6. Click Close.

7. Click OK.

Note: Once you have made these changes, close your browser and reopen it in order for the new security settings
to take effect.

Understanding the eCalendar workflow

A workflow is an automated series of tasks assigned sequentially from user to user. When you complete a workflow
task, the workflow automatically sends a task to the next user in the workflow.

The procedure of the eCalendar workflow is:

The Managing Editor will initiate the workflow by sending out an email in Outlook to start the review process.
The general workflow passes through these roles:

> Editor > Approver > Coordinator > Coordinator2> Copy Editor >TechnicaIVerificatic>

Each topic has been assigned an editor, approver, coordinator, and second coordinator based on subject expertise. A
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notification is sent to each person in the workflow, both in Outlook and Webtop, to notify them when it is time to take
action on a given topic. The task can be accessed through their Webtop inbox. Each task contains a topic that needs to
be reviewed or edited. 7Topics are pieces of eCalendar content in XML format.

Editor: after clicking on the link from the email, an Editor logs into Webtop, selects a topic, reads the
instructions, verifies the content of the assigned XML document(s), modifies the document (if needed), and then
submits the document to the Approver.

Approver: can additionally modify content, or accept the content and forward it to the Coordinator. The Approver can
also choose to write a comment and reject the topic back to the editor for more changes to be made. The editor will
make changes and send the topic back to the approver for another review.

Coordinators: will sign off on the document. However, if a coordinator rejects the changes, he or she can send it to the
Approver or the Editor. The coordinator will see the document again for another review and sign-off.

Copy Editor: will verify that all content is free of typos, grammatically correct, and contains consistent styling. If there
are major inconsistencies or the information is unclear, the copy editor will either contact the appropriate performer
directly to discuss the change, or reject the topic back to them.

Technical Verification: will verify all information for consistency and accuracy.

Roles are described further under: Getting Started for Individual Roles.

30 September 2014



What is Webtop

Webtop is the web-based interface you will use to access content stored in the Documentum
content management system.

The Webtop interface is a very powerful tool which allows you to:

e C(Create files and folders
¢ View the contents of files and folders

e Editfiles
e View and change the properties of files
e ..and much more

However, for the eCalendar, you will only be using the features that have been defined for you based on your
role (Editor, Approver, or Coordinator).

Browser Requirements

Webtop requires Internet Explorer version 7 or 8 for full functionality. Limited functionality is available
using Mozilla Firefox 2.0.

Log into Webtop

To access contents of the CMS, you need to log into Webtop. Enter the URL for the system in your browser address bar: _
https://cms.mcgill.ca/webtop and go to the site.

Enter your McGill Username.

Enter your McGill Password.

Select the Repository containing the content for the eCalendar.

For greater security, do NOT check the Remember my credentials checkbox.

ik wN e

Click Login to proceed.

To access the Webtop quickly in the future:

Save the Webtop URL as a Favorite in your browser. Click Favorites > Add to Favorites in the Internet Explorer toolbar.
Or, create a shortcut to that URL on your desktop:

1. Right-click on your Windows desktop and select New > Shortcut.
2. Pastein the URL: https://cms.mcgill.ca/webtop and click Next.
Type in a name such as “McGill Webtop” and click Finish.
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Exploring Webtop Interface

The Webtop interface looks very similar to Microsoft Explorer in Windows.

/= Webtop - Windaws Internet Explorer @ Lad)
@— + (1B httpe/fqecmsa2.ncs. mogllca: 7777 rebtopfcomponentjemsin? _dnFChentlde 12373509 224508 _dnTroff=2408, ¥ 4¢| | % b
Fle Edt Vew Favortes Tools  Help @comert - [ Select

W | @webte fir - B - o - rrege - (FTeck - @- B 3

= Search _I__:fj

View  Tools Menu bar

[ig# CMSREPOSITORY ¢ editor]

L g ks My Home Cabmet Naﬁgatlon path i .
[H, Saved Searches Wmm[ | starts with % | % | Show Fies and Folders w
L subscriptions — = - — ;

1k my Flss
[ Categeries

&=+ Y My Home Cabinst
i Pe3 ecalendar_test_1 s
images 315109 8233 AM Column
[ my Projects 3/26/09 3:22 P, Preferences
Project Fiss I71TI09 1356 P
Test 3/18/09 11145 P
HTML Document [ ccs Content structurenim 31509 9:15 Aw 1.OCURRENT 2408
WML Bocument ﬁg;_na—-;-mmg_v.—.l 3720009 1:05 PM WMLTS_DITA Topic  1.0,CURRENT 148
4 Cabinets & wswoepocument s0200 5 Samsung /19708 9:51 AN, TACURRENT 2208
1S Wi Tempiate 2007 Bl rest.cocn 319400 10:08 A4 LUCURRENT  10KE
’ PUFFussEn Definttion Fiz Drestingz IF30409 1340 P LOCURPENT  I74E
A-cld Repasitory
Tree pane Content pane
4 3
_Messages s— —
et Resden s iftcker | sunchluntmednpiet_ started / Trusted sites *oow -

Webtop interface: Navigation tree in left-hand pane, Contents on the right.

Tree pane

In the left-hand pane you see a tree-view structure of files. There are different types of functions:
Inbox — This contains tasks and notifications.
Saved Searches — This contains pre-defined searches that you have saved

Subscriptions — You can subscribe a file to someone or yourself for easier access to the file. This file will appear
in the Subscriptions function. When you access this file from the Subscriptions function, the file is retrieved
from its original repository location.

My Files — This is a list of files that are your recent files. Note that this will not be used for the eCalendar.
Categories — Categories are not being used at McGill.

My Home Cabinet — This is similar to My Documents in Windows. It allows you to store links (shortcuts) to the
files and folders from other cabinets for easy access. When you have included some folders in this cabinet,
click the plus sign next to a folder to expand the view or click the minus sign next to a folder to collapse the
view.
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Cabinets — These are all the cabinets in the current repository that you have permission to view. Note that you
may not have permission to edit all of the files within these cabinets. Click the plus sign next to a folder to
expand the view, or the minus sign to collapse the view.

Content Pane — Depending on what you choose from the Tree pane, you will see its folder and/or files in the content
pane. The content pane of the My Home Cabinet includes the navigation path, menu bar, viewing options,
files/folders listing.

Menu bar — The menu bar above the content pane contains context-sensitive actions that you can perform depending on what
is selected.

Navigation path — The Navigation path is located just below the menu bar. It is similar to “breadcrumbs” that you may see on
web pages, it shows the folder hierarchy of the current contents. You can click on folders within the path to navigate back up
the hierarchy.

Viewing options

You can view your files and folders in details or thumbnail view ";“
2=~ R ——— Vel \_'\
() i ] ) =TT

1. This allows you to choose if you want to view your files and folders in details or thumbnail view.
2. This only appears if there is a large number of items for viewing.
3. This allows you to choose the number of items to display on a page.

Files/folders listing

When you select a folder from the Tree pane, the list of files within that folder appears on the content pane. Here
you can view the default setting details of each file, such as:

¢ Format — type or application associated with the file (Word, HTML, XML, JPEG, etc.)
* Name - of the file or folder

* Modified — date the file or folder was last updated

* Category — special project-specific designation for certain files

* Version —the current version number for the file

You can customize the default attributes that appear in this view by clicking the icon that looks like this: -

In the Preferences: Display Settings: Columns for Cabinets window, use the left and right arrow buttons to add
or remove attributes (properties); use the up and down arrow buttons to position the attributes from left to
right within the content pane.

30 September 2014



Preferences: Display Settings: Columns for Cabinets :

Select object type:

I Default tems v|

Select attributes to display: Selected attributes to display as column:

L ame A [

Aspect Hame Size j
Attachment Indicator B Format j
Authors ﬂ Modified

Branch Count

Category j

cC

Controling Application

Created

Creator bl

Reset to defaults

Note that changes made using this button only affect the content that you are currently viewing. To change

the default column settings for all cabinets, click Tools > Preferences from the Menu bar, click the Columns
tab, and follow the same procedure.

Logging Out

When you are finished working in the CMS or if you are leaving your workstation unattended, click the Logout button,
in the upper left corner of the screen.

Logout '.’I

J # | X 8| Show Files and

This ensures that your session is closed properly and that no one else can access files or folders while you are away.
The CMS keeps track of all file modifications and you are responsible for any changes made to files in your name.

Managing Files

Documentum, like other content management systems, uses a system of locking files such that when you are
editing a file no one else can edit that same file. This is also referred to as “checking out” the content. When
you have finished making changes to the file, you need to “check in” that file so that others can access it.

In the content pane, files that are checked out to you have a key icon "8 next to them and files that

1578
are checked out to others have a lock icon ® .
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Note: When you check out a file, the system automatically creates a temporary copy of the file in your
local computer. For example, if you use Word 2003, you can click on File> Save As and then you will see
where it is being saved.

The location of the temporary copy could be in the following path:
C:\\Documents and Settings\your_local_username|Documentum\Checkout
OR

C:\\Users\ your_local_username|Documentum\Checkout

Procedure to manage your files

The procedure of managing your files is:

1. Edit your file to modify it
2. Check in your file when you are finished editing it

There are two other ways to manage your files:

e Check out: it locks the file to prevent others from modifying it
* Cancel check out: cancels the lock on the selected file (Note: you will lose any changes to the file.)

Editing a file
When you edit a file, the system will automatically check out the file so that others cannot modify it.
To edit a file: From the content pane, right-click on the file and select Edit from the pop-up menu. The file

will be automatically checked out to you (locked for others) and it will open in the application associated
with it. (Note that you can also select the file and click File > Edit from the menu.)

“9 Format Mame
Ewil
MS Word Edit
Cpen (Read Only)
Chedk Cut
Subscribe

Subscribe Others

T i
After you click on Edit, you will see a key icon ¥ and other users will see a lock icon ™' next to the file.

This means:

e Others cannot make changes to it

e Others can only view the last version(s)

e The Edit function is disabled for other users
e Others cannot see new changes being made
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If you work with Webtop from multiple computers, be sure to Check In any files before moving to the other computer —
otherwise they will be locked on the computer where they were originally checked out.

Checking In a file

When you are finished editing a file, you need to Check In the file to save it in Webtop and others can access
it. The procedure of checking in the file also saves it with a new version number, so that there is a record of
the changes made since the last time it was edited.

You can tell if your file is still checked out by looking for the key icon " # beside the file name:

1. From the content pane, right-click on the file and select Check In from the pop-up menu.

M i-kumcmi'iet!MfPrqigﬂts
My Home Cabinet (My Projects) [7]

¥ Format | Hame | Modifi
"9 s word| Edt 37ITH
Cpen (Read Only)
Check In
Cancel Checkout
Subscribe

(Alternatively, you can select the file and click File > Check In from the Webtop menu.)

2. The Check In window allows you to add details about the current version of the file that you are
checking in:
a. Display the name of the document.

b. Select the version number of the document.
c. Depending on your project, you may want to provide a Description to help identify

this particular version.

A — Web Page Dialug

Checkin @ law_law_socicty_scholerships

@y lerer Sogioly_acheorships
YeraloT £ 1.%, €V REFHT, RFAFAFT
Tepe- scalendar_docusment
Fareeats 2ul

Saveas [OIEEL vt aiunt
O 22 (waar versiarl (‘6"‘

Dascription: | (
ALY

S

Love Blanaas e

Cepartment Name:
Acadenmic Lessl

eCalendar Conient Type: Specific Ifarnatios

» Showe options
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3. The following additional option is available when you click Show options in the Check In window:
a. Subscribe to this file: This allows you to have a quicker access to the file. The file is linked to your
Subscriptions which is located on the Tree pane.

4. Click OK to continue. The message area will display a confirmation: Checkin successful. In the content pane, you will
notice that the key icon has disappeared and the Version number of the file reflects the settings you specified when
you checked it in.

Note: if you do not see the Version column, you can add it using the Column preferences icon.

Checking Out a file

When you check out a file, it will automatically check out the selected file and lock it so other users cannot modify it. It is
recommended to use the Check Out procedure when you want to lock the file because you are not finished with it and you
don’t want others to work on it.

To Check Out a file: From the content pane, right-click on the file and select Check Out from the pop-up menu. (Alternatively,
you can select the file and click File > Check Out from the menu.)
If you use the Check Out procedure and you want to now edit the file, you can do so by selecting File > Edit.

Cancel Checkout

f you checked out a file, but did not end up making any changes to that file, you can choose Cancel Checkout to effectively undo
the checkout. In this case, any changes you may have made to the local copy of the file will not be saved.

Searches
Advanced search
After you log into Webtop,
1. On the top of the Tree pane, click on the drop down arrow | | EL" "
Q[+ Advanced Shift+5 i

2. Click Advanced.
3. An Advanced Search: General window appears and change the following fields:
a. Beside Object Type field, click on the drop-down list and select eCalendar Document (eCalendar
_document).

Object Type: | eCalendar Document (ecalendar_document) |

b. Beside Properties field, there are three drop down lists. Follow these steps to add the Editor, Approver
and Coordinator role criteria:
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Select the same criteria (Editor, =, and your name) in drop down lists as the following
screenshot for the Editor role:

Properties: | Egitor | = v || Select your name
d anoth rt

To add another role, click on Add another property link. Another set of criteria will appear and
select Or.

Select the same criteria (Approver, =, and your name) in drop down lists as the following
screenshot for the Approver role:

Properties: | Egitar w | = v | Select your hame
or |
Approver =l (= ¥ Select your name

Add another property

To add another role, click on Add another property link. Another set of criteria will appear and
select Or.

Select the same criteria (Coordinator, =, and your name) in drop down lists as the following
screenshot for the Coordinator role:

Properties: | ggitor M| ‘fi Select your name
ar b
NG & (- 'v': Select your nhame
or V:
Coordinator ™ | = "’: Select your name
fdd anotfer property

C. Click on Search button when you are ready to begin your search.

4. The Search Results will appear on the Content pane.

Liz e ‘.@Webtup

[ C v B o hRags - @Tos -

| Search N .f ILoQom‘?

4# CMSREPOSITORY : editor
w- Inbox

O, saved Searches

& subscriptions

. My Fies

== Categories

W My Home Cabinet

o, Cabinets

Add Repository

File Edit View Toals

Search Results ey
Q: 1 Results in CHSREPOSITORY - 4/24/0% 11:30 AR

Name | Ranking Modified | Source

mtaw,uLlheJ‘iEEJLDmgram 56% 4/15/09 4:14 PM CMSREPOSITORY

law_ug_the_mcgil_program A short description of The McGill Program

Saved searches

You can now save your search results to put it in the Saved Searches from the Tree pane.
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How to save your search results
1. After you have finished the steps for Advanced search, you will be in a Search Results view in the Content pane.

Q: 1 Results in CMSREPOSITORY - 4/24/09 11:30 AM Restart Edit  Save
£ : - B
9 Name | Ranking Modified | Source ==k

@ Bliaw ug the meeil program 56% 4/15/09 4:14 PM CMSREPOSITORY

law_uwg_the mcpil program A short description of The McGil Program

H
2. Click Save. %€
3. A Save Your Search window appears and change the following fields:
a. Beside Name field, enter a name for your save results (e.g. Editor)
b. Beside Description field, enter a description to describe your save results (e.g. eCalendar topics) or leave it
blank if desired.
¢. Make sure you uncheck Include Results and Make Public

[ Include Results

[] Make Public
d. Click OK.

How to view your save results and begin editing the XML document

1. From the Tree pane, click Saved Searches.
2. You will see the name of your save results on the Content pane. Double-click on the name of your saved results.

o~ Webtop - Windows Internet Explorer

m - |§, https:figecms2. nes.megill ca: 444 3 fwebtop/component frnain’ V| & .‘-f X ‘l“.-‘e Search |F‘ |

: File Edit View Favorites Tools  Help

e [@Webtop {7| ﬁ e @ - [fkPage - Q@TUUlS o
qSean:h Q B Logout| 7 I

8 CMSREPOSITORY : editor2 File Edit View Toals

\ Saved Searches

= Categories Mame | Description | Modified ¥ | sources | Resuits|
My Home Cabinet G& —_—
& Cabinets Editor1 eCalendar Topics 4/24/09 11:46 AM CMSREPOSITORY 1

Add Repository

< 1ii >

3. You will see all the XML documents that are assigned to you. Right-click on the XML document and select Edit

from the pop-up menu.
4. Follow the instruction on how to insert elements in XMAX.
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Webtop Inbox

Your Inbox contains tasks and notifications. Tasks are electronic assignments. For example, a task can be assigned to you
manually by the Managing Editor.

Notifications are messages that an event has occurred. For example, if you are working on some documents jointly with co-
workers and you want to be notified whenever one of those documents is edited and checked in. Here is a screenshot of
the Webtop Inbox:

A ‘Webtop - Microsoft Internet Explorer

File Edit View Faworites Tools Help

Qo+ © [ [f] & Powr oo @3- 5% & - JAE B

&
), saved Searches
G subscriptions
& My Files 1 t | Date Received
= Categories ™
eMYHﬂmE(aD\HEl + | Checked In 57709 3:34 PM
ok Cabinets PN e SLZ[093 30N
A fepusitary "~ Graduate Programs of
U study Eait Edit (More changes required) Acquired 5/6/09 11:56 Ab
! T4 Location of the Facuity of Law - Edit Edit Dormant. 5/5/09 3:37 P ’Z ""‘\
Admission to \‘ ]
! Undergraduate Programs - Edit Edit Acquired 5/5/09 3:37 PM
.. Language ~ s 4
- [d Requirements for Professions - Edit  Edit Acquired 5/5/09 3:37 PM
@ Applet ResidentUcfInvoker_LaunchRuntimeApplet_0 started é &) Trusted sites

1. Inbox options 2. Inbox items 3. Notifications 4. Task icons

Inbox options

Availability status

This is used to inform others that you are available or not available. Note that this feature is not currently being used for
eCalendar work.

i Subject | From | Date Received |

The default status is available. If you are not available, for example, going on vacation, do the following:

1. Click on | am available link.
2. Putacheck mark on | am currently unavailable...

Workflow Tasks

I am currently unavailable. Please direct my tasks to:
[not selected] edit

3. Click Edit to assign it to someone else.
4. Find the person you want to reassign the task to and click OK.
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Get next task automatically

| eave this box unchecked:

|:| Get next task automatically

Note that this feature is not currently being used for eCalendar work.

Inbox items

In the Inbox, different types of items are identified by their icon:

Default Columns

m Subject Task Hame Status Date Received Due Date/EEW
r—
¥ Admissions Palicy - Edit Edit (More changes required) Acquired 4129009 10010 AM

Subject: This contains the name of the XML document and the type of task. Each role will have a different task
description displayed under the Subject column.

e For the Editor, there are three types of task:
1. Edit - when you need to view the content and make necessary changes to the document
2. Edit (more changes needed) - when the Approver has sent the document back to you; check the
comments to see what other changes are needed.
3. Create New Topic — this will be used for future production cycles of the eCalendar.
e Forthe Approver, there is only one task type called, “Approve”.
e For Coordinator, there is only one task type called, “Coordinator sign off”.

From: It identifies who created the file by their username.
Date Received: The date and time the task was assigned.

Due Date: The date and time the task needs to be completed. Note that this feature is not currently being used in the
eCalendar project.

Status: The status will change based on your interaction with the task. When you receive the task, the status is Dormant.
The status changes to Acquired once you open the task (whether or not you open the actual document).

Repository: It will tell you the location of the file.

Priority: Not currently being used at McGill.
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Note: If you want to change the default columns:

Click Tools > Preferences.

Click Columns tab.

Scroll down to Inbox and click Edit.

Choose which attributes you want to display on the inbox content pane

A wnNe

3 — Web Page Dialog

Preferences: Display Settings: Columns for Inbox :

De:

Perucie 3

Select attributes to display: Selected attributes ta display as

column:

Roact to dofaulta

Notifications

There are two different notification types:

Change notification: Notifies you when file(s) have been checked in. From the Subject column, you will see this:

| [~ Checked In
Turn on change notification:
1. From the task view, right-click the file

2. Select Turn on Change Notification from the pop-up menu

Read notification: Notifies you when someone has read the file(s). From the Subject column, you will see this:
| N
o

dm_getfils
Turn on read notification:

1. From the task view, right-click the file

2. Select Turn on Read Notification from the pop-up menu.
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Task view

From the Inbox listing, click on the task to see this view:

(= Webtop - Windows Internet Explorer

L A |g, https: figecmsz nes megil ca: 4443 fwebtapfwdk)systemidrlfdr,jsp V‘ & “f-,' X | ‘Live Search |i,,,,

© Flle Edt View Favortes Tools  Help

W e | @uwebeop = L B @ - [reege - ok 7

3 CMSREPOSITORY : editorZ i . o
. B8 N
), saved Searches ‘ Info l Comments I Progress l i 1 )
& subscriptions i ~ ”
Jc My Files Tropic.titie] - Eait [ Smet

& Categories Description: Law eCalendar Topic Workflow
& My Home Cabinet From: dmadmin
o Cabinets Received: 4/29/09 2:03 PM

Add Repository WarkPlow Instructions:

Requirements : Instructions :

none
Review this topic and make the necessary changes. Save and check-in. Once you are finished

on this topic in your inbox, and click Finish to send the topic to an approver for further review

Name Format Hodified Q
XML
@ law_faculty_admi... Document 4/29/09 10:15 AM

Task view in Content pane includes: 1) Tabs and 2) Action buttons

Tabs
The tabs are Info, Comments, and Progress.

Info tab

This tab contains the name of the document, the name of who sent it and instructions. The bottom half of this tab
contains the attached XML document and this is where you can take action on the document such as view, edit, turn on
notifications and more.

| Info | Comments | Progress |

ftopic.object_name} - Review E
Description: Law eCalendar Topic Workflow
From: dmadmin

Received: 4/21/0% 4:18 PM

WorkFlow Instructions:

Requirements : Instructions :

b7 Review the document.

If the document does not need to be edited, click forward. It will be sent to an approver for review.

Name Format Modified |

HML
@ law_class_standi... Document 4721709 11:42 AM
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Comments tab
This tab allows you to enter any comments about the XML document.

| Info | Comments | Progress |

{topic.object_name} - Review EI
Description: Law eCalendar Topic Workflow
From: dmadmin

Received: 4/21/09 4:18 PM

WorkFlow Instructions:

law_class_standing : Comments
None

Add

To add a comment:

1. Click Add
2. Inthe Comment field, type your comment.
3. Select one of the following radio buttons:

a. For subsequent recipients - Sends the comment to all users performing all future tasks in the workflow.
b. For next recipients only - Sends the comment only to the users performing the next task in the workflow.

4. Click OK.

Note: Enter any comments about the document before you click on any of the action buttons (Forward, Finish, Reject). You will not
be able to add comments once the document is submitted to another user of the workflow.

Progress tab
This tab allows you to see the upcoming as well as past events of the workflow.

| Info | Comments | Progress |

{topic.object_name] - Review El
Description: Law eCalendar Topic Workflow
From: dmadmin

Received: 4/21/0% 4:18 FM

WorkFlow Instructions:

Up coming...
Hext Performer

Farward to Approver meditor

Event Performer Date &
4720/09

Finished: [nit CMSADMIN H
4/20/09

inished: Topic Creat lequired? edit

Finishe ‘opic Creation Require meditor 7:23 BN

Action buttons
The action buttons are different for Editor, Approver, and Coordinator.

30 September 2014



e Editor

You will see all of these buttons in each of the tabs.

| next| Finish| Close]

» Next/ previous: allows you to navigate through the tabs
» Finish: sends it to the Approver
» Close: brings it back to the main Inbox which is your list of tasks

e Approver
You will see all of these buttons in each of the tabs.

| Hext| Fo-rward| Rejectl Clc-se|

Next/ previous: allows you to navigate through the tabs
Forward: sends it to the Coordinator

Reject: sends it back to the Editor

Close: brings it back to the main Inbox which is your list of tasks

YV V VYV V

e Coordinator
You will see all of these buttons in each of the tabs.

| Her.t| Fc-rwﬂrd‘ Rejet:t| Close|

Next/ previous: allows you to navigate through the tabs
Forward: you have to sign off and it will send it to the Managing Editor
Reject: sends it back to the Editor or Approver

VV VYV

Close: brings it back to the main Inbox which is your list of tasks

Getting Started for Individual Roles

The following is step by step instructions for the Editor, Approver, and Coordinator in Webtop:

Editor’s role
After you log into Webtop:

1. If you clicked on the task link from an email, the task view will open automatically. Otherwise, go to the Inbox
from the tree pane and double-click on the task.
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2. From the Info tab, read the instructions

Requirements : Instructions :

(s Rewview this topic and make the necessary changes. Save and check-in. Once you are finished making changes, you must double click

on this topic in your inbox, and click Finish to send the topic to an approver for further review.

3. Edit the XML document:
a. From the bottom of the Info tab, right-click on the document and click Edit.

Edit

Open (Read Only)
Chedk Cut
Subscribe
Subscribe Others
Email as Link

b. Follow the instruction on how to insert elements in XMAX.

4. Complete the task:
a. Once you have made your changes to your XML document and you are ready to send it to the Approver,
click Finish.

Next Fimsn] Cluse|

b. Click OK.

Approver’s Role
After you have logged into Webtop:

1. If you clicked on the task link from an email, the task view will open automatically. Otherwise, go to the Inbox
from the Tree pane and double-click on the task.
2. From the Info tab, read the instructions

Requirements : Instructions =
Select next tasks Review this entire topic. Make additional changes if necessary.
1. If the editor needs to make more changes, write a comment, save and check-in. Double click on this topic in your inboux, and click

Reject to send back to the editor.
3. Edit the XML document:
a. From the bottom of the Info tab, right-click on the document and click Edit.

Edit

Open {(Read Only)
Chedk Cut
Subscribe
Subscribe Others
Email as Link
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b. Follow the instruction on how to insert elements in XMAX.

4. Reject a task: if you feel that you need the Editor to further modify the topic, you can reject the task back to the
Editor.

a. From the Info tab perform action buttons; click Reject.

| Hext| Fl:rrward| Heject| Close|.

b. The task will be removed from your Inbox and sends it back to the Editor.
c. Once the Editor has made the changes to the document, the task will be returned to you.

5. Complete the task: Once you have made your changes to your XML document and you are ready to send it to the
Coordinator, click Forward.

| Hext| Forl.l.rard| Reject| Close|

Coordinator’s Role
After you have logged into Webtop:

1. If you clicked on the task link from an email, the task view will open automatically. Otherwise, go to the Inbox
from the Tree pane and double-click on the task.

2. From the Info tab, read the instructions

Requirements : Instructions :
Select next tasks Review this entire topic. Make additional changes if necessary.
1. To reject the topic: comment, save and check-in. Double click on this topic in your inbox, click Reject, select Editor or Approver,

Signoff @ 5
type in your password and click ok.

3. Edit the XML document:
a. From the bottom of the Info tab, right-click on the document and click Edit.

| Edit

| Cpen (Read Cnly)
Hame Check Out
— Subscribe
Subscribe Others
Email as Link

E-ini—l-l

law_ug courses

b. Follow the instruction on how to insert elements in XMAX.
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4. Reject a task: if you feel you need the editor or approver to further modify the topic, you can reject the task back to
the Editor or Approver.
a. From the Info tab perform action buttons; click Reject.

Pre ;;:-:‘.~'| Hext| Fc-rwardl RE}ect| ;Elase|
—

b. Choose if you want to reject it to the Approver or Editor.

c. The task will be removed from your Inbox and sends it back to the Editor or Approver.
d. The task will be returned to you when the additional changes have been made.

Complete the task:

a. Once you have made your changes to your XML document and you are ready to send it to the Managing Editor
click Forward.

Pre: ;;:-:‘.~'| Hext | Fc-rwardl Ftegect| Cla=e|
A

b. You will be prompted to sign off using your McGill Password (of your McGill Username).

sence and Procecurs - Coardinater Sign ot [

Deription. L eCaerndar Togse Workflom 20050416
ChsADMIN

Racenvad 4TI KT B

Wbl et o

Setectup To 1 lext Forward Tasks

et Perfnrmer

CMEATIN

c. Click OK.
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XMAX

What is XMAX

XMAX is integrated with Webtop. It is used to create and modify XML documents. Elements are used to identify distinct
types of content such a paragraph, lists, tables, and more. The eCalendar uses a small subset of the available elements and
they are described below. XMAX has many capabilities such as text editing, spell checking, and XML validation.

Browser requirement

XMAX only works in Internet Explorer 7 or 8.

Getting started for the individual’s role

The following are steps on how to access XMAX and how to edit XML document for the Editor, Approver and Coordinator.

Editor’s role

Once you log into Webtop, click on a task from the Inbox Content pane. Then, the Task view will open.

1. Right- click on the XML document at the bottom of the Info tab and click Edit.

W Webtop - Microsoft Internet Explarer r-_"EIE'
Bie B Yew Foeoites  Took  Help ar
; & BN - " ;s i €9 b
Ows- © MEAG P e @ 3-8 £ -JH B B |
ess | @] hes: floeems 2. nes. magl. cac 4443 iwebton componentimant_dmfClentid= | 2400580 777438 _dmiTroffe2408_ dmBieguestids _dentlnnds_dmPlumpt r.: .
Google v M ncarch - g - e B - Y Bockmaria- [ Aedt - T heck - T Autord - 2y - LS -
8 vogut] 7]
T CMSRIBOSITORY : echitord Fe DSt View  Tods
[ b
[, Baved Bmarches | Info | Commnents | Progrew
| £ fubeeaiption: E
i, iy Fies By Faculy Ammneiiive
|- Catepeninn L seadv e B
S Wy Mo Cabined AP S ——

nane

Turm O esd Natseation
Turn On Chisngd Notbficasion

3 Ve "
Ufecyole "

Wrkon Dosmits i oo | ] pinean| close]

&l S B Trusted stes I

2. XMAX will open.

You will see a pop up window indicating that Change Tracking is on. Click OK.

3. Review the content of the document and make modification if needed (See section on XML elements)
4. Spell check your document (See Spell checker for more information)
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Save (File > Save)
Check In (File > Check In)

XMAX will close and you will return to Webtop Inbox

5
6
7. The Checkin window displays. Click OK. Ignore the version radio buttons as we will not be using this
8
9

. Click Finish to submit it to the Approver.

e Make sure that you have finished making all your changes to the document

¢ If you see the key icon beside your document from the Task view, this means that you have

the file checked out and you need to check it in.
¢ Add all your comments

Approver’s role

Once you log into Webtop, click on a task from the Inbox Content pane. Then, the Task view will open.

1. Right- click on the XML document and click Edit.

‘A Webtop - Microsoft Internet Explorer

Double-click on the task corresponding to the document that you just edited. The Task view will open
. At this point, you shouldn’t see the key icon beside the document name from Info tab.
. Add any comments about the document from the Comments tab.

Ble Edt View Favorts Toos Help

@Ba:k - |ﬂ @ ;‘, /Tfsaarm ‘ini(‘Favcrmes & _:'J. \7 & - _I g3 ﬂ

acdress | ] https:/faeams2.ncs.megil.ca: 4443/ webtop/component/main? _dmfClentld=12410389777438_dmfTzoff=2408_cmfRequestid=_dient1wr28_dmfiumet v EJ 6o tnks > @ -

Go glei v| M search - 52+ o | B+ €% pookmarks~  [E Find ~ ¥ check + ] Autoril + &+ (signin -
g§ CMSREPOSITORY : approver2 Fle  Edt  View Toos

) Saved Searches
& subscriptions.

3. My Files

== Categories

) My Home Cabinet
& Cabinets

Add Repositary

> Inbax ‘

‘ Info | Comments ‘ Progress ]

D Faculty Administrative

staff - Approve [
Description: Law eCalendar Topic Workflow 2009-04-28
From: dmadmin

Received: 4/30/0% 2:5% M
WorkPow Instructions:

Requirements : Instructions :
Select next
tasks

Edit
Open {Read Only)
Check Out
Subscribe

Tiome SUbSUibE. Others Q
~— | Email as Link
Export

Add Relationship
Quickflow

lional changes if necessary.

2:43 PM

Properties

Add to Cipboard
Add to Favorites

Delete

Turn On Read Notification
Turn On Change Notification

< View v | B
Lifecyde 3
Virtual Documents » Hext| Forward| Reject| Close

[changes, write a comment, save and check-in. Double click on this topic in your inbox, and ctj

&

S @ Trusted sites

XMAX will open.

2. You will see a pop up window indicating that Change Tracking is on. Click OK.

* Make sure that you have finished making all your changes to the document
e If you see the key icon beside your document from the Task view, this means that

you have the file checked out and you need to check it in.

¢ Add all your comments
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®© N

9.

Review the content of the document and make modification if needed (See section on XML elements)
Spell check your document (See Spell checker for more information)

Save (File > Save)

Check In (File > Check In)

Click OK. Ignore the version radio buttons as we will not be using this.

XMAX will close and you will return to Webtop Inbox.

Double-click on the task corresponding to the document that you just edited. The Task view will open.
At this point, you shouldn’t see the key icon beside the document name from Info tab.

Add any comments about the document from the Comments tab.

10. Click Forward to submit it to the Coordinator.

Coordinator’s Role

Once you log into Webtop, click on a task from the Inbox Content pane. Then, the Task view will open.

1. Right- click on the XML document and click Edit

2 Wehitog - Microsoft lnternet Fxplorer

oo - W] B & D Favories ) -l B a8
4] it joecmsd s megl £8: 4431 fnebton fesmporentiman?_ dmiChenalde 1241 123004715 dmfTrofa2405_dnieqeside_den v | [£] 6o -8
Google B ot b~ - | B 25 et Bt ik & G-

Logout] 7 ||

J iy opemd}: e Closs|

L) 8 @ Trusted sies

XMAX will open.

o vk wn

N

9.

You will see a pop up window indicating that Change Tracking is on. Click OK.

Review the content of the document and make modification if needed (See section on XML elements)
Spell check your document (See Spell checker for more information)

Save (File > Save)

Check In (File > Check In)

The Checkin window displays. Click OK. Ignore the version radio buttons as we will not be using this.
XMAX will close and you will return to Webtop Inbox.
Double-click on the task corresponding to the document that you just edited. The Task view will open. At

this point, you shouldn’t see the key icon beside the document name from Info tab.
Add any comments about the document from the Comments tab

10. Click Forward to submit it to the Copy Editor.
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f you click on any of the action buttons, this will remove the XML document from your Inbox and you will not be
able to make any more changes to it. Therefore, before clicking on any of the action buttons:

e Make sure that you have finished making all your changes to the document

e If you see the key icon beside your document from the Task view, this means that you have the file
checked out and you need to check it in.

e Add all your comments.

XMAX interface

The application interface includes a variety of visual components

(j Webtop - Windows Internet Explorer

o

@ 4 v | https:fgecms2.ncs.megill.car 4443 webtop/component fmain? __dmfClientId:

. File

to identify and manage content.

Edit Yiew Favortes Tools Help
F .___ T = . 9
| A (& webtop | | : f-?} - B ey v |k Page v (0 Tools +
File Edit View Insert Tools Table Help

~ B[ z]u]

|| #a] %] 2 &] G| @] S| [ 1] @[

Figure 4: XMAX interface- Menu and toolbars on the top, the content area on the left side, the element list on the right side

Menu and toolbars

Menu bar

e o 1 = Lt [ J £l
| B = = ) ] | ) ] ] | ] ] ] ] ] ] G ] ]
By Created with XMetal (hitpiwsssy.xmetal.com) <) o Baa
<bz
Eiepe EmeF ees and Withdrawal from the University <me) 5
[Ettie>F ees and Withdrawal from the University boolean
o2
et courseref
=] critdstes > (=] createds > <> O [ revisedi > <> O = revised > <> O £ Joritdates ) =] metadsta > E keiw ;ata
<Jprolog) data-about
[Erody» EpIf you decide not to attend the term(s) in which you are registered, ifme'g”
you must officially withdraw from the University in accordance with section keyword
[Ezref>xref: Requlations Concerning University Withdrawal <Zref). ph
OthemiSEJ, you are liable for all applicable tuition and other fees. 9
<& <B) state
sub
[Ep>If vou use Minerva to drop vour last course between Septermber 1 and the end tSL'_F
of the withdrawal period with full refund, you will be deemed withdrawn from the tﬁ:m
University. You are automatically charged a minimum charge of $100 (or your t
registration deposit fee, whichever is higher) to cover administrative costs of u
registration. <) “”kf'w"‘”‘
Xrel
[Er» Ek>If you stop attending classes without dropping your courses,
you are liable for all applicable tuition and other fees. {&) See section
[Ezref»xref. Regulations Concerning University Withdrawal <Zref). <)
L
o| 1 [topic/bodvip /b 114 2l

This menu bar includes File, Edit, View, Insert, Tools, Table, and Help.

File Edit WView Insert Tools Table Help
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Standard toolbar
This toolbar includes icons for common tasks such as saving, find, copy, paste and etc.

= | E e el =Y R T E "]

Formatting toolbar
This toolbar includes icons for applying common formats such as bold, italic, and lists.

B|I|g

Table toolbar
This toolbar includes icons for working with tables such as merging, inserting, deleting rows or columns and etc.

B = =] 2] 5] 5| S S Al Bl =] =] 5 5] o] =] @)

'L§|

[
L

Content area

The content area is where you add or modify content using XML elements.

[E=» Created with XMetal (httpfwasaaxmetal.con) <)

e e -Fees and Withdrawal from the University <@e)

[Etitie’> Fees and Withdrawal from the University
El criteiates » (S createdr> <> <) [Erevizedl> ¢ <) [Erevizedls <> <) <Jortdates) (5 metadata > [Fkeyw
[Ekody» Ep»If vou decide not to attend the term(s) in which you are registered,
you must officially withdraw from the University in accordance with section
[Eretyxref. Regulations Concerning University Withdrawal <fet).
Otherwisel, you are liable for all applicable tuition and other fees.
@ @
Ep»fyou use Minerva to drop your last course hetween September 1 and the end
aof the withdrawal period with full refund, vou will be deemed withdrawen from the
University. ¥ ou are automatically charged a minimurm charge of $100 (or your
registration deposit fee, whichever is higher) to cover administrative costs of
registration. <g)
Er> EE»If you stop attending classes without dropping your courses,
you are liable for all applicable tuition and other fees. <&) See section

Exretsxref. Regulations Concerning University Withdrawal <fret). <) {ody)

)
=\ (topic/body/p /b 4 _’I—
View

There are two views that you can choose to display your XML document: Tag and Normal view. These two views are
located on the left-bottom of the interface.

Tag view —
This is the default view. It shows the beginning and the end of each element using icons. We recommend that you use

this view to ensure that you don’t have any broken elements and to easily see what elements are being used as well as

what elements you are inserting.
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Normal view
Normal view is used to see the text without the element tags.

Element list pane

The Element List is where you choose elements to insert into your document. Depending on the location of your cursor
within the content area, the system will display the list of other elements that can be used.

General Word Processing Functions

XMAX has the following word processing functions:

Selecting, deselecting text

To select text you need to highlight it and there are several ways to do this. Using the mouse or the keyboard, you can
select text character by character word by word, and paragraph by paragraph.

Select a word
Double click on the word to select

Select words, paragraph,
1. Use the mouse and click to where you want the insertion to start the selection
2. Click once and continue to hold down the mouse while dragging across multiple letters to where you want the

end selection to stop.

Deselect text
f a word or paragraph is selected, click somewhere else in the document to deselect or double click within the selected
area.

Delete text
1. Select the text that you want to delete.
2. Press on Delete on the keyboard.

Cutting, copying, pasting text

f you decide to cut, copy, and paste text, we recommend that you do these functions in Tag view. If you do it in the
Normal view, you may break some elements in the document. As a result it will create an invalid XML.

Clear text
When you clear a text, it removes the text from the document and does not store it in the clipboard for pasting
somewhere else in the document.

1. Select the text.
2. Press Delete on the keyboard.

30 September 2014



Cut text
When you cut a text, you are removing the text and putting it in the clipboard for pasting somewhere else in the
document.

1. Select the text.
2. Click Edit > Cut (Ctrl +x)

Copy text
When you copy a text, you are not removing the text from its original location instead you are storing it in the clipboard

for pasting somewhere else in the document.

1. Select the text.
2. Click Edit > Copy (Ctrl + )

Paste text
When you paste a text, you are inserting text that was last cut or copied to the clipboard.

1. |Insert the cursor to the correct location by using the mouse and click on the location where you want the text to be
paste
2. Click Edit > Paste(Ctrl + v)

Undo text

You can use undo action until the last time you saved the file.

To Undo, click Edit > Undo (or use the keyboard shortcut, Ctrl + z)

Save file

You should save your file on a frequent basis, such as when you have made a major change or have finished modifying a
small change.

To Save, click File > Save (or click on the icon = ” from the toolbar)

Note: if you forget to save your file and you clicked on File> Check In, the system will ask you if you want to save the file.

Note: Ctrl + s will not save your document.

Find or find/ replace

Find
You can quickly search for every occurrence of specific word or phrase in your document.

1. Click Edit > Find and Replace (or click on the icon | 3 | from the toolbar)
2. Beside Find field, enter the word or phrase that you are looking for in the document.
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Find:

Find |

3. Click Find.

Find/ Replace

You can automatically replace a word or phrase with another- for example, you can replace Winter 2008 with Summer
2009. When you replace a word or phrase, you have to set the appropriate criteria for your replacement action.

1. Click Edit > Find and Replace (or click on the icon | 3 | from the toolbar)
2. Beside Find field, enter the word or phrase that you are looking for in the document.

3. Beside Replace field, enter the new word or phrase

Replace:

Replace

4. Click on the checkbox(es) for the replacement criteria.

[] Match Case

[ whale Words

[] use Pattern Matching
|:| Wrap

[] Backwards Search

5. Click Replace, Replace, Find or Replace All.

Replace, Find
Replace Al

Elements

Elements are similar to HTML tags. Elements define which tags you are allowed to insert in your document. Tags have a

beginning (left-side) and end (right side).

[ZpAThis is a paragragh element

<)

The beginning tag also allows you to collapse or expand the element.

e |Ifitis collapsed, it looks like this:

e |Ifitis expanded, it looks like this

I+ g

[Ep»This is a paragraph <)
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An element can also be nested within another element. For example, the bold element is nested within the paragraph
element.

. [EprThisis 4 Fe>bold I:uarauraqh elerment <)

Inserting an element

Depending on where your cursor is in the content area, the Element List pane will display the elements that you can use at
that point. This feature ensures that you will not make any error in your XML document. For example, if you put your
cursor at the end of the paragraph tag, and you want to insert a bold element, the bold element will not display in the
Element List pane.

1. Position your cursor in the content area (this will depend on the type of element you want to insert, see
Commonly used elements)

2. Choose an element from the Element list by clicking on it.

Selecting an Element
To select any element that is already inserted in the document, it is best to click on the end tag of the element. Here are

different scenarios of selecting an element:

e Anelement:

[Elp>This is a paragragh element <

¢ An element within other elements

[Ep>This is a €3] (-1 taiic, <i)_and paragragh element <p)

=& _bold,
e Agroup of nested elements (e.g. in this paragraph element, you are also selecting the bold and italic element.)

Ep:This is aBEes> bold, <w) [E 434 <0) and paragragh element <

Commonly used elements

This section describes the commonly used elements for the eCalendar project.
Paragraph <p>

[Ep.>This is a paragraph tag <jp)

To insert a paragraph element you can either,

1. Position your cursor within the body element but not within an existing paragraph, table, or lists element
2. Choose <p> from the Element List
or
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1. Place your cursor after an existing end paragraph tag &
2. Start typing (this will automatically create the correct paragraph XML element).

Formatting elements

Bold <b>
[Elb>This is a bold element {i)

This is used for when you want to emphasize on a word or phrase.
To insert a bold element, you can use either of the two methods below.

Select a text or some text within a paragraph, table, or lists element
Choose <b> from the Element List

You will see the bold tag and start typing your text or

Place your cursor within a paragraph, table, or lists element

Choose <b> from the Element List

Lol A o

You will see the bold tag and start typing your text

Note: The first method will not display as track changes.

Underline <u>

[ELu> This is an underline element <ju)

This is used when you want to underline a word or phrase.
To insert an underline element, you can use either of the two methods below.

Select a text or some text within a paragraph, table, or lists element
Choose <u> from the Element List

You will see the bold tag and start typing your text or

Place your cursor within a paragraph, table, or lists element

Choose <u> from the Element List

N e

You will see the underline tag and start typing your text
Note: The first method will not display as track changes.

talic <i>

: This an ialic element i)

This is used when you want to emphasize on a word or a phrase.
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To insert an italicized element, you can use either of the two methods below.

1. Select a text or some text within a paragraph, table, or lists element
Choose <i> from the Element List
You will see the italicized tag and start typing your text

Place your cursor within a paragraph, table, or lists element
Choose <i> from the Element List
You will see the italicized tag and start typing your text

Note: The first method will not display as track changes.

Citation <cite>
Scite > This je 3 citglion alement <icte)

This is used to italicize the reference material (e.g. book, journal, etc.)

To insert a citation element, you can use either of the two methods below.

1. Select a text or some text within a paragraph, table, or lists element
2. Choose <cite> from the Element List

3. You will see the citation tag and start typing your text

or

1. Place your cursor within a paragraph, table, or lists element

2. Choose <cite> from the Element List

3. You will see the citation tag and start typing your text

Note: The first method will not display as track changes.

Note <note>

[Elnate»Mote: This is a note element. {inote)

This is used for drawing attention to a point and the content in the note element will have a different format from the
document.

To insert a note element, you can:

1. Position your cursor within the body element but not within an existing paragraph, table, or lists element
2. Choose <note> from the Element List
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Lists elements

Simple List

s> This is a simple list for creating an address

Slsi>688 Sherbrooke

[Elsi>Montreal, Cic sh)
SsiyH1W 381 5]

This is used when you want to create an address.
To insert a simple list element, you can:

Position your cursor within the body element but not within an existing paragraph, table, or lists element

Choose <sl> from the Element List

Start typing your text (it will automatically create a sub-list)

If you want to add more sub-list item for the simple list element, position your cursor before the end of the </sli>

tag and press enter on your keyboard. This will automatically create a new sub-list.

Eall

Unordered list <ul>
+ (21> This is an unordered list <)
o > This is a bulleted list <) <)

The default unordered list is a bullet and you can create a dashed list. You should create the unordered list by itself and
not within a paragraph element.

To create a bulleted list (default):

1. Putyour cursor at the end of a paragraph, table, or ordered list element.

2. Choose < ul> from the Element List.

3. Choose <li> from the Element List to start the list or just start typing and the <li> will be created automatically.
4. If you want to add another <li>, put the cursor before the end of </li> tag and press Enter on the keyboard.

To create a dashed list:

Put your cursor at the end of a paragraph a paragraph, table, or ordered list element.

Choose < ul> from the Element List.

Choose <li> from the Element List to start the list or just start typing and the <li> will be created automatically.
If you want to add another <li>, put the cursor before the end of </li> tag and press Enter on the keyboard.

el
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5. Once you finished creating your unordered list, you have to change the type attribute field to dash.
a. Click one of the end </li> tag to select it
b. Click View > Attribute Inspector
c. Locate type attribute and enter the word “dash”

Attribute Inspectar

=ul>
compact £
type dash
spectitle |

id

d. Turn off the Attribute Inspector by clicking on View > Attribute Inspector

Note: you will only see changes to the style of the list, once it is published.

Ordered list <ol>
The default ordered list is a numbered list and you can create other types of list (see Table 1). You should create the
unordered list by itself and not within a paragraph element.

1. [EW>This iz an ordered list <)
2. [El»This is a numbered list <)

Table 1
List type Displays Attribute Inspector(Type)
Alphabetic a.b.c alpha
Upper alphabetic A.B.C. upperalpha
Roman i. i iii. roman
Upper roman 111 upperroman

To create a numbered list (default):

Put your cursor at the end of a paragraph, table, or unordered list element.

Choose < ol> from the Element List.

Choose <li> from the Element List to start the list or just start typing and the <li> will be created automatically.
If you want to add another list item, put the cursor before the end of </li> element and press Enter on the
keyboard.

PwwnNnpeE
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To create other lists:

e W e

Put your cursor at the end of a paragraph, table, or unordered list element.

Choose < ol> from the Element List.

Choose <li> from the Element List to start the list or just start typing and the <li> will be created automatically.
If you want to add another list, put the cursor before the end of </li> element and press Enter on the keyboard.
Once you finished creating your ordered list, you have to change the type attribute field.

a.

b
C.
d

Click one of the end </li> tag to select it
Click View > Attribute Inspector
From the Attribute Inspector pane, locate type attribute.

From Table 1 above, choose the list type you want to use and beside the type attribute field enter the
corresponding Attribute Inspector (Type) column. For example, in this screenshot, we are choosing the
alphabetic list type and we entered "alpha” in the type field.

Attribute Inspector

<ol>
compact
type .aipiﬁa
spectitle

id

e. Turn off the Attribute Inspector by clicking on View > Attribute Inspector.

Note: you will only see changes to the style of the list, once it is published.

Table

This is used to create a table in your XML document.

(=l tgroup
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To insert a table:

1. Click Table > Insert Table.

| Table Help

I Insert Table...

2. Select the number of rows and columns.

2 Insert Table - Web Page Dialog @@

Rows

HTML
CALS

2

w

Columns 2

3. Click OK. You should see the Table inserted in your XML document.

For other Table features, do the following:

1. Once you insert the table, put your cursor inside a cell.

2. Click Table menu and choose any of the features from the Table drop down list

Note: Do not insert a Table from the Element List pane; use the Insert menu.

Table 1 Help

Insert Row Above
Insert Row Below
Insert Column Left
Insert Column Right

Move Row Up
Move Row Down
Move Column Left
Mowe Column Right

Delete Row

Delete Column

Merge Cell Up
Merge Cell Down
Merge Cell Left

Merge Cell Right

Split Cell into Columns
Split Cell into Rows
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Short title <title> vs long title<Ititle>
A short title and long title appear at the beginning of the XML document.

E> Created with XMetal (httpffesessmetal. com) <5) —

Etopicy Ee>Admission Requirerments (ie)
[Ehitie»Admission Reguirements <fitle)

1= prolog
[ eritdates > (2 created’’> < <) <foritdstes) (2 metadata > (2 keywards > < keywords) (2 athermetal> {2000y = < <) (2 athermetad> o

A short title is a title of the XML document. You will only be able to modify the text of a short title and you should insert a
comment (Insert>Comment) beside the short title element as to why you are changing the short title.

A long title is to further describe the short title. For example, the short title is Admission Requirements and the long title is
Admission Requirements- Law faculty. You will only be able to modify the text of a long title.

Comment

[E-—»This is a comment element <)

Comment element is hidden from the final publication of your document. It is used to indicate the reasons for the new
change, to ask questions to others in the workflow, or to add additional information about the changes made in the XML
document. For example, when you change the title of the document, you would use a comment element to explain for the
change.

To insert a comment element,

1. Position your cursor within the body element
2. Click on Insert > Comment

Linking <xref>

<xref> element is used within a paragraph element. There are two different ways to link:

A. Link to a file: This allows you to create a link to another file.
1. Putyour cursor to where you want to insert the website
Click Insert > Cross Reference
Find the file by choosing the correct cabinet
When you find your file, click and drag the file to the where you want put in content area.
Click Yes in the pop-up window. This is how it looks like when you link to another file

vk wnN

[Ep>This is a Cross Reference link [Elxret» xref: user?-skilldev2-law ug admission to undergraduate programs.xmil <fxref) </p)
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6. Verify that the scope attribute field in the Attribute Inspector pane is internal.

a.

ma o o

Click text inside the <xref> tag.

Click View > Attribute Inspector

Scroll down to locate scope attribute

The scope attribute field should be internal, if not type the word, “interna
Turn off the Attribute Inspector by clicking on View > Attribute Inspector

IM

If you want to replace the web address with a text:

1. Click and drag with your mouse to highlight the web address (make sure you don’t delete the xref)
2. Type the desired text

[Ee>This is a Cross Reference link (E xref»xref: Law undergraduate admission <xref) <ip)

Note: You can only link to files that appear under your faculty cabinet in the Tree pane. You can't link a file within
the same topic.

B. Link to a website: This allows you to create a link to a website onto your XML document.

1. Putyour cursor to where you want to insert the website
2. Click Insert menu> Web Link
3. Enter the whole web address

Explorer User Prompt @

Script Prompt;

Fleaze enter the addrezs of the web link,
Cancel

|http:;".-"www.mu:gill. cal

4. Click OK.

This is how it looks like when it is inserted in the content area.

[Ep2> The following is a link to a website: [Elxrei »xref http:ivwew. megill.cal {hret) <) -

5. Verify if that the scope attribute field in the Attribute Inspector pane is external:

® oo oo

Click text inside the <xref> tag.
Click View > Attribute Inspector

Scroll down to locate scope attribute
The scope attribute field should be external, if not type the word, “external”
Turn off the Attribute Inspector by clicking on View > Attribute Inspector
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If you want to replace the web address with a text:

1. Click and drag with your mouse to highlight the web address (make sure you don’t delete the xref)
2. Type the desired text

[Ep>The following is a link to a website: [ areiyxref. MoGill University <ref) <p)

Note: After you have entered the text, hover your mouse over the beginning or end xref tag to see the web
address.

[Ep>The following is a link to a website: Eretsxref McGill Universi <ip)

href="http: /A megil.cad”
scope=""external'’

Mailto
This allows you to create an email address onto your XML document.

1. Putyour cursor to where you want to insert the email address
2. Click Insert > Email
3. Enter the email address

Explorer User Prompt

3
Sernipt Prarmpt: :

Pleaze enter the email addrezz
Carcel

|firstname.Iastname@mcgill.cd

4. Click OK.

This is how it looks like when it is inserted in the content area.

[Elp>This is an email address [Flxref> xref: firstname.lastname@mcgill.ca <fxref) {ip)

5. Verify that the scope attribute field in the Attribute Inspector pane is external.
a. Click text inside the <xref> tag.
Click View > Attribute Inspector
Scroll down to locate scope attribute
The scope attribute field should be external, if not type the word, “external”
Turn off the Attribute Inspector by clicking on View > Attribute Inspector

m oo o
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If you want to replace the email address with a text:

1. Click and drag with your mouse to highlight the email address (make sure you don’t delete the xref)
2. Type the desired text

[Ep>This is an email address Eoaefzxref. John Smith <hrer) <g)

Advanced Elements

Subtopic <topic>

A subtopic is created when it is desired to have a topic that is always linked to the topic above it. In a PDF rendition it will
have a header in bold, with no numbering. Before creating a subtopic, you may want to consider creating a new standalone
topic instead. Please consult the managing editor at ecalendarsupport.es@mcgill.ca regarding the various options before

proceeding to create a subtopic.

A subtopic will look like this in XML: “The National Program since 1968 and the Faculty’s New Curriculum”. An example of a
topic that has several subtopics would be “Tuition Fees”. To see where a subtopic ends, click on the end </topic> tag; this
will highlight the whole subtopic.

Eizpe> EmerDeadline: Gie)
[Eliitie > Deadline: <fitie) <fopic) <Adpic)

How to create a Subtopic topic

1. Putyour cursor before the end </topic> tag at the end of the chunk

2. Double click on topic in the element list (It should have a default Topic ID, if not save it with the invalid code and
consult the managing editor)

3. Double click on title and enter the title of the subtopic

4. Putyour cursor after the /title tag, double click on Ititle in the element list and enter the long title

5. Putyour cursor after the /ltitle tag, double click on body in the element list and enter the text for the subtopic

6. Go to the View menu and click on Attribute Inspector

7. Click on the title tags of the subtopic and locate “numbered” in the Attribute Inspector; type no in the field next to

numbered.

Superscript <sup>

This is useful for when displaying indicators (e.g. numbers, symbols) that appear smaller and are above the baseline. For

example, May Sth (the superscript is th).

Subscript <sub>

This is useful for when displaying indicators (e.g. numbers, symbols) that appear smaller and are below the baseline. For example, a
chemical compound 20; the subscript is 2.
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Tips for Inserting Elements

The following are tips to keep in mind when you insert an element:

* Use the elements that is mentioned on Commonly used elements and advanced elements .

¢ Don’t create a table, notes, and list element within a paragraph element; it is best to create a table element by
itself.

* You can insert accented characters using the keyboard shortcuts (e.g. alt + 130) or on a PC computer use the
Character Map (Click Start menu > All Programs > System Tools > Character Map).

¢ All special characters work in XMAX; it will transform them in the special encoding code if necessary.
e Use the “Enter” button carefully. Hitting the ‘Enter’ button inserts a new element For example, if you are in a list,

pressing the ‘Enter’ button inserts a new list item.
e You have to insert the following elements within a paragraph, table, or lists element:

(0]

O O O0OO0Oo

Bold
Underline
Cite

Italicize
Linking <xref>
Mailto

Track Changes

Track changes allow you to keep track of any modifications when any modifications are made to content —inserted,
deleted, moved or modified text in the XML document.

When you edit your XML document, a pop-up window appears. Click OK to turn on the Track Changes.

w o | @8 webtap

File = Edit View

A8 [ 7] o] )] o[ ] o] e

Insert Tools Table Help

R T s T T TR

Fees and Withdrawal from the University

<><>fa2u!'ry'='-<>aa Change Tracking is now on ontent_ty;
If you decide not ou are reg
University in acg julations C

you are liable for all applicable tuition and other fe

If you use Minerva to drop yvour last course between Sept

Track Changes are always on. You will then default to tag view. Any modifications to your document will be reflected in

your document. Be aware, however, that several modifications are not tracked — changes to elements (e.g. bold, italics,
underline), additions or deletions of rows of existing tables. When this occurs, please create a comment to describe and

highlight the change that you have made.
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Track changes display

Since Track Changes is automatically turned on, modifications you make appear in a format that is according to system
defaults. Here is an example of how track changes are displayed on an XML document for adding, deleting, and moving
content. The text is displayed in revision marks.

|BE awvvare of this policy. |

¢ Adding and moving

e Deleting ‘—IHEEIHE &t

Viewing track changes

f you already see some track changes when you access the document, it means that another user has already modified
the XML document. If you hover over the changed text, a popup displays the name of the user who made the
modification as well as the date the modification was made.

e ey Law Library Admin Staff Gig)
[Ekitie > L awy Library Staff <fie)
= prn:nl-:@ e

Deleted by adias
Mon Apr 05 12:05:22 200

How to use Track Changes

In the XML document, you can use the system to go to the next or previous change. Go to Tools and select the following
drop down actions:

-Tcu:uls- Table ' Help
Spellchecker ...

Mext Change

Previous Change

Validate Document
Validate Selection

Next Change
To view the next change, click Tools > Next Change. This will place your cursor to the next modified content in the

document.

Previous Change
To view the previous change, click Tools > Previous Change. This will place your cursor to the previous modified content in

the document.

Spell Checker

As with all documents, it is good practice to perform a spell check on it before saving and checking it in.

30 September 2014



How to use the Spell Checker
To invoke the Spell Checker:

1. Click Tools > Spellchecker

E_Tnuls_ Table Help

Spelichedker ..

Mext Change
Previous Change

Validate Document
Validate Selection

2. The Writing Tools pop-up box will appear with the spelling error.

x|

Spell Checker |Thgaaurus |

Riaplacs wit: [France Beploce | AuinFicplace |
Skip Once | Uil |
Skip All | Options v |
B A
Francs LI

Check: |Document hd

Mottound: |Franch

Close | Help |

Note: Use this feature the same as you would use in any other Spell Checker tool such as in Word.

3. After the system has verified all the spelling errors in your XML document, you will see the following message
and click Yes to close the Spell Checker.

.\‘? (; Spell check completed. Close Spell Checker?

fes ] |

Set the Language

You can also set the language of your preference.

To set the language:

1. After you have opened the XML document, click Tools > Spellchecker.
2. From the Writing tools pop-up window, click on Options > Language.
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* | Element List

Ete> @werLaw School Admission Test (LSAT) Gm)
Li\'ﬂting Tools

Spell Checker I Thezauruz I

Fieplace with: |noted | Besume | = |

Replacements:

nent

Paused: lCIick Fiesume to continue

v ko Stark
Clase Beep On Misspelled
TELOTED 10 T v T T T ety T Lo v & Coy o TIET SeO e e auee T Recheck All Text
Admissions Office accesses this information directly, Ek»Failure to Check Words With Numbers

disclose this information is a serious omission that may result in | v CheckDuplicate Words

the unilateral cancellation of the application. Any admission grante ¥ Eheck:gefg”'arnc‘:p';a"zftm” :
. . . . N . . | rampt Berore AUto Replacemen

on the basis of information in an application or supporting : ;

.. v Show Phonetic Suggestions

documents that is incorrect or untrue may be revoked at the sole i oy

o| 4 [topic/ body /p 4 b | s

3. ASelect Language pop-up window appears and select the language you desire.
Put a check on Save as default Writing Tools language.
5. Click OK.

Select Language

Dranizh DF. ~

il Catcel
English-Canadian ;i Help
English-LLE. K, Q
English-L1.5. s
Estanian ET Add..
Firnizh su

French-Canadian CF :
Framrh bl atinmal FR %

[ Show available languages only

[ Save as default Writing T ool language

VValidation

XML documents have to adhere to a set of rules. These set of rules ensure that you do not break the required structure
when you modify your document. The Element List pane is one of the ways the system validates the XML language. Using
the Element List pane is preferred since only the Element Lists that can be correctly inserted in the current location are
isted. This will prevent errors.

The other way is you can use the Validation feature to thoroughly check your document. Validation finds and reports any
errors that are found. There are two types of validation errors that may occur:

1. Missing content
2. Content that is tagged incorrectly

Two ways to validate your XML document

You can perform a check at any time to find validation errors in your document. There are two ways to validate your
document: you can validate the whole document or validate a selection of your document.
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1. To validate your document:
a. Click Tools > Validate Document.

[Tl'u:u_::uis_ Table  Help
Spellichecker ...

Mext Change
Previous Change

Validate Document
Validate Selection |

2. To validate a selection of your document:
a. Select the section that you would like to validate.
b. Click Tools > Validate Selection

:-Tm:uls Table Help
Spellchedker ...

ey

Mext Change
Previous Change

Validate Document

Validate Selection

Understanding the Validation Errors

Errors

f your document has validation errors, a Validation Log containing a list of one or more error messages displays. For
example, in the following screenshot, you inserted an unordered element and changed the list type to a dash instead of a
bullet in the Attribute Inspector pane. You validate your document and it gives you an error indicating that it does not
recognized the name “dashes,” this means that you have entered the wrong Type name, the name should be “dash.”

i
File Edit View Insert Tools Table Help |

| A g8 | %] %% @] S| 1] ] @] v 8| 2] u] 5|
; = =l el @
2 XMetal for ActiveX - Validation Log -- Webpage Dialog
= | Atwribute Inspector
\alidation Error List il <.
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Note: if you did not understand the errors you can go to the location of an error by double-click the error message.

No errors
f your document does not have any errors the following message displays. Click OK

VBScript: XMetal Express

Yalidation is completed.
The document has been successfully validated

Ok |

Best Practices

When working with XML documents for eCalendar, we recommend the following best practices:

_

e Save any major or minor changes * Do not modify Prolog information
* Use undo feature when you make a mistake e Do not use the Internet Explorer menu
¢ Check In when you are finished with your topic * Do not use the Internet Explorer back/forward button

¢ Use the Comment element if you are changing the
Short Title

¢ Use only the elements mentioned under the section
Commonly used elements

Support

U Login and technical issues:

0 Contact IT Customer Services at 514-398-3398 or itsupport@mcgill.ca

O Questions about the eCalendar process, Webtop, and XMAX:

0 Contact ecalendarsupport.es@mcgill.ca
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