CommonSpot- Content Server
Version 5.1 to 6.0
Quick Menu Reference
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Tools & Information Menus

5.1 Menus

| & Toals & Information

& Search...
2 Keyword View...
BR What's New...

[ Page Finder...
E Imaae Gallery...

[i Documnent Information...

&= My Keywords..,
&% Subscription...
£ Contacts...

& See-dlso References...

G My Motes..,

4 Referring Pages...
&2 \alidate Links...

Help...

About..,

®
©)
®
@
®
®
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6.0 Menus

CommonSpot. Content Server

£t My CommonSpot

My Content

My Pages...

My Page Sets...
My Images...
My Ternplates...
My Uploaded Docur

My Registered URLs

Quick Find: @
MNew Tools
From Shortcut... Find...(D

Page...

Page Set...

Image...

Uploaded Document,
Registered URL...

Shortcut,..

Find Images...@

Saved Searches...

Feeds...

Page Sets...

My Subscriptions...

Upload File...

Find Pages »

Reports
Fages, Templates, Uploaded Docs & @@

Images...
FPages with Broken Links...

Fages By Link Reference...

Irnages By Link Reference...

Fages Waiting for Approvals...

Site: paperthin | admin-commonspot | Profile

Admin

Server Administration
Custorner Adrministration
Site Administration

Subsite Administration...

User adrministration

Group Adrministration

Approvals Blocked by Expired Users or Mon-Contributors...

'l
& Help
Help on this Page...
Contributor's Reference...
Elernents Reference...
Administrator's Reference..,
Comrmand &PI Reference...
CommonSpot Community Site

Application Development Framewark

About CommonSpot... E

Properties ~

Standard...

Custorn...

@ Details...

Cache/Stati

(?) Subscribe to Changes...

Copy Page... Freshness Reminders..
Move Page... Work Requests...
Rename Page... Contacts,..

Delete Page... Motes, .,

Activate Page... @My Tags...

Lock / Unlock Page... Security. ..

Change Owner...

Add Freshness Reminder,

Manage ~

Style Sheets...
Live Bookmarks...

Templates «

Hierarchy...

Save As Template...

Referring Pages...
E Validate Links...

Create Work Reguest,.,
Send Review via Email...
Wiew Jsage Statistics...

Clear & Update Cache...

E‘ See Also References. ..

Wiew Page as Published
« Wiarl on this Page (My Changes)
wiorl on this Page {All Changes)

« Containers
+ Elernent Tools
+ &dd Elernent Links

 Breadcrumb Toolbar
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Page View Menus

Quick Find:
Mew
From Shortcut,..
Fage...
Fage Set...
Irmage...
Uploaded Docurment.

Registered URL...

Shortcut,.,

5.1 Menus 6.0 Menus
| @ Page WView [@ Properties & Actions CommonSpot: Content Server
Read @ ale-shife-1 £+ My CommonSpot | My Content
+ Author @ ale-shife-z My Pages...
Edit ® alt-shife-3 My Page Sets...
Approve @ alt-shife-4 My Images...
My Termplates...
Preview ® alt-shife-5 My Uploaded Docun
Eg Version History... ® My Registered URLs
+ Show Container Tools @ ale-Shife-6
v Show Element Tools Alt-Shife-7
+ Show New Element Links Alt-Shife-2 R P—
. . Standard... Copy Page...
Ernail Review... SRS
Custam... Move Page...
£ User Profile... Details... RERSS PEZE000
& Logout... alt-Shift-o Coda Do PSR

Activate Page...
Lock / Unlock Page...
Change Owner...

Subscribe to Changes. ..

Add Freshness Reminder,

Manage

Freshness Reminders..

Wark Requests.,.,
Contacts...
Motes...

My Tags...
Security...

Style Sheets...
Live Bookmarks...

Tools
Find...

Find Images...

Saved Searches...

Feeds...

Page Sets...

My Subscriptions...

Upload File...

Find Page:
Repaorts

Fages, Templates, Uploaded Docs & Regis

Irmages...
FPages with Broken Links...

Fages By Link Reference..,

Images By Link Reference...

FPages Waiting for Approvals..,

Adrmin

Server Administration
Custorner Administration
Site Adrinistration

Subsite Adrninistration...

User Administration

Group Administration

Approvals Blocked by Expired Users ar Non-Contributors...

Templates +

Hierarchy...

Save As Termplate...

Referring Pages...
Walidate Links...

Create Wwork Request. ..
E Send Review via Email...

Wiew Usage Statistics...

Clear & Update Cache...

@ See the ‘Page Versions’ LView panel to see and manage version history.

See Also References...
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View v

o Wiew Page as Published
@ Wirork on this Page {My Changes)
@ Wiork on this Page {all Changes)

@ Containers
Elernent Toals
&dd Elernent Links

« Breadcrumb Toolbar

&

Site: paperthin | admin-commonspot | Profile | Logout &%

& Help

Help on this Page...
Contributor's Reference...
Elements Reference...
Administrator's Reference..
Command APT Reference...
CommonSpot Community £

Application Development Fr

About CommonSpot...




Properties & Actions Menus

5.1

Menus

Yage Wiew | @ Froperties & Actions
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Standard Metadata...
Custorn Metadata...
Style Sheets...

Page Security...

Live Bookmarks...

Save As Template...

Terplate Hierarchy...

‘a
AE
Eal

a
@
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% Clear & Update Cache...

i

4

Create New Page...
Copy/Move Page...
Rename Page...
Delete Page...

Upload Mew Document. ..
Register External Page...

Create Mew Page Set..,
Manage Page Sets...

Manage Pop-Up Menus...
+ Submit Wark Request...

TR My Pages...

My Tasks...
Pending Actions...

ale-shif(D)

2] EEFE Q@ @@@®

>
@
@
&

6.0 Menus

CommonSpot.” Content Server

£+ My CommonSpot My Content
My Pages...
My Page Sets...
My Irmages...

My Termplates...

Properti
(D standard...
@Custom...

Details... %
Cache/Stati>

Move Page...

Rename Page...

Deletz Page...

Activate Page...

Lock / Unlock Page...
Change Qwner...
Subscribe to Changes...
&dd Freshness Reminder,
2 Create Work Request...
Send Review via Email ..
Wiew Usage Statistics...

E‘ Clear & Update Cache...

My Uploaded Docury
My Registered URLs

Quick Find:

Mew
Frorm Shorteut...

(PEEZc00
Page Set...@
Irmage...
Uploaded Docum@.
Registered URL..

Shortcut,.,

Manage

Freshness Reminders.

@ ork Requests...
Contacts...
Motes...

My Tags...

@ Security...

(@ style Shests...

(® Live Bookmarks...

&

Taools
Find...
Find Irmmages...

Saved Searches...

Feeds...
Page Sets...

My Subscriptions. ..

Upload File..,

Find Page:

Reports
Pages, Templates, Uploaded Docs & Regis

Images...
Pages with Broken Links...

FPages By Link Reference...

Irmages By Link Reference...

FPages Waiting for Approvals...

Admin

Server Administration
Custorner Administration
Site Adrinistration

Subsite Adrninistration...

User Administration

Group Administration

Approvals Blocked by Expired Users or Mon-Contributors,.,

Templates ~

|@ Hierarchy...

@ Save As Template..,

Referring Pages...
Validate Links...

See Also References...

Wiew Page as Published
« Warl: on this Page (My Changes)
wiarle an this Page (all Changes)

+ Containers

# Element Tools

+ add Element Links
 Breadcrumnb Toolbar

Site: paperthin | admin-commonspot | Profile | Logout %

& Help

Help on this Page...
Contributor's Reference. .,
Elernents Reference...
Administrator's Reference..,
Cormmand API Reference...
CormmonSpot Community Site

application Development Framewark

about CommonSpot..,
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Server Administration Menus

5.1 CommonSpot Administration Homepage

* Hosting Customers ?
Add, edit and remove customers.

H

=]

* Server Configuration =
Manage the configuration of this CommonSpot Content Server,

* Sites on this Server
Manage and create new sites on this server,

* Contributors =
Manage Licensed Contributors.

Y Users &
Manage, create and assign users.

* Groups @ 6]
Manage, create and assign user groups.

[~]

* CommonSpot Tools =
Additional tools to help manage and update CommonSpot data.

* License and Version Information
CommonSpot Server license and version information.

Server Configuration Page

* Server and License Information @
Manage the server license keys, proxy settings and access to the ColdFusion Administraor

* Databases
Manage databases and/or data sources for the 'sites' and default 'users' databases.

* Authentication
Specify the authentication method to use to authenticate users and groups.

® © @

* Client Variables & Cookies
Enable ColdFusion Client variables & ColdFusion persistent Cookies for sites on this server.

©

* Directories

Specify CommonSpot directories. If content or data is moved on the server, these directorie:

may need to be updated.

* Session Timeout @
Manage CommonSpot's session timeout setting.

CommonSpot Scheduled Jobs.

* EMail Notifications

Manage settings for email notifications sent by CommonSpot

6.0 Server Administration Page

4+ Configuration 2

Server Information

Databases
Authentication
Client Variables and Cookies

Directories

Session Timeout

Email Notifications
' % Customers |

Manage

Add New

4+ Utilities

Server Tools

Scheduled Jobs

Running Jobs

selclelclelEle

|

(I[[~]

General Security
4 Shared Database
Conﬁquration

]

Test all Connections

Synchronize CommonSpot

See the ‘Sites on this server’ section on the
Server Administration page for a complete
list of sites.

[4] See the ‘Customer Administration’ page to
create and manage contributors.

[5] See the ‘User Administration’ page to create
and manage user.

[6]See the ‘Group Administrator’ page to
create and manage groups.

Also see the ‘Customer Tools’ and ‘Site
Tools’ menus on the Customer and Site
Administration pages.

See the ‘CommonSpot Server Information
and ‘Server Configuration’ sections.
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Site Administration Menus

5.1 Site Administration Page

- Administrative Tools

* Approval Levels
* Categories

* Elements ©

Perform vanous administrative tasks for the site.

Reassign Content Owinershap
Chck to reassign content from one user to another acoss all subsites within this
top-laval site.

Rebuild Stub Fles
Click to rebuild "rtub’ files scoss all subsites within this top-lavel site.

Manage Verity Collec ions
Chick to chack the rtatus of, assign subsites to, or reindex any of the Vasity full
| taxt-semech collactions under this tep-leval sits.

Accessibility ©
Configure accessibility parameters for this site.

Manage and create the approval levels for this site.
Manage and add different categonzations of content.
Create and manage all elements,

Field Masks & Custom Field Types =
Manage and create custom field masks and register custom field types.

* File Formats ©

Create and manage all uploaded file formats.

Fonts
Manage fonts used throughout the ‘demo’ site.

* License and Version Information

* Metadata Forms ©

¥

4

* Rich Text Editor Settings

* Scheduled Jobs

CommonSpot license and version information.

Manage the metadata forms throughout the 'demo’ site.

Miscellaneous Settings *
Manage miscellaneous settings,

Page Output Types / Extensions
Configure the Page Output Types / Extensions.

Page Creation/Properties UI ©
Configure the look of the 'Page Creation/Properties’ user interface.

Configure the default parameters for the rich text aditor,
html clean-up and MS Office conversion.

Site level Scheduled Jobs.

- Spell Checking

Enable user dictionanes, manage lexicon sets,
Genoral Settings
Chick to sat spall chacking defaults.

Manage Lexicon Sets
Click to manage the lexicon sets ( Le. group laxicons, set tha order),

®@ 0606 eloeo

® ©® 6 © 0 ©

- Style Definitions

.

Manage and register global style definitions for use with a Cascading Style Sheet.

Manage and Register (lasses
Click to register new dasses and manasge existing ones.

Asssgn (lass by (lass Name
Click to manage styles by dass name.

Assign Uass by Elemaent Type
Click to manage styles by slement type.

Taxonomy

Manage the available taxonomy definitions.

* Work Request Resources

Manage and add new resources to handle various Work Requests.

* XML Publication =

Manage the XML Publications throughout the ‘demo’ site.

® | 0O®

® ®

6.0 Site Administration Page
[+] Expand All  [-] Collapse All

Properties i

General Settings G

Left Pane Settings

Report Settings

Language Support

Performance Settings
ntent Creation
Page Creation/Properties Ul
Page Formats

Uploaded Document Formats
Accessibility
| 4 Content Formatting
CSS Classes

Assign Classes by Name
Assign Classes by Element Type
Fonts
|4 Content Classification
Content Categories
Taxonomy

| % Approval & Workflow
Approval Levels
Work Request Resources

4 Elements & Forms
Elements

Metadata Forms N

Simple Forms

_Field Types and Masks _
4 Authoring Tools
Spell Check Settings @
Manage Lexicon Sets !
Rich Text Editor Settings (

|

Manage Saved Searches

Manage Shortcuts

Rebuild Stub Files

Reassign Content Ownership :

Manage Full-Text Search Collectil ?

Scheduled Jobs
_ Site Tools

Running Jobs

+ Security

General Security

[V publication @ |
Definitions
Formats
Item Field Bindings
4 Integrated Support
CommonSpot Knowledge Base
CommonSpot Document Library
CommonSpot Critical Patches
CommonSpot Releases/Updates
View Incident History
Update Support Information
Submit Enhancement/Support
Request
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Subsite Administration Page

5.1 Subsite Administration Page 6.0 Subsite Administration Page
~ Subsite Properties [1] [+] Expand All  [-] Collapse All
Manage or copy various properties of this subsite.
Click here to copy this subsite's properities to other subsite(s) 4 Propertie S

Click here to configure this site's subsite properties

,,,,,, Subsite Name

* Subsites

Language
Create and manage child subsites under this subsite. guag

e Language Counterpart Subsites
* General Security 7

Manage and create subsite-level permissions for content within this subsite. Search

.................................... ............................................................................................. Ca ching
“ Content Security #
Manage and create default/enforced permissions for content within this subsit

B

E

Version History
# Base Templates _Additional Settings (&)
Manage and add new base templates under this subsite. ¥ Content Classification

Default & Enforced Keywords
Manage Keywords

Subsite Properties Page W

SRL oL ® Copy Subsite Properties

Specify the subsite's name and a brief description.

............................................................................................................................... Reindex Seard' Co"eaion
* Data Sources Optimize Search Collection

Manage the data source for this subsite

..................... 4 Templates
“ Root Directory (3) Base Templates

Specify the root directory for the 'demo’ site.

o

@QI@|@ |19

[

Bf

* Page, Image & Link Management Reports

Manage page, image and link resources within this subsite.

|

|

4+ Security

“ Language @ General Security
Manage the language properties for this subsite. -

.............. T . _Content Security

* Search See the ‘Create and Manage Subsites’ section
Setup and manage the Verty full-text search collection for this subsite. on the Subsite Administration page for a

............................................................................................................................... C0mD|ete ||St Of SUbSIteS

* Caching (6)
Manage the caching parameters for this subsite. @ See the ‘Reports’ menu on the main grey

............................................................................................................................... toolbar

* Version History @

Manage the version history archive for this subsite,

* Additional Settings

Manage the desired default settings for this subsite.

@ see the ‘Site Information’ section on the Site

(® Administration page to view and manage a
site’s data sources and directories.

(8) See the ‘Clear Cache’ button in the upper right
hand corner of the Subsite Administration
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