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[bookmark: _Toc164490102][bookmark: _Toc207527798][bookmark: _Toc211013341][bookmark: _Toc231972734][bookmark: _Toc306188128]Web Composer Overview
Web Composer provides content contributors/authors(users) with the ability to quickly and easily manage their own web content, including the look and feel.  Web Composer allows users to browse a work-in-process (WIP) version of the website, locate the content they wish to manage, and click an editing icon (“pencil”) to edit the content. Once the editor is displayed, Web Composer provides comprehensive web formatting features, including support for flash, forms, image upload, file upload, anchors and more. Web Composer is fully integrated with EMC Documentum, providing standard content management functionality such as: version control, document security, content locking, lifecycle management, workflow, and Documentum Inbox
Web Composer includes a full assortment of common word-processing features (such as CSS formatting, find>replace, copy>paste, spell check, etc.), and is integrated with the EMC Documentum repository, which provides the users with the ability to manage file properties, enter metadata/taxonomy information, dictate workflows, create new content, manage links, save as another page, etc.).  


[bookmark: _Toc211013342][bookmark: _Toc231972735][bookmark: _Toc306188129]Accessing Web Composer
Accessing Web Composer is done from the work in process (WIP) website.  This site is where all the content in the WIP state is published to create a fully functional development site.  There are two ways to access the WIP site:
· Login to Documentum Web Publisher, browse to the website you are working on and web view the page you wish to manage, or;
· Access the WIP website via the URL (http://wcmsprd-dev-staging4.epa.gov/).  Then you can navigate to the page you wish to manage.  
[image: ]
Figure 1 - EPA Page on the WIP Website
[bookmark: _Toc231972736][bookmark: _Toc306188130]Login to Web Composer
Once you have located the content you wish to manage, click the ”pencil” icon ([image: ]). If you have yet to login to Web Publisher or Web Composer, the following login dialog will be displayed.  Enter your Documentum username, password.  EPA employees should use their LAN ID and password.  External contractors should use their EPA Portal ID and password.  The Repository is WebCMS.   Do not fill in the Domain field.  Then click the OK button.
[image: ]
Figure 2 - Login Dialog
Once a session is created with the Documentum repository, the session will remain open as long as your browser window remains open.  If you want to switch users you will need to close the existing browser window and open a new one.
[bookmark: _Toc231972737][bookmark: _Toc306188131]Editing Web Content
This section provides instructions of how to edit content using Web Composer.
[bookmark: _Toc211013345][bookmark: _Toc231972738][bookmark: _Toc306188132]Web Composer Editor
Once authenticated, the editor for the page will be displayed.  There are three different input interfaces out of the box enabling you to perform specific composition functions: 
· Text Field — Commonly used to add titles or subtitles to editable regions on a website.
· WYSIWYG AREA — (What You See Is What You Get) Commonly used for content contribution, modification, and styling with or without viewing the underlying HTML code.  The WYSIWYG AREA is what most users will see as the default editor on start.   
· Dropdown Selector — Commonly used for more structured or static content composition, such as standard headers on pages.
[bookmark: _Toc211013346][bookmark: _Toc231972739][bookmark: _Toc306188133]Entering Text Field Content
The Text Field is an unformatted text field.  The text field is commonly used for elements that are formatted by the presentation file or meta text that is unformatted.  Data such as keywords, descriptions, headlines and titles can be edited with a Text Field . To enter text into the Text Field , place your curser where you want to insert the text and add any new information.
[image: ]
Figure 3 - Text Field
[bookmark: _Toc211013347][bookmark: _Toc231972740][bookmark: _Toc306188134]Entering WYSIWYG AREA Content
The WYSIWYG AREA allows you to enter formatted text. The WYSIWYG AREA supports multiple UTF-8 encoded languages. To enter content into the WYSIWYG AREA, position your cursor inside the editor and enter the text you want to appear.  This interface is designed for both advanced and beginner web content managers.  It gives you the option to use a simple design view editor with a toolbar that creates common HTML structures.  The toolbar can be edited by your system administrator to include or remove any out of the box functionality.  The toolbars will assist you in creating content with easy to follow dialog editors.  These options contained in this toolbar are outlined in the formatting toolbar section of this document. For more advanced users, the editor has a “Source” button.  When you click this button the HTML source code will be displayed, which can be edited, previewed in the design view and saved back to the Documentum repository.
[image: ]
Figure 4 - WYSIWYG AREA
[bookmark: _Toc231972741][bookmark: _Toc306188135]The Web Composer Editor
Web Composer combines these interfaces to give you the ability to edit multiple editable regions from a single editor, which is accessed via the “pencil” icon ([image: ]).  Since different types of pages may contain different editable regions, the editor that appears may vary slightly from page to page.  For instance, a page using a template that includes a sidebar will contain two WYSIWYG AREA (one for the main content area, and one for the sidebar content), while a page using a template without a sidebar will contain only one.  
In addition to the formatting toolbar included with each WYSIWYG AREA, a File Management toolbar is located at the top of the editor.  This toolbar contains buttons that allow the user to perform functions such as saving the document, unlocking the document, editing properties/metadata, starting workflows, uploading images, and more.  The functions that can be performed using this toolbar are outlined in the next section.
When you edit content using Web Composer, a screen similar to the following is displayed:      
[image: ]
Figure 5 - Web Composer 


[bookmark: _Toc211013381][bookmark: _Toc231972742][bookmark: _Toc306188136]Web Composer File Management Toolbar
The Web Composer File Management toolbar is pictured in Figure 6.  This section contains descriptions of the functions performed by each button.
[image: ]
Figure 6: File Management Toolbar
a. [image: ] SAVE AND CLOSE - Once a contributor has completed updates to an editable region, selecting Save AND CLOSE will (a) save and version the content in the Documentum repository; (b) produce any associated renditions of that content; (c) publish those renditions out to the WIP website; (d) close the editor browser window and remove the lock you have on the page; and (e) refresh the display of the updated website in the browser window.
b. [image: ] SAVE - saves content changes into an XML file stored in the repository.  Each time you save the content, the file is incremented to the next minor version.  The editor remains open and the file remains checked out.
c. [image: ] CLOSE - Closes the Web Composer Forms Editor. If you have not saved your changes, you will be prompted to select whether or not you wish to save. The editor window closes and the file remains checked out.
d. [image: ] DOCUMENTUM STATUS - Documentum Status provides you with basic information regarding the content object including file name, title, lock status, lock owner, last modified date, version number, and current lifecycle state.  In order to update the content a contributor must retain a lock on the object.   If a contributor has a lock, a key [image: ] will be displayed next to the lock status. 
[image: ]
Figure 7: Status Dialog

e. [image: ] WEB VIEW – Opens a browser window and displays the page on the WIP server.
f. [image: ] UNLOCK - Removes the lock you have on the page in the repository, but does not save the most recent changes. To save your most recent changes before unlocking, click the Save icon. Otherwise, you will lose any changes made to the editable region since the last save.  Once you select unlock the following pop up warning is displayed.
[image: ]
Figure 8: Dialog Box Presented After Unlocking Content
g. [image: ] PROPERTIES - Properties are descriptive characteristics, such as creation date, format, or lifecycle state.  All repository items — whether documents, cabinets, folders, workflows, or other items — have properties. If you have the proper permissions, you can access and modify properties. Metadata and taxonomy information is recorded using the properties function. See the section on properties for more information.
h. [image: ] START WORKFLOW - A workflow is an automatic process that assigns specific tasks to specific users, in sequence, in order to carry out organizational procedures.  In other words, workflow is typically a mechanism for promoting content from WIP through Staging to Approved. Refer to the Starting a Workflow section for detailed steps.
i. [image: ] EXPIRE NOW – Expires the content.  This will remove the content from the Web Server and make it no longer viewable in Web Publisher by default.  
j. [image: ] CREATE CONTENT – For information about creating content please refer to “Create Content Using Web Composer” section in this manual.
k. [image: ] COPY FILE – Allows you to copy the existing file and save it as a new object.
l. [image: ] LINK MANAGER - One of the unique features of Web Composer is the link management capabilities built into the product.  See the section on Link Management for more information.
m. [image: ] VERSION HISTORY – Shows the previous versions of the document.
n. [bookmark: _Web_Content_Object][image: ] MULTIPLE IMAGE IMPORT – Allows you to import multiple images at one time.

[bookmark: _Toc211013353][bookmark: _Toc231972743][bookmark: _Toc306188137]Web Content Object Properties 
The Properties page includes multiple tabs which offer different information. The Info tab displays general properties, such as the item’s name, creator, version number, lifecycle, and keywords. Keywords are the words that identify a file in a search. The Subscriptions tab specifies whether to subscribe to the item. The History tab displays the item’s history.
To view or set properties: 
1. Navigate to the item for which to view or set properties.
2. Click on any editable region on the page.
3. Click [image: ] .
4. The Properties page displays.
5. Click OK to Save and Close the Properties.

[image: ]
Figure 9: Content Properties
[bookmark: _Starting_a_Workflow]

[bookmark: _Toc211013354][bookmark: _Toc231972744][bookmark: _Toc306188138]Starting a Workflow from Web Composer
Web Composer allows for a user to execute Documentum work flows.  A workflow is an automatic process that assigns specific tasks to specific users, in sequence, in order to carry out organizational procedures.  
Workflows consist of numerous activities, each comprising various tasks to be performed. Users (or designated automated scripts in some instances) carry out the tasks and pass over the document in question to the subsequent activity. What a workflow does, in essence, is route content through the various stages of its lifecycle via different users. Each user receives the designated task in their Inbox and may also receive an email notification. Documentum stores workflow definitions in the form of business process objects in the Docbase.
A workflow is typically a mechanism for promoting content from WIP through Staging to Approved.
To Start a Workflow :
1. Navigate to the page for which a workflow is to be started.
2. Click on any editable region on the page.  
3. Click [image: ] to unlock the object.  
4. Click[image: ].
5. The list of Workflow Templates is displayed.  
6. Locate the template you want and select it.
7. Click the OK button (at the bottom of the page).
8. Please see Documentum Web Publisher User Guide for more information on workflows.

[image: ]
[bookmark: _Link_Management]Figure 10: Start Workflow Dialog

[bookmark: _Toc231972745][bookmark: _Toc306188139]Version History
Web Composer allows for you to view the previous 20 versions of the document you are editing.  It will show you which versions are in each life cycle state, who modified the version and when it was modified.  
[image: ]
Figure 11: Version History



[bookmark: _Toc306188140]Multiple IMage Import
The Multiple Image Import function allows you to import multiple images at one time from the Web Composer editor or toolbox.  The plug-in also allows you to overwrite an existing image.  If an image is overwritten it will be versioned.
[image: ]
Figure 12 - Multiple Image Import Dialog
1. Browse and select the Web Publisher folder location where the images will be placed within the WCMS.
2. Leave overwrite checked or uncheck it.
3. Click “select files” to browser your local machine for the images you wish to upload.
4. Once you have selected the files the dialog will look like below:
[image: ]
Figure 13 - Multiple Import Dialog Populated
5. Your selected files will be viewable in the list.  Any new files can be added but no files can be removed without closing the dialog.
6. Hit “Upload Files” to begin the import process.
7. As the process runs the progress bars will fill until they are complete.
8. After the files are complete a dialog will appear letting you know if they upload(s) were successful.
[bookmark: _Documentum_Taxonomy]

[bookmark: _Formatting_Toolbar][bookmark: _Toc211013358][bookmark: _Toc231972746][bookmark: _Toc306188141]Formatting Toolbar
This section describes formatting buttons found in the Web Composer WYSIWIG interface.
[image: ]
Figure 14: Formatting Toolbars
a. [image: ] SOURCE – Changes the view in the Editor from design to source view.  Source view shows the html code that will be inserted into the page for the editable region.
b. [image: ] CUT - Cuts the selected text to the clipboard.
c. [image: ] COPY - Copies the selected text to the clipboard.
d. [image: ] PASTE - Paste the copied text with formatting.
e. [image: ] PASTE TEXT - Paste as copied text without formatting.
f. [image: ] WORD PASTE - Paste copied content from Microsoft Word; pops up an HTML editor that provides the option of removing word formatting. For more information see the section on Pasting HTML from word.
g. [image: ] UNDO - Reverses your last action.
h. [image: ] REDO - Repeats your last action.  
i. [image: ] FIND - Find a word or phrase within the text of the editable region. For steps to find text see the section on the find dialog box.
j. [image: selectAll.jpg] SELECT ALL – Selects all the text within the Editor window.
k. [image: removeFormat.jpg] REMOVE FORMAT – Clears all the formatting for the selected text.
l. [image: bold] BOLD - Bolds the selected text.
m. [image: italic] ITALIC - Italicizes the selected text.
n. [image: ] SUBSCRIPT - Creates subscript text.
o. [image: ] SUPERSCRIPT - Creates superscript text.
p. [image: numbered_list] ORDERED LIST - Creates an ordered (numbered) list in the selected location.
q. [image: bulleted list.jpg] UNORDERED LIST – Creates an unordered list in the selected location.
r. [image: ] HYPERLINK MANAGER – Opens a dialog to created or edit a hyperlink. It is also where new files can be imported into the repository. For more information and exact steps please see the section on the Hyperlink Manager.
s. [image: ] REMOVE HYPERLINK – Removes an existing hyperlink.  For more information see the section on removing a Hyperlink in the Hyperlink Manager section.
t. [image: ] INSERT/EDIT ANCHOR – Inserts or editor an anchor link. For the steps to create an anchor see the section Anchor.
u. [image: ] IMAGE MANAGER – Opens the image dialog which will allow you to insert, edit or upload images. For all the available features of the Image Manager see the fallowing section.
v. [image: ] FLASH MANAGER – Opens the flash manager that allows you to insert or upload flash objects. For all the options for a Flash File see the Flash Manager section.
w. [image: ] INSERT TABLE - Opens a dialog that lets you configure a table that will be inserted into the Editor.  All tables created with the editor are 508 compliant.  See the section on Tables for more information on the types of tables you can create and the steps to create, edit and remove tables.
x. [image: ] INSERT HORIZONTAL RULE – insets an HR tag into the Editor.
y. [image: ] INSERT SPECIAL CHARACTERS – Allows you to select special characters from a predefined list and insert them into the editor.  This will automatically escape the characters so they can be viewed properly in the browser.
z. [image: style Selector.jpg] STYLE SELECTOR – Can select a style form the drop down list.
aa. [image: EPABox.jpg] EPA Box – Creates a div element with the user selected style.  Creates a header within the div. The header tag is populated with the user entered information.
ab. [image: ] Exit EPA – Inserts the HTML code for the exit EPA disclaimer
ac. [image: ] Top op Page – Inserts the HTML code for the Top of Page link
ad. [image: ] PDF Disclaimer – Inserts the HTML code for the PDF disclaimer
ae. [image: ] File Info – Inserts the HTML for the file information disclaimer
af. [image: ] Achieve – Inserts the HTML for the achieve disclaimer
ag. [image: ] New File – Adds a hidden tag with that current date. JS that is run on load processes those tags to display a new icon if the date is within two weeks.
[bookmark: _Toc211013359][bookmark: _Toc231972747][bookmark: _Toc306188142]Paste from Word
When cutting and pasting content from Word into a web format some modifications need to be made because Word uses characters that are not web friendly.  In Web Publisher there is a dialog box that will clean the Word text to update any non web-compliant characters into the web equivalent character.
To paste content from a Word document, follow the steps below:
1. Copy Content from a Word Document.
2. Open Web Composer.
3. When editor opens paste Word content into the editable region (or click [image: pasteFromWord.gif]).
4. Paste content from Word into the dialog (Ctrl + V).
5. Choose Ignore Font Face definitions and Remove Styles definitions.
6. Click OK.

[image: ]
Figure 15: Paste from Word Dialog


[bookmark: _Find_Text_within][bookmark: _Toc211013360][bookmark: _Toc231972748][bookmark: _Toc306188143]Find Text within an Editable Region
Web Composer gives you the ability to search a WYSIWYG AREA to find text in design view.  Below are the steps to search for text:
1. Click [image: ].
2. The Find and Replace dialog window is displayed.
3. In the Find what field, type the text that you want to find.  
4. By default, the search ignores the case (upper or lower) of a search term. In other words, if you enter Andy in the Find what field, the search finds all derivatives of the term regardless of case andy, Andy, ANDY, AnDy.  If you want the search to be case sensitive, select the Match case check box. 
5. By default, the search finds any occurrence of the text that you type into the Find what field. For example, if you type the, the search finds the word the, as well as those letters embedded in other words, such as other.  If you want the search to find only whole word occurrences of the text, select the Match whole word check box.
6. Click Find to locate the next occurrence of the “find” text. 
[image: ]
Figure 16: Find Text Dialog
[bookmark: _Replace_Text_within][bookmark: _Toc211013361][bookmark: _Toc231972749]

[bookmark: _Toc306188144]Replace Text within an Editable Region
Web Composer gives you the ability to search and replaces text within a WYSIWYG AREA in design view.  Below are the steps to find and replace text:
1. Click [image: ].
2. The Find and Replace dialog window is displayed.
3. Click on the replace tab
4. In the Find what field, type the text that you want to find. 
5. In the Replace With field, type the text to replace the “find” text. 
6. By default, the search ignores the case (upper or lower) of a search term. In other words, if you enter Andy in the Find what field, the search finds andy, Andy, ANDY, etc.  If you want the search to be case sensitive, select the Match case check box. 
7. By default, the search finds any occurrence of the text that you type into the Find what field. For example, if you type the, the search finds the word the, as well as those letters embedded in other words, such as other.  If you want the search to find only whole word occurrences of the text, select the Match whole word check box.
8. Click Replace to find and replace the next occurrence of the “find” text with the “replace” text.
9. To replace all occurrences of the “find” text in the editable region with the “replace” text, click the Replace All button.
[image: ]
Figure 17: Replace Dialog
[bookmark: _Hyperlink_Manager][bookmark: _Toc211013362]

[bookmark: _Toc231972750][bookmark: _Toc306188145]Hyperlink Manager
The hyperlink manager allows you to manage each hyperlink in your content.  The following sections will show you how to insert, edit, remove and upload hyperlinks
Insert Hyperlink
Hyperlinks offer your audience quick and effective ways to navigate to related subject matter.  The section below describes how to insert a hyperlink within the Web Composer WYSIWIG interface.
To Insert a hyperlink, follow the steps below:
1. Select the content or image in the WYSIWIG interface where you would like to insert a hyperlink.
2. Click [image: ].
3. The hyperlink (Link) dialog box below is displayed.
4. Select the Link Type (URL, Link to Anchor in Text, E-mail) from the dropdown provided.
5. The hyperlink dialog box will change based upon the link type selected.
[image: ]
Figure 18: Link Dialog - URL link type tab
For URL Hyperlink (see image above), follow these next steps:
6. Select the Protocol (http://, https://, ftp://, news://, <other>) from the dropdown provided.  For links to content contained within the repository, select <other> as the protocol.   
7. Select the Browse Server button to navigate the repository and select an existing file; select the Upload tab to import a file from your local file system; or enter the fully qualified path in the URL textbox.  If the file is selected or uploaded, the relative path in the repository is displayed in the URL textbox.
8. Optionally click the Target tab to select the value of the target attribute (see image below).
9. Select the hyperlink target and specify the target frame name.
10. Click OK.
[image: ]
Figure 19: Link Dialog - Target Tab
For links to anchor in text, follow these next steps:
1. Select an Anchor by Anchor Name or Element Id from the dropdowns provided.  If the dropdowns do not display when selecting the Link to Anchor in Text Link Type, no anchors are available.  For more information about anchors, please see the Insert Anchors section.
2. The Advanced tab contains additional optional hyperlink attributes as illustrated below.
3. Click OK.

[image: ]
Figure 20: Link Dialog – Anchor Link
For e-mail links (see image below), follow the steps below:

1. Enter the Email Address, Message Subject and optional Message Body. 
2. The Advanced tab contains additional optional hyperlink attributes. 
3. Click OK.

[image: ]
Figure 21: Link Dialog – E-mail Link

[image: ]
Figure 22: Link Dialog - Advanced
[bookmark: _Edit/Removing_Hyperlink_from][bookmark: _Toc211013363]Edit/Removing Hyperlink from the Right-Click Menu
Once a hyperlink is inserted into the WYSIWYG AREA you have the ability to edit its properties or remove it entirely.  The hyperlink will be displayed in the editor as if it were on the page.  Hyperlinks are equipped, like all text all text, with a right click menu.  Within the menu it gives you the ability to edit or remove the hyperlink.  Below are the detailed steps to complete both tasks.
[image: ]
Figure 23: Right Click Menu
Editing a Hyperlink:
1. Right-click the hyperlink in the WYSIWIG interface, the following pop up is displayed.  Select Edit Link.
2. Alternatively, you can select the existing link and click [image: ].
3. The Hyperlink dialog window is displayed.  
4. Edit the hyperlink as needed.
5. Click OK.
Removing a Hyperlink:
1. Right-click the hyperlink in the WYSIWIG interface and select Remove Link.
2. Alternatively, you can select the existing link and click [image: ].
[bookmark: _Toc211013364]Import File
This describes how to import a file from your local file system via the Insert Hyperlink dialog window shown below.  It does not mean that you need to create a link.
To Import a File:
1. Select the Web Cabinet folder where you would like to place the file in the repository by selecting the Browse Server button located next to the Documentum Folder location textbox. 
2. Click OK.
3. Select the Documentum Functional Taxonomy Category by selecting the Browse Server button located next to the Documentum Taxonomy textbox.
4. Click OK.
5. Leave the overwrite checkbox check or uncheck it.
6. Click the Browse button.
7. Navigate to the file that you wish to upload, and press Open.
8. Click the Send it to the Server button.  

[image: ]
Figure 24: Link Dialog - Upload
[bookmark: _Insert_Anchor][bookmark: _Toc211013365][bookmark: _Toc231972751][bookmark: _Toc306188146]
Insert Anchor
An anchor is the establishing of a term, phrase, image, or other information object as being either: 
· The target of a hypertext link within a document, or 
· A reference (a link you can select) to such a target  
To insert an anchor or bookmark within a page, follow the steps below. 
To Insert an Anchor:
1. Place the cursor at the point in the WYSIWIG interface where you wish to insert an anchor.
2. Click [image: ]. 
3. The Anchor dialog box is displayed.
4. Enter a name for the Anchor. 
5. Click OK.

[image: ]
Figure 25: Anchor Properties Dialog
6. The following icon is displayed in the WYSIWIG interface window:[image: ].  This anchor tag lets you edit anchors.
7. To edit an Anchor, right-click the anchor icon and select Anchor Properties.

[bookmark: _Toc211013366]

[bookmark: _Image_Manager][bookmark: _Toc231972752][bookmark: _Toc306188147]Image Manager
The image manger is a dialog that allows you to control the images in your site.  The manager will allow you to insert or edit images in your page and upload new images to the repository.
Insert Image
This describes how to insert an image within the Web Composer WYSIWIG interface. 
To Insert an Image:
1. Place the cursor at the point in the WYSIWIG interface where you wish to insert an image.
2. Click [image: ]. 
3. The Image Properties dialog below is displayed.
4. Select the Browse Server button to navigate within the repository, or select the Upload tab to import an image from your local file system.  See Import Image for more information.
5. Once the image is selected or uploaded, the relative path in the repository is displayed along with the actual image in the Preview window.
6. Enter the desired image attributes.  The Advanced tab contains additional optional image attributes.
7. Add a descriptive name for your image in the Alternative Text field.  
8. Click OK.
9. The image is displayed in the WYSIWIG interface window.  

[image: ]
Figure 26: Image Properties Dialog
[bookmark: _Toc211013367]Insert Image – Link
This describes how to insert an image hyperlink within the Web Composer WYSIWIG interface. 
To Insert an Image Link:
1. Select the image in the WYSIWIG interface where you would like to insert a hyperlink.
2. Click [image: ] or right-click and select Image Properties. The Image Properties dialog is displayed.
3. Click the Link tab. The Image Link properties are displayed.
4. Enter a fully qualified URL path with Protocol (http://, https://, ftp://, news://) into the URL text dialog or select the Browse Server button to navigate the repository and select an existing file. 
5. If the file from the repository is selected, the relative path in the repository is displayed in the URL textbox.
6. Optionally click the Target dropdown.
7. Select the hyperlink target.
8. Click OK.

[image: ]
Figure 27: Image Properties - Link
[bookmark: _Toc211013368]
Upload Image
This describes how to upload an image from your local file system via the Insert Image dialog window.
To Upload an Image:
1. Click [image: ]. The Image Properties dialog is displayed.
2. Click the Upload tab.
3. Select the Web Cabinet folder where you would like to place the file in the repository by selecting the Browse Server button located next to the Documentum Folder location textbox.
4. Click OK.
5. Leave the overwrite checkbox check or uncheck it.
6. Click the Browse button.
7. Navigate to the file that you wish to upload, and press Open.
8. Click the Send it to the Server button.  

[image: ]
Figure 28: Image Properties - Upload
[bookmark: _Insert_a_File][bookmark: _Toc211013370]

[bookmark: _Flash_Manager][bookmark: _Toc231972754][bookmark: _Toc306188148]Flash Manager
The flash manager allows you insert, edit and upload new flash objects to your content.  The flash manager uses the accepted object tag and attributes for a standard flash object.  Out of the box it does not support adding any other movie types.
Insert Flash
This describes how to insert a Flash object within the Web Composer WYSIWIG interface.
To Insert a Flash object:
1. Place the cursor at the point in the WYSIWIG interface where you wish to insert a Flash object.
2. Click [image: ]. The Flash Properties dialog below is displayed.
3. Select the Browse Server button to navigate within the repository, or select the Upload tab to import a Flash object from your local file system (see Upload Flash for additional information). 
4. Once the Flash object is selected or uploaded, the relative path in the repository is displayed along with the actual Flash object in the Preview window.
5. Enter the desired Flash object width and height attributes.  The Advanced tab contains additional optional Flash attributes.
6. Click OK.  
7. The Flash object is displayed in the WYSIWIG interface window.  

[image: ]
Figure 29: Flash Properties Dialog
Upload Flash
This describes how to upload a Flash object from your local file system via the Insert Flash dialog.
To Upload an Image:
1. Click the Flash Properties button. The Flash Properties dialog is displayed.
2. Click the Upload tab.
3. Select the Web Cabinet folder where you would like to place the file in the repository by selecting the Browse Server button located next to the Documentum Folder location textbox.
4. Click OK.
5. Click the Browse button.
6. Navigate to the file that you wish to upload, and press Open.
7. Click the Send it to the Server button.  
8. If successful, the following dialog is displayed. 

[image: ]
Figure 30: Flash Properties Dialog - Upload


[bookmark: _Tables][bookmark: _Toc231972756][bookmark: _Toc306188149]Tables
[bookmark: _Toc211013372]Web Composer allows you to create 508 compliant tables with an easy to use table creation dialog.  Once a table is created the cells can be edited within the WYSIWYSG editor.  The table properties can be modified at any time with a right click menu.  The following sections will outline the steps to create and edit tables.
Create New Table
This describes how to create a table within the Web Composer WYSIWIG interface. 
To create a table:
1. Place the cursor at the point in the WYSIWIG interface where you want to create the table.
2. Click [image: ]. 
3. The Table Properties dialog displayed below appears.
4. The top left section is the standard table attributes for the number of rows and columns
5. The Headers drop down lets you choose if there is a column and/or row heading.  This checkbox controls if there will be TH tags in the first column.  See the following section for the 508 compliance rules.
6. The top right section define any height or width attributes for your table
7. The middle section is for borders and cell spacing
8. The bottom section has free form text elements for caption and summary.  The Caption will be displayed above the table.

[image: ]
Figure 31: Table Properties Dialog
[bookmark: _What_makes_a]What makes a table 508 Compliant
For a table to be compliant to the 508 standard it must contain column and/or row headings.  Our Web Composer dialog box will create tables where the first row is all TH tags with a scope attribute of column.  These will be your column headings.  Then if the row headings checkbox then in the first column all tags will again be TH tags with a scope attribute of row.
[bookmark: _Toc211013373]Edit Table Layout
Right-click the table in the WYSIWIG interface. The following pop-up is displayed with these options available:
[image: ]
Figure 32: Edit Table Options
1. To insert a new row, select [image: ]
2. To insert a new column, select [image: ]
3. To delete a row, select [image: ]
4. To delete a column, select [image: ]
5. To split a cell, select the cell and click [image: ]
6. To merge cells, select the cells and click [image: ]
7. To delete the table, select Delete Table

[bookmark: _Toc211013374]Edit Cell Properties
1. Select the cell by clicking the cell in the WYSIWIG interface.
2. To edit the cell properties, click [image: ] .
3. The Cell Properties dialog below is displayed. You can change the width, height, horizontal and vertical alignment of the cell, whether text wraps within a cell, row and column span, and the border and background colors of the cells.
4. Click OK.

[image: ]
[bookmark: _Toc211013375]Figure 33: Cell Properties Dialog
Editing Tables within the Editor
Editing a table is simply clicking within the cell and entering the desired text.  All cells are created with a space already in them.  This is so you can select the cells without entering any text.  Below is an image of what will show up in the editor when a table is created:
[image: table in editor.jpg]
Figure 34: Table



[bookmark: _Toc231972757][bookmark: _Toc306188150]EPA Box
EPA Box is a simple dialog to add a div element with the chosen style to the page.  This eliminates the need for the user to enter a div manually then add the style and header.  It will create all the needed elements from the single button.
To create a box:
1. Select a style
2. Add a headline
3. Click OK
[bookmark: _Toc211013378][image: ]
Figure 35: EPA Boxes


[bookmark: _Toc231972758][bookmark: _Toc306188151]Exit EPA
The Exit EPA button is to create the exit EPA disclaimer.  This will let a user know that by clicking on the link next to the disclaimer that they will be navigated away from the EPA site.  
[image: ]
Figure 36: Exit Disclaimer
HTML Code:
<a href="http://www.epa.gov/epahome/exitepa.html" title="EPA's External Link Disclaimer"><img src="http://www.epa.gov/epafiles/images/epafiles_misc_exitepadisc.gif"
width="87" height="13" alt="Exit EPA Disclaimer" /></a>
[bookmark: _Toc231972759][bookmark: _Toc306188152]Top of Page
The Top of Page button creates an anchor link that will take the user to the top of the page.  This link can be placed anywhere on the page.  There is a consistent id on the body tag that this automated link will anchor to.

[image: ]
Figure 37: Top of Page
HTML Code:
<p class="pagetop"><a href="#content">Top of Page</a></p>

[bookmark: _Toc231972760][bookmark: _Toc306188153]PDF Disclaimer
The PDF Disclaimer identifies a link to a PDF document.  Since PDF’s open within the browser this will let the user know that they are about to open a document.  If the user does not have a PDF reader they can download one at the given location.
HTML Code:
<p class="disclaimer">You will need Adobe Reader to view some of the files on this page. See <a href="http://www.epa.gov/epahome/pdf.html">EPA's PDF page</a> to learn more.</p>

[bookmark: _Toc231972761][bookmark: _Toc306188154]File Information
The File Information button will add a placeholder for the number of pages and size of the file to the page.  This will inform the user before clicking on the link how big the file is and give them the opportunity to download the link rather than open it in their browser window.
[image: ]
Figure 38: File Information
HTML Code:
<span class="fileinfo">(xx pp, xx K)</span>
[bookmark: _Toc231972762][bookmark: _Toc306188155]Archive Disclaimer
The Archive Disclaimer lets the reader know that the document is no longer being updated.  
HTML Code:
<p id="archive">Note: EPA no longer updates this information, but it may be useful as a reference or resource.</p>

[bookmark: _Toc306188156]EPA NEw File
The new file adds a hidden tag with that current date. JS that is run on load processes those tags to display a new icon if the date is within two weeks.
HTML Code:
	<ins datetime="'+dateString+'">&nbsp;</ins>


[bookmark: _Toc231972764][bookmark: _Toc306188157]Creating Web Content
This section reviews how to create a content object using Web Composer.
[bookmark: _Toc211013379][bookmark: _Toc231972765][bookmark: _Toc306188158]Create Content Using Web Composer
After logging into Web Composer via browser, the File Management Toolbar will have an option of creating content.  The new content object will be created in Web Publisher and stored in the repository.  
Follow the following steps to complete content creation:
1. Click [image: newfile.gif] button as seen on the screenshot above.
2. The New Documentum File dialog box is displayed.
3. Select the appropriate template/page structure from the dropdown provided.
4. Browse for the location wherein you would like the file created.
5. In the File Name field, type the name that identifies the file on the web. Any spaces you type will be converted to underscores (_). Please follow conventions for naming web pages (such as using web-safe characters). Note that you need not supply a file extension.
6. Your only option is to edit the content now which will open the Web Composer Editor associated with that template.
7. Click OK.
[image: ]
Figure 39: New Documentum File Dialog
[bookmark: _Toc211271820][bookmark: _Toc306188159]Web Composer Toolbox
Web Composer Toolbox is a feature within Web Composer that allows you to perform actions without opening the Web Composer editor.  It is a selected subset of the File Management toolbar that is accessible from the published page.  The actions within the Web Composer Toolbox are the exact same as they are in the File Management toolbar.  The actions will be executed in a pop-up window leaving the view page in the background to allow you to continue browsing and editing the site upon completion of the action.  The Web Composer Toolbox icon is located next to the editor pencil icon.  
[image: ]
Figure 40: Web Composer Toolkit
Note: If you are not logged into Web Composer the Web Composer Toolbox will prompt you to login.


[bookmark: _Toc231972767][bookmark: _Toc306188160]Glossary of Terms
Active State	Status of content when it has been published because it has reached its effective date or it has no effective date.
Approved State	Status of content that is ready to be published. 
Content Area	Editable portion of a content file.
CSS	Cascading Style Sheets.  Used to provide format and layout to text, images, tables, lists, DIVs, and paragraphs on Websites. See www.w3schools.com for a tutorial on CSS.
Delete Permission	Highest level of permissions in Documentum that allows a user to Delete a version of content.  This permission is usually only provided to users in the WIP state.
DIV	An HTML tag that lets authors group paragraphs of content together to be formatted as a unit.
Dynamic Feature	A component of a site that provides some interactive functionality.  See the Dynamic Feature Configuration Guide for more details.
Expired State	Status of content that has been automatically or manually removed from the site. 
HTML	Hyper-Text Markup Language.  The language used to format content for a Web Browser.
JavaScript	A scripting language used to implement dynamic functionality for a Web page within the Web Browser.
JSP	Java Server Pages.  A Java technology for creating dynamic Web pages that mixes Java with HTML.
List	A bulleted or numbered set of sentences, words, or phrases within a content area.
PDF	Portable Document Format.  An uneditable document format used to publish content on the Web.  See Adobe.com for more information.
Property (CSS)	An attribute of a CSS class used to provide an element of style.  A description of the available properties for CSS may be found at www.w3schools.com.
Property (DCTM)	An attribute of a file used to provide extra metadata for classifying the content.
Property Set	A set of properties that is identified for a Template in the Template Wizard.  Property Sets are also known as Object Types in Documentum.

Read Permission	Level of permissions in Documentum where a user can see the content and properties of the file but may not make any modifications.
Selector	A part of a CSS class used to define when that CSS is applied.  See www.w3schools.com for more information on CSS selectors.
Site	A context within SiteBuilder where users can create Templates, content, dynamic features, CSS, and images to be published out to an Internet or Intranet Website.
Staging State	Status of content when it is in the process of being reviewed in a workflow. 
Table	An HTML tag used to structure text and images in columns and rows.
Template	A SiteBuilder file used to create content files.  Templates contain editable Content Areas as well as non-editable regions.
URL	Universal Resource Locator.  The address for a Web page.
URL-safe	A term for a file, zone, or site name in SiteBuilder that indicates it is save to be used in a URL because it doesn’t contain any space or any of the special characters Äçñ '{}|[]^~<>=;/#?:*"& 
Version Permission	Level of permissions in Documentum where a user can make changes to the content or properties of a content file, but must create a new version each time.
WIP State	Work-in-process status of files.  All content begins in the WIP state and returns to that state after an edit is made.
Wireframe	A layout for a page used during the design phase.
Workflow	A Documentum feature used to route content through the approval process.
Write Permission	Level of permissions in Documentum where a user can make changes to the content or properties of a file, but may write over the current version.
XHTML	A more strict version of HTML where every tag must be closed.
XML	Extensible Markup Language.  A language used to describe data.  See www.w3schools.com for a tutorial on XML.
XSL	Extensible Stylesheet Language.  A language used to format XML data.  XSL is used in SiteBuilder to generate HTML, JSP, or ASP from content files.
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