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CHaPTER 1
THE BAsics oF BLOX TotaL CMS

Knowing what button does what is half the battle

» 'THE USER INTERFACE
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SEARCH: This initializes a search of the
assets based on the criteria the user
entered in the Search tcms section.
RESET: This resets the search criteria
in the Search tcms section. This must
be done before any search where the
criteria is changing.

NEw AssET: This creates any type of
new asset.

SAVED SEARCHES: This section allows
the user to save the search criteria just
entered to be used for later searches.
PacEs: Assets are displayed in pages
of 25 entries. This area displays what
page the user is viewing and how
many pages of assets your current
search contains.

EpiT: Select an existing asset and
click the Edit button to edit an asset.
It performs the same function as
double-clicking an asset.

i o Deipkin from Saink for Dhers 2

LR

BarcH EpiT: Multi-select assets by
putting checks in several boxes to the
left of existing assets, and then click
the Batch Edit button. This will not allow
you to edit the text of more than one
asset, but it will allow you to change on
multiple assets different characteristics,
such as the workflow, flags, start date,
etc.

DupLICATE: This allows the user to
duplicate an asset. However, this
action will clear the workflow and
check the Do Not publish option of the
duplicate.

UNLocK: There are times when an asset
may be locked and a user needs to
open it for editing. For instance, if a user
is editing an asset and the power goes
out. When the user logs back into the
system, it will be seen as an open asset.
DELETE: Check the box or boxes to the
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Displeying easets | - 250041273

40P BOT

left of assets you would like to delete
and then select the Delete button to
delete the items. The item or items

can be retrieved using different search
criteria.

PRINT: This allows the user to print

the asset, which also includes the
information of any child or sibling assets
associated with it.

DispLAYING ASSETS: Shows how many
assets are listed on the page and how
many total assets exist with the search
criteria the user has entered.

SHow SUMMARIES: This button next to
the Refresh button along the bottom
of the window enables the user to see
more details about each asset.

HipE SUMMARIES: This button next

to the Show Summaries button hides
the summaries of assets in the search
results window.

PAGE
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CHAPTER ' 10C

START DATE: When

an asset is created, it

is tagged with a Start
Date. That Start Date
can be changed. You
can search under that
Start Date, but often
you would combine that
criteria with another.

PUBLISHED: Assets can
be set to never publish
to a website by check-
ing the Do Not Publish
option in the Other tab.
You can search for as-
sets based on that op-
tion. The example to the
right shows 15 stories
with the Do Not Publish
option checked.

PRINT DEPTH: You can
search for an asset of a
particular length. This
can be valuable if you
are looking for a story
to fit a particular hole.
Type the minimum and
maximum length, and
then click Search.

FLAGs: Assets can be
tagged with flags that
will help users search
for stories and can help
stories get formatted
when placed on an
InDesign page. Flags
also are used online

in templates that are
associated with styles.
Assets can be tagged
with more than one flag.
To search for an asset
based on a flag, check
the box next to a flag
and choose Search. The
number in parenthesis
next to the flag is the
number of assets that
have that flag checked.
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Start date

From:

- Anv dat

To: | - Any date -

Published
D Published (111755}
[ Unpublished (15}

Print depth

Min: - apy - Max:

Flags
[] AP (T2340)
[F] Advertorial (&
[[] Agate (33388)
[F] Alert (0

OO

A0

Featured (1}

Hot (0

aal

0

AEEE

n

L) [>

Ls

ool

AUTHOR: When you
create a story, you can
specify an author or it
can be specified by de-
fault for the person who
is logged in. To search
for an asset based on
the Author, select the
Author search field, click
the Search icon, select
the author from the list,
and click the Search
User button.

READY FOR PRINT: As-
sets can be marked
Ready for Print under
the Print tab of an as-
set. Check the Ready for
Print Search option and
select Search to find

all the assets marked
Ready for Print. This
can be the only criteria
you search under, but
often you will use other
criteria in addition to

this to narrow down your

search.

WORKFLOW: Assets can
be assigned a work-
flow by default or the
workflow can be added
at anytime. Check the
box next to a workflow
option and click Search
to find stories tagged
with that workflow.

Author

e

dhantz (dhantz)

Jim Mckee (Jim Mckee)

Jon Winters (Jon Winters)
Reporter (Reporter)

Rob McDonzld (Rob McDonald)
Jirm_Johnson (Jim_Johnson)
Mark M (Mark M)

Trainee (Trainee)

Page 1|of1

Ready for print
[ Ready (17}
[ Mot ready (111757)

Workflow
=[] Breaking (1)
=[] News (12)
[] Assigned (6)
[[] 1stEdit (2)
|:| 2nd Edit (2)
[7] Ready (2}
&[] Second Site (1)
@[] Wire (111730)

@
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CHAPTER ' 10C

» SEARCHING FOR ASSETS

When you first open BLOX Total CMS, you will
see the Desktop, which will include information
about TownNews, the status of the system and
site-specific information. You must then open the
asset manager.

Step 1

Click BLOX Total CMS - Editorial / Assets.
Step 2

Select Editorial

Step 3

Choose Assets

» SEARCH CRITERIA

There are many ways to
find a particular asset. The
most common method is a
print slug search. However,
you can also base a search

SEARCH TEXT: Enter text
that you would expect to
find in the body or key-
words of the document
and then select the
Search button. Search
Text is not case sensi-
tive. Search text gener-
ally ignores spaces.

Search text

Type =

TyPE: Choose the type [P [ Al (144776)

of asset for which you s
are searching and then g - 'umagimf
select the Search but- =T -

ton. You can multi-select ®F
and search for more

[F] [l HTML
than one type of asset. (] #l Link (0
This can be the only cri- [ 4] PDF (4}
teria you search under, [ &l Poll (0
but typically you will use [ e VI (8
other criteria in addition [ £l Videa 10
to this to narrow down [ & YouTube (0
your search. [ E 2P (o
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on the text of an asset, the
type of asset, flags associ-
ated with an asset, the sec-
tion in which the asset will
appear and several other

|\ Blox CMS - Editorial | Assets = |

I3} Editorial
% settings b
& Desktop

SECTION: This is one

of the most common
criteria used to search
for an asset. All AP wire
stories are tagged with
a Section listed under
AP. Tagging assets with
sections will enable
you to find things much
easier and will help the
asset find a home on
your website. Assets
can be marked with
more than one section.

search criteria. You can also
combine several different
search criteria to narrow
down search results to find
Jjust what you are looking for.

Section

[C] Uncategorized (185}
= [7] announcemsnts (0
EE ap (0

] ara

[E] arts_and_entertainment (0

| blogs (¢
[F7] buchanan ({

B[] gallery (0

CHapTER 1 | THE Basics oF BLox TotaL CMS
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CHAPTER ' 10C

DELETED: By default,
Not Deleted is selected.

PRINT PuBLICATION PLACE-
MENT: When an asset is

If you need to search for  pejeted = placed on a page, it gets
a deleted item, select o g tagged with the publication print publication placements -
Deleted Assets Only, T e information with which the it T =

() Deleted assets only page is associated. This is

a valuable search option
if you produce more than
one publication. Select Status: b
the publication and then

choose Search. The letter

codes are based on each

sites’s specifications.

combine it with another
search criteria and
select Search.

Fram: 3

To: g

PRINT SLua: This is the most common and . N
Print slug -
most powerful way to search for an asset. A E
slug search is case sensitive and performs U
better using the asterisk wild card character.
For example, searching for an AP wire story j
with the slug “BC-US-Iraq soldiers” could be narrow it down more by using BC-US*Iraq*. =
done this way. All wire stories begin with BC. You will not find the story if you use bc- o
So you could enter BC*Irag*. That will find US*Iraq* because bc is not capitalized in <
any wire story with Iraq in the slug. You could  your search criteria. >
@)
] | ELECT Reset to reset your search returns 5
7.’i. before running another search. This will clear .
P anything you have selected in your search criteria. @)
%)
@)
» CREATING AN ASSET TypES =
_ : ARTICLE: This is @ basic text <
Some assets are cre- ) New asset~ Y] Audio Story. m
ted cally, such 4
ated automatically, such as — MERGED ARTICLE: If you =
AP wire content or assets _] Article |'?;'| Flazh have more than one asset 5
brought in through an im- B selected in your search re- .
portproceSS. Howeven you . :] HTML sults, you can select th|S to
most often will create assets | 2] Image _ ;:Za;;gc?ggaas;’;tst%gr'gg g ™
manually with the New Asset 1_t] Collec tion E] Link into it g
button. I IMAGE: Most images will E
Step 1 More.. b i] PDF enter the system through a A
Click the New Asset but- ] Pol hgé f&'ie{(') "r:fa‘]";evaeﬁ' Y?#pg?: E
o u [ ually i
ton. + From Syndic ation the image. Q
Step 2 @) Batch upload J Table COLLECTIONS: Select this
Select the type of asset to ) to manually import several
be created. Typically this @ Import i] Video images to be used on your
will be an article, but you Mone: Seloct ths to create
can also create Images, PDFs, audio or video files and n YouTube 0 of other lese-
other types of assets. T 7p common assets that can
Step 3 »_.-J be attached to assets as
If you create an Article, you must fill in the Title siblings or children.
field. If you create an Image, Collection or one of the
other types of assets, you must fill in the Title field.
This field }able is underlined with a dotted red line o ANY of the options under “More”
to denote it is mandatory. . . P
L are only for websites. They will AGE
Tip never flow to an InDesign page. 8

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017



CHAPTER ' 10C

» BATCH UPLOAD

[m] The Batch Upload function ek
- allows users to upload multiple re e
L] article media files as assets. These files .
B can include image files, audio

i] Image:
L

] Collection Step 1
Click New Asset.
More... b Step 2
Click Batch Upload.
«/ From Syndication Step 3 ' want to upload into BLOX Total
@) Batch upload Choose the Add Files button. CMS.
Step 4 Step 5
& Import Navigate to and add the files you Click Done.
T EXT documents cannot be uploaded
L L] into BLOX Total CMS using Batch
Tip Upload.
» IMPORT

The Import function allows users to
export assets from one BLOX domain
and import those assets into another
BLOX domain.

Step 1

Click New Asset.

Step 2

Select Import.

Step 3

Choose Browse, navigate to and

files, PDFs, Flash video files,
MP4 video files and ZIP files.

Upload file

File: Browse... |

Upload file | Cancel |

select the file you would like to import,
and click Open.

Step 4

Click Upload File.

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017
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CHAPTER 2
WRITING, EDITING, PRINTING ASSETS

Preparing a story for print or Web publication can be simple or detailed

» FILLING IN THE BLANKS = " he byline and
Tip the author

can be different.

SumMMARY: A website WEB HEADLINE: Bopy Copy: This is BYLINE: The byline For exambple
often will give you Every article must where the text of the is the person who is p'e,
a headline and first have a Web headline.  article goes. credited with writing someone may
paragraph of a story. story. create a file for
Sometimes the first a Contributing
paragraph is not o e = 1 .
adequate for givinga ., . P e e e columnist.
synopsis of the story. P
The summary allows s Authors: HE | b ety o i
the user to write a Mk Shug: TEASER: User can
synopsis or copy and upload an image
paste a more ap- Bodvcopy (|- Smovn | [ aie || Wesoar Hiadiin to be used as a
propriate paragraph £ B [ L« Sl nE RO - preview image for
from the story. Eovmak: Rl et B | S the story. This is for
T online only.

FormaAT: Users can Jurmp hesd: e
format text using ‘ AUTHOR: This is the
several preset op- ‘ ot person who created
tions. These format the asset.
options can be
styled on the page R T T, = o PREVIEW: User can
and written baCk Start date/time: Display pronity:  Pressntation: o i

Dec 6, 2016 09 10402 &M [ - Nane - - preview what the
to TCMS for proper R " text will look like in
formgttmg on the S ) lvanel print or on the Web.
website.
TAGLINE: Instead of ~ START DATE/TIME:  DISPLAY PRIORITY: SUGGESTED PRESENTATION:  SAVE: Click to save
putting a tagline at This is the time Some websites METADATA: User can choose the story. The arrow
the end of a story when the asset have been de- Sites can sign  between Long initializes a drop-
where it would alter will be viewable signed to allow up with third- Form and Person- down menu that
the inch count, it on a website pro-  users to give a party vendor to  ality templates  gives more choices,
should be put under  vided the Site Tag priority to assets  provide meta-  for website. such as Save and
the tagline tab. has been added.  so they will have data based on Close, Promote and
This also allows the a higher ranking the contents of Demote.
system to style the on the website. the story. This
tagline text when is used once
it is placed on an the story is
InDesign page. completed.

PAGE

10

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017



CHAPTER ' T0C
Finp: Find | BoLb: | INUNE Notes: | TRIM FRoM | LINks: Con- | PARAGRAPH FOR- RuLe: Mepia:
and replace Bolds | Creates PRINT: verts text MATTING: Aligns text | Inserts Inserts me-
words in the | text. nonprinting | Trims text | to hyperlink | to the left, center horizontal | dia such
text. notes within ~ from print " and removes ' and right —includes " rule in as video in
the text publication. link. block quote. text. text.
’ Body copy If S%W .-.l/lagline“”“ .eas///
I U & | =S~ 2= =B HO i FuLL ScREEN:
—m Toggles
o \__J Format: MNafmal text / \ \ “=7 petween
Itauics: | UNDerLINE: | LisTs: Puts | INsERT Page | TABLE: | SymsoLs: Can full screen
PASTE As ] ltalicizes | Underlines | paragraphs | BREAK: Adds | Creates | be used to put @nd partial
PLA"_“ TEXT: | text. text. in numbered | page break table. |emdashin | Screen.
Copying text or bulleted for online text.
from your lists purposes only.
clipboard ﬁ s
directly into 0 not te f *
the text editor T 'no pas e' rom Y'0ur [ Edit HTHL source
will cause ,1!. Chpboard dlreCtly into Dizplayed text size |
problems P BLOX Total CMS. Use the Py P—_—
‘(’)":Z’:\ ‘l)rz%ceed Paste as Plain Text option. The Eom HTML S
- . DIT OURCE:
sign page. steps for this method depends Shows the html code of
Instead, click on the Web browser you the asset.
this buthton, use. Internet Explorer pastes DispLAYED TeXT Size:
paste the text . . . Allows the user to change
into the box d1rectl}'f into the body. Furefox the display text size.
that appears pastes into a pop-up window. SHow STATS: Shows word
and then click and character count.
Insert.

» FORMATTING TEXT
Aside from bold,

Format: Normal t2xt~ .)icq and underlining,
users can choose from
®  Mormal text six formatting options.
Heading 1 Normal text is the
9 default body text. Each
Heading 2 of the headings offer a
: different sized headline
Heading 3 using <h> tags.
The heading format-
Heading 4 ting options can be
Heading &
Heading &

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

used for brief headlines,
intext subheads and
other formatting within
the body copy area.

Each of the headings
also can be used in
print if your site’s tem-
plate master has made
the proper adjustments
to the site’s rulesets and
template.

CHAPTER 2 | WRITING AND EDITING ASSETS
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CHAPTER ' 10C

» PRINTING ASSETS

Reporters and editors typically
print out copies of stories or budgets
to go over in meetings. Once a story
has content and has been saved, the
Print button will appear at the bot-
tom of the editing window.

When you select Print, a new tab
in your Web browser will open with
the print details listed. You will
be asked to choose the printer you
would like to use. Select the printer
and click OK.

OU cannot print a

document until it
has been saved at least
one time.

HILE there is

no read-only
option for stories,
many people find the
print option works
well for this purpose.

Tip

Article: United to release plan following CE0's hospitaliza

Linited to releass plan following CEO's haspitslizzsan

Byline: Authors: *|=

By DAVID KOEKIG
AP Aifines Writer

| summary || Tagline
Cm B UEL =S-S5 | S8 O %[5

Format: ol ted v

Body copy

o
DALLAS (AP] — United Alrlines Is preparing to release detalls about how it plans =
to move forward durlng the hospitalization of its new CEC, Oscar Munez.

In 3 brief statement Moenday, Chairman Henry Meyer [ said the board would
finish 2 corporate-govemance review and would likely say more in the next day
or two. United provided no additional infermation about Munoz's condition.

Munoz, 56, became CEO in =arly Sectember after Jeff Smissk abruptly stepped
dowin amid = faderal investigation.

Munoz vouwed that he would deal with customer-service issues and other

problems at the world's second-biggest aifline. He was admitted to a hospital on

Thursday. The company discloszd his hospitalization on Friday after The Wall

Strest Journal reported that he had suffered 2 heart attack, and shares fell 3 =
Start date/time:
KT 19, 2015

Display priorty:  Presentation:
3 0109 PM 1> - Mane - 2

United to release plan following CEO's hospitalization

-l
Print | Tags Relaicd || Other

General

_ Ready far print

Slug:

BC-US—Unitad Cortinent2HCED 15t Ld
Haadlina:

United to release plan following CECT:
Subhaadlina;

United Continental sxpects to release

Junie keviword:
Jump haad:

Maotss:
ndaties with comments, datails;
inz, maves datzline from

Eds: U
adds
T York

Publications

Print Save |- Cancal

Subheadline: United Continental expects to release detals on plan following CEO's hospitalization

Shug: BU
Print depth: 174
Start date/time: Oct 19, 2015 D1:09 PM
Section tags: apmational
ap/business
Byline: By DAVID KOENIG
AP Airlines Writer

—-Unsted Continental-CEO. Lst Ld-Wrtetluu

5 characters)

Content

DALLAS (AP) — United Aulines i« prepaning 1o release details about how 1t plans to move forward duriag the

hospitalization of its new CEQ, Osear Munoz

[n @ brief statement Monday. Chaimman Heury Meyer Il sad the board would finish a corporate- governance
review and would likely say more i the uext day or rwo. United provided no additional information about

Munoz's conditon

Mnnoz, 56, became CEQ in carly Sepiember afier Jeff Smisck abruptly stepped dovwn amid a federal

wvestgation.

Munoz vowed that he would deal with custemer-service issues and other problems nt the world's second-biggest
aurline. Hz was adimitted to a hospital on Thursday. The company disclosed lus Losputalization ou Friday after
The Wall Street Jonrnal reported that he iad suffered a heart amack. and. shares fell 3 percent
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PRINT INFORMATION

The Print tab holds valuable information for a print publication

» GENERAL

The General section of the
Print tab contains a lot of
information that can be used
to search under, communicate
with, provide asset information
and create portions of a pagi-
nated page.

Ready for Print

Assets can be marked ready
for print by checking the box
under the Print tab. This then
becomes something easy to
search under and lets paginators
know the asset is ready to be
placed on a page for pagination.
Ready for Print can be checked
automatically as a story makes
its way through a workflow.

Slug

All assets should include a
slug, though it is not mandatory
in the system. Newsroom guide-
lines should be followed. There
is no character limit, but slugs
should be short and adequately
describe the story. Each site
should develop a slug naming
convention that includes a date
— including the year — and
avoid hyphens.

Headline

The print headline is for the
print product. The headline at

the top of the asset editor is a
Web headline. They can be the
same, but that is not required.
On AP wire stories, BLOX
propagates both headline fields
with the same headline. The
print headline is used when the
story is placed on the page. The
Web headline will be used on
the InDesign page if no print
headline is specified.

Subheadline

This is an optional field that
will be placed on the page
automatically in a separate text
frame.

Jump Keyword

If an asset jumps from one
page to another, the jump key-
word, which is in the jumpline,
will be listed here.

Jump Head

If an asset jumps from one
page to another, the jump head,
which is the headline over the
jumped portion, will be listed
here.

Notes

Reporters and editors can
share notes about the story.
These notes are not published.
This field also can be used for
photo assets to communicate
how it will be sized and toned.
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Tags Related || Other

General

_| Ready for print

Slug:

Headline:

Subheadline:

Jump keyword:

Jump head:

Motes:

Publications +

T N alert note will pop up for

[ 1]
Tip

page designers when they
place a story if that story has a
note that begins with Alert:
For example, Alert: Mugshots
are available if needed.
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CHAPTER' TOC '
» PUBLICATIONS

The Publications section of the Print tab holds infor-
mation related to the print page that the asset has been
placed on or will be placed on. You would rarely need to
manually adjust publication information unless your site
doesn t write-back placement information but you want
an NITF export of the asset.

Adding a publication

When assets are placed on a page, they are automati-
Cally Stamped Add publication %
with the
. . Publication: |- w
lnformatlon Publication date: |Feb 21, 2014 ()
from that Edition: .
page. It Wlll Zone: v
knOW What Section: X =
publication, fage:
edition, zone, R
section, page [ ade [ concal |
and publica-

tion date, and
it will know that it has been placed.

You can, however, manually add a publication to an as-
set and fill in the necessary information. To do this, click

the Add button and fill in the Edit Print Publication dialog.

You can edit the Print Publication information by click-
ing the Edit button.

You can remove the Print Publication information by
selecting the Print publication information and selecting
Remove.
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Print | Tags Related

General

Publications

&) Add

Publications

© Add :

Publication: TH
Section: X

Page: 1

Assigned depth: 20
Date: Feb 21, 2014
Placed: no

Other
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TAGS INFORMATION

Tags help the story get to the correct place on the website and can control appearance on the printed page

» SECTIONS

Sections are added so that the asset will
have a home on the website. You can add
more than one section if you want it to ap-
pear in more than one area of your website.

Step 1

Click Add

Step 2

Select the checkbox of the website section
where you want the story to appear. You can
select more than one checkbox. When you
open the Tags tab, the last tags you applied
will be selected. To remove those tags, click
the Clear Sections option.

Step 3 . Print . Tags. . Related Il Other .
Click the Add :

Sections button. & e
Step 4 calendar/outdoors

If necessary, to
remove a section
that you have added, select it from your list
and choose Remove.

news/local

» KEYWORDS

Keywords are used to help
readers using Internet search
engines find the story. Your story
should be tagged with several
keywords so that it will get prom-
inent placement in Web searches.

Print. Tags .Relaned Other |
Sections

D Add

Mo sectons denned

Keywords
Geolocations
Sites

Flags

Tip

+ =] Fe]i*

CHAPTER 4

Select sections

=l ap
cable
calendar
@ [ columnists
daybook
&[] entertainment
happenings
letters_to_the_editor
= [ lifestyle
local_agate
local_business
local_news
@ [ local_sports
] news -
Cancel
- HE list of sections
T should match the
Tip sections of your website.

However, additional
section tags can be added
to force formatting on the
print page.

HE section tags applied to the prior
asset will automatically be checked the
next time you try to apply tags. To deselect

them quickly, click “Clear Sections” at the
bottom of the dialog box.

Step 1
Select the Suggest meta-

data button near the bottom
of the text editor.

Step 2

Each site should have standard
practices for adding keywords.
There are two ways to add
keywords: Through the Suggest
metadata option, and through the
Keywords area of the Tags tab.

Click the box next to the
suggested keywords that
best describe your story.

Step 3

Click Add suggested
metadata.
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CHAPTER ' 10C

To manually add a print | Tags || Related | Other
keyword.: Sections +
Keywords
Step 1 @') Add @ Remove
Type the keyword of | |
your choice into the soup -
blank text ﬁeld alcohol laws and regulations ‘
arrest 1
Step 2 arrests 3
Press Enter. arts and entertainment
’ baseball i
baskethall
beverages
blockades

branden cox

business

business and professional services
celebrity

chandler arizona

chief of police

consumer'?roducis and services

Geolocations e
Sites +
Flags +

» GEOLOCATION

GeoLocations adds tags for specific geographic
locations around the world. This is used to give
some geographical relevance to an asset, such as
a city name or area.

1o add a GeoLocation: 1o Remove a GeoLocation:
Step 1 Step 1
Click Add Click the GeoLocation you
Step 2 would like to remove.
Put a check next to a Step 2
GeoLocation in the list if Click the Remove button.
they exist.
Step 3
Click Add Locations
o Geo locations list must be created
et by someone onsite. This is done in a
Tip  gimilar process as sections tags are created.
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To remove a keyword
that you have added:

Step 1

Select the keyword
you wish to remove.

Step 2

Click the Remove

button.

Print | Tags | Related
Sections
Keywords
Geolocations
& Add

Mo locations defined

Sites

Flags

Other

CHAPTER 4 | TAGS INFORMATION
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CHAPTER ' 10C

» SITES
Site tags tell a story to which website it | #int | Taos | reloted | other
should post. You can post a story to one Sections +
website or multiple websites. Site tags Kymords *
can be added manually or can be added :;:mt"’“ =
through the workflow process of Promote, .,
Save, and Close if the site’s workflow is -
Mo site tags selected
properly setup.
To add a site tag:
Step 1 To remove a site tag:
Click Add. Step 1
Step 2 Remove the check mark
Put a check mark in the box next to the from the box next to the
site or sites where you would like the site where you don’t want
story to post. the story to post.
Step 3 Step 2
Click Add Site Tags Flags + Click Remove.
o EMOVING a site tag does not remove T IEW at site will take you
NN the story from a website. However, N to the Web page where
Tip updates to the story will no longer be Tip the story is displayed.
posted until the site tag is added again.
» FLAGS
Flags help users search for page. The Agate flag is ?special— = ——
content, and they also can be ly important for formatting ag- eectons =
useful in tagging content for a ate in InDesign. Flags can also ——— =
specific paragraph style or for relate to website templates and e -
byline information when the style or format text differently e -
content is placed on an InDesign  when it is posted to the website. Flags
[ ap ] Advertorial
[ Agate [ Alert
To Cldd aﬂa . [ Breaking [[] Centerpiece
HE A fl. & . [ Contributed  [] Developing
T | gate tlag Put a check mark in the box AR :
N [ Editor's pick  [[] Enterprise
NN must be set for next to the flag you would like Ploxdsve  [FFetured
Tip agate to properly to add to the story. P Hot B Popiir
format on the Adobe [£] Promotion [7] Special report
IIlDCSigl’l page. To remove Clﬂélg.’ = Speci.alsection |71 Sponsored
The Web-only flag Remove a check mark from S ipDF"glht SZ”“ i
opica rgen
monitors things that the blle .IlleXt toa ﬂag }f"Ou h [ watchdog [ Weather alert
are for the website but would like to remove from the [ wreb only

not the printed page.

story.
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RELATED MATERIAL

Some assets have related content that will ride along with the asset to the website and the printed page

» ADDING CHILD ASSETS

Child assets are assets that go with
another asset and cannot stand alone.
An example of a child asset would be

a photo, a graphic or a sidebar story

that needs to be with the main story.
Child assets can be created from

within a story or can be created sepa-

rately and then later associated with

the story.

To add a child asset by creating one

while editing an asset:
Step 1
Click Add.
Step 2

Select the type of child you would
like to create — article, image, collec-

tion or other media type.
Step 3

Proceed as if it were any other new
asset. Enter your content in the editor

and save it appropriately.

To add an existing asset
as a child asset:

Step 1

Click Add.

Step 2

Select Find Asset

Step 3

The Find Assets dialog
window will open. Search
for the asset or assets you
would like to add. Select
the asset and click Add
Selected Assets.
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Print || Tags Related || Other Print | Tags | Related | Other
T Child assets
Child assets : a
D add- |
'\‘_-!'.) Add~ ' REmove =|, Find asseis
«/ From Syndication
Type Title:
[ 1] Articie
Mo assels are assodated with this =] image
25 "
LJ] Colection
| More Editorial. 3
Sibling assets +
Parent assets +
Links +
Content &
T HILD assets will
Sibling assets ¥ [ L] appear on the website
Links + P when the parent asset it is
Content + associated with is posted.
Fnd assets
Search || Savedsearches [ Search results
M Besel | = Semich i Mew agastT
Search taxt * 0 e Tt/ nasting Priomy | Stertme -
__ | Aurtichs Fire desiroys home 0 Mow S 2010 0206 AW i
3] mage Lifsatvlas The Sharpee Lite S Now 1200013 PY
Type = O | [aricl This Dat= In Basebal 0 Ot 31 2010 0945 AN
Saction = _Artick Easaball Calandar 0 Oct37, 2070 0548 AM
Start date po T | adick B0F casiing Tussdsy vole as referendum on Obams 0 Oct 31, 2010 0945 AN
ity = Clanee BC-FEN—-5Uper Bow! Credanta e Advizory, FEN 0 OCt31, 2010 0945 A
&l _ | Ardicle BL-TV SparisWalch 0 Ock31, 20100945 AW
Source application - =
» Editorial | Ak LDAF crews batile widfires, droughi D Oct 31, 2010 0845 AW
Fublished - [l [dArick  1BA Calondar I Ock 3, 2110 0345 AR
5 1 artice IHL Caleridar 0 Oct31, 2010 0945 AWM
User contribution = = = 3
o Mt moneriouted M | Ariick Kmatchie wikemess fre 55 percent confaned 0 Ock31, 2070 0545 AW
Fiags ] article AP Sportight 0. Oct 31, 2010 0945 AM
1| [ Artick TW Spartsi¥atch 0 Ot 21, 2090 0945 AN
Print publication -
placemants | Arick AP.TH-ESen-Comested O Oct 31, 2010 09045 AW
5] Ariick BC-BEN-—-NBA Calendar, BEN 0 Oct37, 2010 0545 AN
Ready fo t X
ady for prinl -
Printdepth e = Pags | ofdiss k¥l :: Drspleying asselx 1- 25 of 103858



CHAPTER ' 10C '

» REMOVING OR EDpITING CHILD ASSETS

To edit a child asset that is Print | Taos | Related | Other
associated with an asset: s
Step 1 @ add~
Select the child asset you would like Type iz
to edit. e
Step 2
Click the Edit button.
Step 3
The asset editor will open. If it is an
image, you can edit the metadata and
cutline. If it is an article, you can edit it
like any other asset.

L.«" Edit @ Remove

Water llies.jpg

To remove a child asset from being
associated with an asset:

Step 1

Select the child asset from the list.

Step 2

Click the Remove button.

Sibling assets +
Links +

Content +

» SIBLING ASSETS

Sibling assets are assets that are related Print || Tags | Related || Other
to an asset, but can stand alone and often
already have been posted on the website.

Sibling assets can be created from within © Agd~
a story or can be created separate and Type Tite
then later associated with the story. i

Sibling assets do not flow to the Adobe
InDesign page, though they may have been
placed on a page separately unrelated to
any other story.

Child assets

Sibling assets

To add a sibling asset by creating one
while editing an asset:

Step 1

Click Add.

Step 2

Select the type of sibling you would
like to create — article, image, collection
or other media type.

Links

Content

Step 3

Proceed as if it were any other new as- T |
set. Enter your content in the editor and mm
save it appropriately. Tip
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Tip
EMOVING
a child asset
does not remove
the content from
the website if it has

already been posted.

It just means it will
not update on the
website as the story
is updated.

Print i Tags Related || Other
Child assets
Sibling assets
(&) Add~

-, Find assets

w/ From Syndication

] articie
:] Image

] cotection

More Editorial b

Links
Content

IBLING assets do not inherit the
site tag of the parent asset.

CHAPTER 5 | RELATED MATERIAL
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CHAPTER ‘ 10C

Fmd asscts

Search | Saved searches

To add an existing
asset as a sibling asset:

K R=s=l | =% Search

o Maw aeast=

|5 Search results

Step 1 Searcl text o [0 1w Tk £ headine Start tme ~
. L | Ariicle Fire desiroys home 0 How S 2010 0% 08 2K %
CIICk Add' =] mage Ln‘s&‘ylnr,:ha Sharpie Lite 5 hWow 1.ZD1001:38 PM
Step 2 Type & || arick This Dat= In Basebal 0" Oct 31, 2010 0%45 AN
. Section = JArick Eazaball Calandar 0 Oct 37, 2010 OF 45 AW
SeleCt Flnd Asset Start date - T | ] &dick GOP casiing Tussday vole as referendum on Obams 0 Oct 34, 2040 0% 45 AN =
Step 3 Author = _larkck EC-FEN-Super Bow! Credentise Advisory, FBN 0 Oct37,2070 D48 AN
The Find Assets dia- | swmmana = g 0 o0, b ke
IOg window will open. ‘ Pumﬁen = Tl larice  NHBA Cakndar 0 Ock37 2010 0945 AW
Search for the asset or u bt < | Arikk MHL Calerdar O Cct 31, 2010 0945 AW
. -Ealr:zin_flon:r ;I.f:l.‘l i Arick Kmatchie widerness fre 55 pereent contaned 0 Oet 31, 2090 05 45 AW
assets you Would llke Flag | furticie AP Sportight 0 Oct 31, 2070 0845 Al
= = 3
to add. Select the asset i ——— Il Ljarce TV Spodsiatch D 0ot 3, 200 0945 AW
and CliCk Add Selected plaCements = | article ARTH-HSen-Conlestad 0 Oct 31, 30 045 AW
A t | Ready for print = _lArck BC-BEN—-NBA Calanidar, BN 0 Oct37, 2070 045 AN
SSCtS. | Print depth — N Pagel | jofdisa| b B | D Displaying assets 1 - 25 of 103358
» LINKS
Adding links to your story will | pmt || 1egs | Related | other Edit related link
aid Internet readers in finding Child assets + Text:
sourcing documentation, Sibling assets * URL:
related information and helpful 'tk . R
websites. They are not passed i
along to the InDesign page or To Edit a link:
to Adobe InCopy. Step 1
. Select the link from the list of
To add a link from your links
s
. Click Edit.
Click Add. Step 3
Step 2 Edi . .
) ) ) it the link as appropriate
The Edit Related Link dia- PPTOP
X Step 4
log box will appear. Enter the )
Click OK.
text you want to appear as the
hyspterhr;k I your story. To remove a link from an asset:
ep Step 1
Content s p
Enter the full URL of the Select the link from the list of
website. For example, http:\\ links
WWWw.townnews.com.
Step 4 Step 2
Click Remove.
Click OK.
YPERLINKS within the text can INKS also can be added as related
be created using the hyperlinks g content. As related content they
icon in the Web browser toolbar. WE  can have both a Web presence and a

These addresses are passed to Adobe Tip

InDesign and Adobe InCopy.
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print representation. This is the only
way to get both.
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» CONTENT

Related content includes
information that is related

of info box. Related content
gets placed on a page and

to a story, but it is not a can be styled based on the S
complete story. Examples of  type of content it is. Related S.'b"“g anaets
related content would be a  content also can travel with s
pullquote, an FYI box, Web  the story to a website and be F_‘“‘te"t
links, a digest or some kind  styled based on templates. © Add

Style

To add related content to an asset:

Step 1

Click Add.

Step 2

Choose the style of related content you
want to create.

Step 3

Give your related content a title.

Step 4

Enter the information for the related
content in the text editor.

Step 5

Click OK.

Edit content item

Style: Title:

FYT ¥ | For your information

Content:
[T A |

i

=||—||E |4 =

To Remove related
content from an asset:

Step 1

Select the related content
that you want to remove.

Step 2

Click Remove.

oK | Cancel |

HE name of the Style of the Related Content
translates directly to the name of the Adobe w
InDesign Object Style that handles the formatting. TP

Print | Taas Related . Other |

Mo related content defined

To edit related
content associated
with a story:

Step 1

Select the related
content from the
list.

Step 2

Click the edit
button.

Step 3

Edit the content
appropriately.

Click OK.

HANGES to Related Content on
the printed page do not write back
to BLOX Total CMS.

ELATED Content will only show up

in Adobe InCopy if it is part of an
assignment. It is ignored in single frame
and read-only modes.
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OTHER INFORMATION

Asset workflow, public comments on stories and story revisions are key ingredients for newsrooms

» IVIISCELLANEOUS PROPERTIES

Miscellaneous properties contains information
primarily used for website control. However, some
information can be used for a print publication.

Do Not PuBLISH: Check this so that the
story will not be viewable to readers on
the website. If a site tag is added to a
story, the story will be sent to the web-
site, but it will not be viewable if Do Not
Publish is checked. For example, writers
often create files with notes for stories.
These note files should be checked Do
Not Publish so that they cannot mistak-
enly post to the website.

DisaLLow User COMMENTING: Check this
so that readers on the Internet cannot
make comments on the story through the
website. Some stories can touch a nerve
in the community. This option gives the
publication the power to stop comment-
ing from the outset or turn off comment-
ing when it becomes volatile.

HAMMER: Your website may have a
template that accepts a hammer to add
another element to the website design.
The Hammer always flow to the InDesign
page unless the asset is merged on the

page.

» LIOCATION

Print Tags

Related

Other

Miscellaneous properties

Do not publish

Disallow user commenting

Source:
Archive dateftime:

Delete date/time:

Source application:
Editorial

Location
Workflow
Custom properties

Revisions

The Location section of the Other tab can

generate an map for use online.

Enter an address and is generated by Map-
other location informa-  quest, and you can view
tion for the place you the map by selecting the

want located in a map.
When you have entered
enough information to
generate the map, the
GeoCode button will
become active. The map

View button. The map is
for online purposes only.
It will not be placed on
an InDesign page for the
print publication.
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e | B

4 Oy

Fscellanrous properiiey

Broadcast
Lecation

Sddres

Workdlow
Custom praperties

Rrvisioe,

Longude:

CHAPTER 6

ARcHIVE DaTE/ TIME: Set a date and
time for the asset to move to an archive
section of your website. This may not be
configured on your website.

DeLete DaTE/ TIME: Set a delete date
and time for the asset to be deleted, or
removed, from the website and BLOX
Total CMS.

SouURCE APPLICATION: Assets can be
posted from several applications. BLOX
Total CMS is the Editorial application.

SUBHEADLINE: Your website may have a
template that accepts a subheadline.
This could be different from the subhead-
line under the Print tab. If the asset isn’'t
being merged on the InDesign page, and
if the asset doesn’t have a subheadline
in the Print tab, this subheadline will be
used on the print page.

KICKER: Your website may have a
template that accepts a kicker to add an-
other element to the website design. The
Kicker always flow to the InDesign page
unless the asset is merged on the page.

wm HECKING Do
L Not Publish
Tip prevents an asset from

being seen by readers
online, but it does not
prevent the asset from
syndicating.
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» WORKFLOW

A workflow is a predefined path
through the editing process. With
each edit of an asset, the writer or
editor can promote the asset to the
next stage in the editing process.
As the asset is promoted through
the workflow, it can automatically
receive the Ready for Print flag, a
site tag and other preferences.

WoOoRKFLOW: A site can have many
workflows. There can be workflows for
news, sports, features, breaking news,
photos, wire and more. Each user can
set a default workflow for any asset
they create, or they can manually set
the workflow through the Workflow sec-
tion of the Other tab.

To set the workflow manually:

Step 1

Select the workflow from the
Workflow drop-down menu.

Step 2

Select the process from the Pro-
cess drop-down menu.

To change your default
workflow:

Step 1

Click your login details at
the top, right corner of your
browser window.

Step 2

Highlight the Preferences

Print | Tags | Rrelated Other
HMiscellaneous properties
Location
Workflow
Workflow:

News
Process:

Assigned

Custom properties

Revisions

PRoOCESS: The process is a step
in the workflow. A workflow may
have several steps. For exam-
* ple, a story may be edited three
times before it reaches the end
of the workflow. Each time a
story is promoted, the process
will change to the next step.

Workflow:
| News |
- None -

Breaking
News
Second Site
Wire

Process:

Acsigned |
Assigned
15t Edit
a4 2nd Edit
Ready

@Adi'{e site: dhantz.local - l& Logged in

as: mmckillop@hotmail.com ~ -

-
) Default assst start tims L‘Q) Preferences j

58 Default asset workflow E,'-’ Edit account

£ Default asset author p | @ Logout

art time:

[ Rich text editor font size b

0 MNov 5, 2010 09:08 AM

option and choose Default flow from the drop-down | oefaut ssset workdion
Asset Workflow. menu. - Default workflow: | News i
Step 3 Step 4 Save changes | i Cancel
Select the default work- Click Save Changes.
PROMOTE: To promote an asset through
the workflow, select the downward arrow
. . next to Save, and click the promote op-
T HINGS can happen automatically in the tion, save and close the asset.
L background as part of the workflow. The

Tip print Ready box can be checked and a site tag can

be added.

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

Save v ] Cancel !

=p Promote to "First Read”, save and close

#| save and cose
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» CusToM PROPERTIES

If your site uses custom properties
for your website, you can add them in

» REVISIONS

BLOX Total CMS and have those prop-
erties travel up with the asset.

Revisions are previous versions of an asset. Any time
you make a change to an asset and then save it, anoth-
er revision is created. Users can view up to 25 previous
versions or create new assets from previous versions.

Viewing a revision:
Step 1

Select the revision you would like to view.

Step 2

Click the View button just above the revisions. The
revision will open in an asset editor, but you will not be
able to edit it. There is a message at the bottom of the
editor that states that you cannot edit the file.

Print | Tags
Miscellaneous properties

Location

Related | Other

B lEINES

Workflow ::
Custom properties .
Revisions Tlp
11 Apr 25, 2015 12:10 AM -
mmickilop@hotmail.com . EVISIONS
10 Apr 25, 2015 12:09 AM ¥
mme killop@hotmail.c om N CannOt
9 Apr25, 20151207 AM w 3
mme kilop@hetmail.com be edlted'
& Apr 25, 201512:06 AM ()
b e . However, you
7 Apr 25, 2015 12:04 AM L
mmec kilop@hotmail.com & can save a
6 Apr 25, 2015 12:04 AM &) 101
mm killop@hotmail.c om - revision as a
5 Apr 24, 2015 06:10 PM )
mme kilop@hotmail.c om = new aSSCt.
4 Apr 24, 201511:43 AM )
mme killep@hotmail.c om
3 Apr 24, 2015 11:41 AM '_p

mme kilop@hetmail.com

Saving a comment with a revision:

Every time you edit an asset you
can save a comment with the revi-
sion. These comments can be seen by
anyone who opens the revision. This
can be helpful for editors who want to
leave an editing note behind.

Save @+ Cancel

Comment on this update

[C] This update is important

=2 Save without closing

@ save and close

Marking Update as Important:

This options sends a flag to
online version. It will add a label
to the story, such as a label telling
what time it was updated or a tag
that just says “Updated.”

Reverting to an older revision by
creating a new asset:

Step 1

Click the revision you would like to

revert to.
Step 2

{ Article: Fire destroys home —ax

Heading:

51| Fire destroys home

Byine:

Print. | Tops | Related || Otfer
General

Authors: 2 Ramove seucid Rezdy for print

bk Sug:

| Bodveopy | proeoue | Tegire Headlne:

lia m £ w

EE =« = =(—H 9l @]
Subheadina:

¢ | Fire destroyed 2 home on Tumip Street:

Charcars: Death;
3 0.225433526011

Hotes:

Select the View button. You will see
the revision open in an asset editor.

Step 3

Click Create as New Asset.

Tip

]UST as with duplicating, when
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you create a new asset from an old
version, the workflow is removed and
the Do Not Publish flag is checked.

1 Start date/ome
i [Wovs, z010

Depiay prioiey:
= oz06m |

B Suggest metodote | publications

Viewnng revision £2. Changes in this editor will not be saved Crenie a5 new st

NY change made to an asset

in BLOX Total CMS will
cause the asset to be out of date
on the Adobe InDesign page, and
can then be updated on the page.

CHAPTER 6 | OTHER INFORMATION
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IMAGES

Change the properties on images inside of BLOX Total CMS

» EDITING PROPERTIES

Images have metadata embedded in them.
The information includes a cutline, credit line,
title and preview images. This information is
valuable for the print and Web publications.

TiTLE: Each photo must CHANGE: SET CROP: Allows
have a title. This can be Allows you to  you to crop the
searched under and all AP importa new image for online
photos come with a title.  image. purposes.

BYLINE: This is
the credit line for
the photo and
will be placed on
the page as the
credit line.

i ITmage: Kenya: 5 amested over atback on Garissa collegs
+ T
t Kenya: 5 amestsd ouer attack on Garissa colens

Previsiy SR praviews

: B St erop

Tiadge

Photogranhars:

& Change -

CAPTION: This is
the cutline infor-
mation. It can

be edited here

and should not |
contain the credit
information.

Byiing
The Assoriared Press

| Capton:
fé| B 7 U =- | =E-Ei2

‘:é‘ - E - o A
= b i £y o
& woman weeps after she viewed the body of a relative killed in Thursday's
attack on a university, at Chiromao funeral home, Malrobl, Kenya, Saturday,
Aprll 4, 2015, Al-shabab gunmen rampaged throwah 3 university in
northeastern Kenva at dawn Thursday, killing scores of people in the group's
dzadliest attack in the East African country. Four milttants were slain by
security forces 1o end the siege just after dusk. (AP Photo/Sayyid Azim) bt

S1ART DATE/
TimME: This is
the time when
the image can -

be seen on the | ZWtddtine
website. However, | %15 2
when attached

as a child, it is

Presantztion:
- Maris - *

Display priority:
0101 PM (| |5

disabled.
PRESENTATION: This allows you to choose a
presentation mode for the website and for
print. While all the modes may work on your
website, only mugshot will make it publish
differently than a regular photo in print.
PREVIEW: Trage || Preview || Satcprevens STATIC PREVIEW: | mooe | Freven | stotic previews
Shows the [© cvere- | W= Shows a preview D
preview | 2e B automaticaly |27
associated generated When | @ rromerevie view
with the the image was
image on the imported into
website. TCMS.
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CHAPTER 7

Primt | Tags || Related

Geiweral
~J Ready for print

Shug:

Prnt-raady image fila {color):

nons
Upload

Print-ready imags fils (8W):

none

Motes:

Pubkcatiomns

Prni | Save -

Oher

ik

PHOTOGRAPHERS: This will add a link
to the photographers name online. By
clicking the link, readers will be able
to find photos by the photographer.

SLuG: Allows you
to name the im-
age for searching
purposes.

Reabpy For
PRINT: Thisis a
flag that can be
set for search
purposes.

NorTEs: Users
can attach notes
to the photo for
details on toning,
cropping or how
it will be used.

SAVE: Allows you
to save, save
and close, and
promote story in
the workflow.

DispLAY
PRrIORITY: You
can set the
hierarchy of an
asset, but this
is disabled with
child assets.

PRINT-READY IMAGE FILE (COLOR): You
can upload a CMYK version to be used
for print. When the asset is placed, the
RGB version will be replaced with the

CMYK version.

PrINT-READY IMAGE FiLE (BW): You can
upload a black and white version to be

used for print. When the asset is placed,
the RGB version will be replaced with the

BW version.
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CHAPTER '

» UPLOADING AN IMAGE

Many images will enter your BLOX Total
CMS system using an automated process
and a hot folder. However, that process does
take a few minutes and you may decide to
manually upload an image into the system.

() New asset~

Step 1

Image: (new) - |[3][%
Cll Ck NeW Asset. 1] Article | Tite: GPrinl | Tags || Related || Other
Step 2 i] Image Photographers: (= Ready for print
Select Image_ [] cotection ! Hoauthors are assocated vt s Slug:
Step 3 e SR o | Eena Prntsesdy nage e (coon:
: w From Syndication - Byline: none
Add image file. i g V‘;‘ i s
Step 4 @ Import Print-ready image file (BW):
Click Upload a file and o oo
ption:
browse to the file you want to upload. D @B U @ == 20 a5 G ||| etes
Step 5
Select the file and click Upload File.
Step 6
. . . Start date/time: Display priority:  Presentation:
lee the mage a Tltle. May 19, 2015 |3 |11:43 AM |~ - None - ~ -
Publications +
Step 7 sove_|-] (_concs
Fill in the Byline, Photographers, '
Caption and any other pertinent data. -
Upload file
Step 8 File:: _VBruwsa...E
Click the downward arrow next to : :
Save and select Save and Close. e
» DowNLOADING AP IMAGES
Downloading images is only done using AP s immesterko oo stk o e or ot M
. . . . | Tle: Pt | Tsge || Reatsd | Other
Webfeeds WIIE, Wthh 1S SlOle belng phased | [ Tymoshenka ar hunger strke to push for £ deal Miscellaneaus properties
out. Wire through syndication is the new norm. | == ., et BN,
Step 1 Step 3 ke .}" NG 3 Delete date,.?mé.7
Open the low-reso- Click Download ' s b R
. . . . . The Assaciated Fress Saures apaicaton
lution image asset in  in the Hi-res Image et .
BLOX Total CMS. section. Pammse
| Gapton: Prasantatian moe:
Step 2 Step 4 {E@m BT U E-EE(sH5-HO- % —No':rt ~
Select the Other Click OK. [ |t ettt e s i [
| | rally in suppart of Ukraine's integration with the European Union in front | f e e e T

tab.

S
HE image will download to |y T
the location of your Web

browser preference, which can be
mm changed at any time.
Tip

Remote image downloading

IGH-RESOLUTION images are only

available from AP for 72 hours. After
that, you will need to download them from
AP Newsroom.
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of the Ukrainian Cabinet of Ministers in Kiew, Ukraine, Monday, Nov. 25,
|| 2013 Hundreds of angry Ukrainians on Monday clashed with riot police

Davinload| | Lilond= 5
Location v
Workflow +
Custom proparties +
Revisions +

Print || Save - Cane

The hi-res image file is now being downloaded to your computer. To also save the file with the asset
you will need to also save the asset once the download completes.

ok |

CHAPTER 7 | IMAGES
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CHAPTER 8

SEARCHING FOR ASSETS

BLOX Total CMS has a powerful search tool that can find assets in different ways

» SLUG SEARCH

A slug search is the most common
search by far. It will search all assets

Step 1

Click Reset.

Step 2

Type your search criteria into the Print Slug
field in the Search Terms navigation bar. Slug
searches are case sensitive. Avoid spaces between
words. Use an * in place of a space.

Step 3

Click Search. Your results will populate.

» TEXT SEARCH

in the database based on the criteria
you enter into the Print Slug field.

Print slug -

LICK the Reset button before you
: : search if you do not get the search
Tip  results you expect. This clears the search
criteria you used in your last search.

A Text Search will search for the specified words in the slug,
byline, tagline, keywords, headline and body of an asset.

Step 1

Click Reset.

Step 2

Type your search criteria into the Text Search field
in the Search Terms navigation bar.

Step 3

Click Search.

» AUTHOR SEARCH

When you create a story, you can manually set the
author of the story or you can have your preferences
set it to you by default.

St?p 1 Author )
Click Reset 2

Step 2

Select the Author field.

Step 3

Click the magnifying glass.

Step 4

Select the author from the list or type the au-
thor’s name in the Query field.

Step 5
Click Select User and choose Search.

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

3 Aeset | =» Search

Search text

9 Active site: dhantz.local = | [ Logged in as: mmekillop@hotmail.com ~

(%) Default asset start time ) Preferences b
S8 Defautt assst workfow £ Editaccoun t |
e ttll® - fe
el [Z3 Rich text editor font size b
Mo
To automatically Step 2
set yourself as an Mouse over Pref-
author for assets that  erences.
you create: Step 3
Step 1 Mouse over Default
Click the login Asset Author.
details near the top Step 4
right of the window. Select Yes.
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CHAPTER ' 10C '

» SECTION SEARCH

You can search for assets based on the section with
which they are associated. A common search would be
for all AP National stories or all AP Food stories.

Step 1 put a check mark next to
Click Reset. the section for the type of
Step 2 assets for which you are
Select the Section op- looking.

tion in the Search Terms Step 3

navigation window and Click Search

» READY FOR PRINT SEARCH

During the editing process, a copy editor may mark as asset
as Ready for Print. This also could be done as part of the as-
set’s workflow. Searching for an asset based on the Ready for
Print flag is a powerful and common search.

Step 1 Ready for print -
Click Reset. [ Ready (17)
Step 2 [ Not ready (111757)
Click the Ready for Print
search criteria and check the Step 3
box next to Ready. Click Search.

» DELETED SEARCH

Section

Section
[] Uncategorized (153)

@ [ an i

e

i

oo

o ©
[

ooEo

)
B w on (1408}
@[] weather (12894)
@[] zsports (8351)

™ ara

Tip

HE Ready

for Print
search is
usually done
in conjunction
with another
search criteria.

There are times when you or some-  sets are not purged from the system
one else might delete an asset and immediately when they are deleted. A
then decide that it is still needed. As-  search for a deleted asset is common.

Stlgpkl i = HE Del.eted
Click Reset. o - search is
(S:tlepkzh Del d h () Deleted assets only ;. usually done
ick the Deleted searc i in conjunction
option in the Search Terms with another
navigation bar and check Step 3 ori
Deleted Assets Only. Click Search search criteria.
» START DATE » OTHER SEARCHES
Step 1 Step 3 There are many other types of searches
Click Reset. Enter a date range. that you can use to search for assets. Each
Step 2 You can also enter can be run independently but often are
Click the Start Date  “Today,” Tomorrow,” more efficient if run in conjunction with
Search option. “-1 days.” other types of search criteria.
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CHAPTER ' 10C '

» WIiLD CARDS

Wild Cards are characters that give your
search more power. They can be used to narrow

down searches more quickly.

SEARCH TEXT

title: Using this in the Search
Text field will only search the
title field. The keywords and
slug fields and the body of the
story will be ignored in the
search.

flags: You can use the Search
Text field for searching for
assets that have a particular
flag. While there is a check box
search for this in the search op-
tions, you can also do it in the
Search Text field.

Iflags: Users can search for
assets while excluding specific
flags in that search.
tag_section: Search assets
based on section tag. This also
has a drop-down search.

AND: A capitalized AND be-
tween two or more search
words will find assets that
include all the search words.
OR: A capitalized OR between
two or more search words will

find assets that have any one
of the search words but does
not need to have all the search
words.

?: Question mark will match
one wild-card character.

~: Tilde will support fuzzy logic.

Most search fields are case
sensitive.

Escapring SpeciAL CHARAC-
TERS: BLOX Total CMS Query
supports escaping special
characters that are part of the
query syntax with “\”. The cur-
rent lists of special characters
are: +v T &! |1 !1 (1 )1 {1 }1 [v ]v Av “,
~ %25\

PRINT SLUG

*: An asterisk stands for any
letter, number or string of
either. It can be used at the
beginning of a search string, in
the middle or at the end. It can
be used multiple times in the
same search string.

HE wildcards — title: and
flags: — must be in lowercase

Tip  to perform an accurate search.

LUG searches are case

sensitive.

Tip
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SEARCH TEXT EXAMPLES

Title: BC-US-Iraq

Will find all stories with BC-US-
Iraq in the title and only the title.

flags: ap

Will find all assets with the flag
of AP. So it will eliminate all local
content from your search.

cowboys AND Romo

Will find all assets that have the
words cowboys and Romo in the
title, slug or body of the asset.

cowboys OR Romo

Will find all assets that have either
cowboys or Romo in the title, slug
or body of the asset.

tag_section: ap/zsports/agate

Will find all assets that have the
section of ap/zsports/agate.

PRINT SLUG EXAMPLES

BC*Iraq*

Will find all AP assets with Iraq in
the slug because all AP asset slugs
begin with BC.

*Iraq*

Will find any asset with Iraq any-
where in the slug.

House*

Will find any asset that begins with
House and is followed with any-
thing else. For example, House Fire
erupts, or House Fire Kills Couple
would be found.

CHAPTER 8 | SEARCHING Tips
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» SAVED SEARCHES

You will use many of the
same searches over and over
again. For instance, you may
often search for all AP sports

stories, AP national stories or
assets that you created and are
listed as the author. You can
save those searches

To create a saved search:

Step 1

Click Reset

Step 2

Enter your search criteria and per-
form the search you want to save.

Step 3

Click the Add button.

Step 4

Type a name for your saved search

Step 5

If you want to share the search with
other users, check the box next to
Share Search.

Step 6

Click Save Changes.

]

Saved searches

== My saved searches
[=] Mark Search
&[] Shared by dhantz
& (-7 Shared by Jon Winters
# [~ ] Shared by townnews-townnews

Edit saved search

Search name:

Save changes | | Cancel

EpiT: To edit the name
or share a search, click
Edit, make change and

REMOVE: To remove a search from your
saved searches, select the search and
click Remove. Saved searches can only be

then save it.

removed by the person who created them.

Saved searches ¥
DuPLICATE: If someone i3 % Seg \SEARCH: To
shares searches with you = : use a saved
and you want to move it Ll My el seaethes search, select
into your Saved Searches : =] Mark Search the saved
folder and delete the ® ] Shared by dhantz search and
shared searches, select # [~ Shared by Jon Winters then click
the search you want, & [C] Shared by townnews-townnews Search.

click Duplicate, rename it
and then save it.

DEFAULT SEARCH: If you select a saved search and
choose the Default Search button, each time BLOX To-
tal CMS launches, that search will load automatically.

To Update a Saved Search:
Step 1

Perform the search you would like to save.

Step 2

Click the saved search you would like to

replace.

Step 3

Tip

YOU do

not need
to reset your
search before

selecting a
saved search.

Tip
AVED
earches

are stored in
alphabetical
order.

Click the Edit button. Because you select-

name of the search will appear.
Step 4
Click Save Changes.

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

ed the saved search in the previous step, the
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CHAPTER 9

USER PREFERENCES

Users can set certain preference such as workflow, author, start time and editor font size by default

» DEFAULT ASSET START TIME

When you create a story, it has a
default asset time of the time it was

@ Active site: dhantz.local ~ I% Logged in as: mmckillop@hotmail.com - :

created. This asset time is the time () Defautt asset start time €\ Preferences b
when it can be seen on the website if |58 Defaul asset workflow || Edit account
the story is posted with a site tag. £ Defautassetauthor  » |@ Logout T
[ Rich text editor font size |
?jtl'epklh User Pref . OST user
1ck the User Preferences option. Set default asset start time .
, referen ill
pr
e Use this preference to set the default start time to use P €Ierences w.
St p 2 for all new assets you create, This preference will last

only for the duration of your session. After logging out

Select Default Asset Start Tlme. and logging back in the system will revert to using the

current date and time untl you set this preference again.

remain with the user
from session to session.

Step 3 @ Set start time to the current date and time L
Choose the current date and time, © Set start time to a spedfic date and tine = However, a I?efault
or set a new date and time. = X Tip  Asset Start Time must
Step 4 be set each time the
Click Save [ swe || cancer user logs in if you want
it to be something other
than the current time.
» DEFAULT ASSET WORKFLOW
Step 1 -Defaultassetwurkﬁow
An asset can be Click the User Preferences option. Defauit workfow: Hone Z
aSSOClated Wlth a Step 2 _Savecnan_g_es_: I Cancel .
workflow by default Select Default Asset Workflow.
depending on the Step 3
user s preferences. Choose the workflow you would
like as the default from the drop- Step 4
down menu. Click Save Changes.
» DEFAULT ASSET AUTHOR
Step 1
You can set your . @i s warizioon | TR
preferences so that every C_th the User Preferences () Defau assotstartine | Preferences b
aSSet you Cl”eal‘e WZZZ Optlon' , z Default asset workflow i‘ i:: i::uunt
automatlcally have you Step 2 ﬁ‘?‘éﬁﬁﬁ?ﬁsﬁeﬂ"ﬁfgﬁnw = R;::E;:i:in:ﬂze : plinecs
as the author. Select Default Asset Author. ' * ™
Step 3
Select Yes.
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CHAPTER ' 10C '

» RicH TExT EDITOR FONT SI1ZE

The font size of the text in the Rich Text T | O Preferences are permanently
Editor in which users can view stories can it saved until you click the brower
be adjusted based on user preferences. Tip  refresh or press Ctrl+F5.

Step 1 @Ac‘twe site: dhantz.local * l& Legged in as: mmckillop@hotmail.com ':

Click the User Preferences option. () Defaut ssset star time .;} fences.)

S8 Defautt asset workflow 7 Edit account

Step 2 . . . & Defautassetauthor @ Logout e

Select Rich Text Editor Font Size. Ay rich text eitors currenty running [ Rich text editor font size b

Step 3 ~ L:T::Ichanges to take effect.

Choose Normal, Large or Extra Large
Large. Extra large
» USER IDENTITY

USerS Should enter their ‘5 Logged in as: mmckiﬂo;@lmtmail.;on?__ Edit user ac.c.mmt )
personal lnformatl'on on the ‘3%} Freferences b Identity | Profle | Interests | ‘Socal || Content || Avatar || Authentication
hosted side rather than in ‘g E"““T"““‘ E“"add‘“““ b ki i

og ou _— creen name:  Mark M

BLOX Total CMS. it Moo

Step 1 Step 3 Phone number;

Click Edit Account un- Fill in the form. EZ::Z Z
der the user logon details.  Step 4 e .

Step 2 Click Save. e

Click the Identity tab. —
» DEFAULT BYLINE AND TAGLINE

Users can have their byline and tagline Edft s account
Identity Profile Interests Social Content Avatar Authentication

added by default to every story they create. e A
Step 1 Step 3 ‘
Click Account uqder Type your byline into the _—

the user logon details Byline field and your tag- ‘ ‘
options. line into the Tagline field. I
Step 2 Step 4 :
Click the Content tab. Click Save. Lt )| G, )

» CHANGE PASSWORD

Users can change their password

Edit user account

anytime they llke by edltlng itin the Identity | Profle | Interests || Sodl | Content = Avatar | Authentication
ACCOMVZZ‘ ll’lfOI”ﬁ’lCll‘lOl’l @ Authenticate using a password
[T Change/set password
Step 1 Step 3 . N:w Dasswur::
. . . onfirm password:
Click Account under the Fill in the password RN
user logon details. information. OpenD dentfer
Step 2 Step 4
Click the Authentication Click Save. swe | cwes |

tab.
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Cuarter 10

SYNDICATION

TCMS can gather assets from websites and wire services through syndication.

» AP WIRE

BLOMT S o Extiimal * Sypediation -
(herrel Search ruliy
op -
1 Tree - Taie
S [l Ll Tesmpin ramery
et Tocry i
Serch Lent B Today i Hstory
Tociay in Histsry
1| Tosmy in Hastoey
Slug
Tocay m Helery
Type = |71 ] Tesapin Hsioey
"I ik Taiy i HEter
= 1mags s
I || BCFBC Colege FB Schaduin ADV L
Cangenes Louisiarm. Lnty e of dukansss 5
[CIEE
™ | Colege Foothall £chadde
-] L Lafayaste mt rbmesmn 2 TMipm
o I BCFBC-Coflege FB vhedule A0W 14
Entitkimant LaussiarmiLnlay ee ot dibnnsas 3. T30 pm
Start dato = [ | colegn Foottall Schaduie
i % Leusmiarm:Laisg rtn o Acbmrann 5 7230
To = [T Il BCcFBC—Coiege FE Schenue ADN14

Saurd searches

A

Step 1

Search for the
wire story. The
best search usually
involves the proper
AP category. To
choose a category,
click the plus sign
[+] next to ANPA
and choose the AP
category in which
the story would
move. Add other
search criteria and
then click the
Search button.

LoArdng-Lak  tO2 & ANKSE S 3

| Teday in tory

Tocay in Hislary

Conmpuiar sfaciint Dl B0 wark m hom e networking tach

Categories
=L ANPA
_| Advisories
Agate
H || Business
Commentary
Entertainment
| Food
International
Lifestyles
_| Lottery
_| National
| Politics
E [ |Race

Zpecial Events

|| Sports
State
Travel
_| Washington
@ ] wWesather
H [ ] Z5ports

B Logped e mmckmbapgh otead com= | o
v am
S p— it s + [ ]
FE dn 17, 2017 410 F .

Tip

gk A hanonal b TE, T N1:00 P
SSETS
ARFR T Nafonsl e 20 P
will
D aene 4 1 ) . .
remain in a
AMPA T Z5gumm | Agaks New 14, 2517 0300 . .
—M syndication
AP Spari | dgeie hdow 14, 2247 0505

channel for
! 72 hours

HHP T3s0re | Agule

AP Seori | Agen Ny 14 20T G300
m
) ApiFd | Phgorn i aguis hiew 12, 2T OB 00
“H
I ] My 13, 61T IU M
AR e 3.0

il Woic ke @nd ASbany High 52 heol conesr Som
sty 1t Gty Techrology Govier i Akan

Step 2

Double-click a story. This will
allow you to view the story and
read it.

Step 3
Click Add to Site if you want to
use it in print. I
Step 4 ST |
Edit the story and prepare it for : R
print. For example, budget the
story, edit the text, rewrite the
headline, etc.
Step 5
Click the downward arrow on
Save and choose Save and close.

HEN you click
. Add to Site, a
[ || . .
Tip Dewspaper icon will
appear next to the story
in the Status column.
PaGE
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» UPDATING A WIRE STORY

The Associated Press periodically updates stories. If they are
syndicated with the same unique name, a user will see a red
icon in the status column.

Step 1 story, hover over InCopy and Step 3

If the story has been placed  select Check In.) Click Add to Site near the
top-right corner of the window.

already and you would like to Step 2
update it, check the story in on Go back to Syndication in Step 4

the page. (In InDesign, click  the Web browser and click the A dialog box will open.
the story, then right-click the story one time. Click Add to Site again.

» SYNDICATE OTHER WIRE SERVICES

Other wire services can be syndicated into TCMS. e
Aside from the Associated Press, there is built-in
support for CNN, Field59 and Reuters. You can

also create a RSS/ATOM Feed for other services.

Choose a content provider:

® AP Associated Press

2% BLOX CMS site

[] RSS/ATOM Feed

Continue

» SYNDICATE FROM A TowNNEws HosTED SITE

A channel can be created to syndicate content from e
your hosted BLOX CMS site down into TCMS.
This can allow content to be posted online first and
then syndicated down for print.

Choose a content provider:

# Ap Associated Press

2% BLOX CMS site

This also allows sites to syndicate content from a o CNN

BLOX CMS site within the same company or from & Ficldss
a site with which they have agreed to share content. """

[ RSS/ATOM Feed

Continue
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Cancel

Cancel
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» SYNDICATION SEARCHING T1Ps

SLUG SEARCH IS NOT CASE-SENSITIVE:
While the slug search in the browser
asset manager and the Asset Manager
in InDesign is case-sensitive, the slug
search in Syndication is not.

Future START DATE: Assets with

a Start Date that is in the future

are embargoed by the wire service.
Examples of this would be select
feature stories and columns and
regular items like Today in History.
ENTITLEMENT SEARCH: If you cannot
find a story when using AP categories
as part of your search criteria, find out
under what entitlement the content

moved and search by Entitlement.

The wire service can tell you what
entitlement under which content
moves.

AP ONLINE: This is the abbreviated
Associated Press feed that is meant for
online purposes.

MobiricatioN DATE: Use this option

to find assets that have come into the
system and that may have been updated
by AP since they entered the system.
SAVED SEARCHES: The saved

searches in the Syndication area are
independent of the saved searches in
the asset manager.
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=

Entitlements

AL & ML Stresks (20959)
AP Alabama - Sports only (40772)
AP Alabama - Weather only (30024

_| AP Alabama State MNews - Mo Weal

AP Alaska - Sports only (40773)

_| AP Alaska - Weather only (30026)

AP Alaska State Mews - No Weathe
AP Arizona - Sports only (40774)

AP Arizona - Weather only {20028)
AP Arizona State News - Mo Weath
AP Arkanzas - Sports only (40775)

| AP Arkansas - Weather only (30030

AP Arkansas State Mews - No Weal

_| AP Business Mews (F Wirg) (30587

AP California - Sports only (40776)
AP California - Weather only {30032
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INDESIGN & BLOX

BLOX Total CMS integrates well with Adobe InDesign

» THE BrLox MENU

Cuaprter 11

The BLOX Total CMS drop-down menu provides the integration between BLOX Total CMS and Adobe
InDesgin. There are many functions, including creating templates and pages, saving and retrieving snip-
pets, preventing assets from saving back into BLOX Total CMS, and placing stories.

AsseTr MANAGER: The interface that is
used to find and place assets from BLOX
Total CMS onto the InDesign page.

LoGourt: Used to logout of BLOX Total
CMS in InDesign.

Jumps: Allows users to jump stories
from one page to another and auto-
mates the turnlines and jump heads.

TRIMMING: Gives the users the ability
to trim stories for print but keep them
intact for publication on a website.

Lecacy ImaGe FuNcTION: This option
allows the user to export a selected
RGB photo to a CMYK or Grayscale
folder for toning. It also includes the
function to import the toned version to
replace the RGB version on the page.

DETAILS: Gives the users information
about the frame and what has been
placed in it.

Abpp FRAMES: The four options for
adding frames gives the user the abil-
ity to create frames on the page and
add them to InCopy Assignments, and
in some case back to the story asset..

Story FLow OPTIONS: Allows you to
tag a frame with options that help
maintain its dimensions and styles no
matter what content is placed into it.
For instance, you can set the frame
to maintain its dimensions no matter
how long the asset is.

Asset Manager...
Logout
mmckillop.local

Set Docurment Dormain...

Change Domain »
Jurnps »
Trirnming »

Image Statuses...

Image Statuses Shortcuts »
Legacy Image Functions »
Details »

Add Frames to Selected Asset...
Add Selected as Element of k
Add Selected to r

Add Selected Together

Elernent Types r
File References »
Story Flow Options »

Releasze Selected Aszets..,
Create Mew Article...

Clone and Move...

CReATE NEW ARTICLE: Gives users the
ability to create a new article from a
text frame on the InDesign page.

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

Ser DocumeNnT DoMAIN: If your site
uses more than one domain, can move
that document to a different domain.

CHANGE DomaIN: If your site uses
more than one domain, you can switch
between domains within InDesign. Your
current domain is listed in the menu
above the Change Domain option.

IMAGE STATUSES: Gives the users the
ability to export RGB images from the
page to a specific folder for toning. Also
contains the option to import toned
photos to replace the RGB images.

IMAGE STATUES SHORTCUTS: This op-
tion goes to the same dialog box as
Image Statuses, but it selects which
specific function in that dialog that you
are performing.

ELEMENT TYPES: Labels the text frame
for a specific type of content, such as
pullquote, byline, child or headline.

FiLe REFERENCES: Labels a text frame
as a placeholder box or shows its
BLOX Total CMS UUID number.

RELEASE SELECT ASSETS: Breaks the
connection between TCMS and the
text frame.

CLoNE AND MoVE: Allows you to clone
the layout while duplicating all the
assets — or selected assets — for use
on another document or publication.
NOTE: Available with Creative Cloud.
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CREATE INCoPY ASSIGNMENT:
Gives users the ability to create
Incopy assignment files from an
asset already on the page.

CHeck Out ALL: Checks out all
assets on the page.

DocuMENTS: This allow you to
create and open existing pages.
There are also functions for
printing documents, combining
documents together and splitting
a multi-page document into
individual pages.

Pace ConTeNT TyPES: This can be
used to label pages to apply snip-
pets automatically upon creation.
Requires some initial setup.

ABouT: This will give you copy-
right and version information
about BLOX Total CMS.

DoCUMENTATION: Gives the user
access to all BLOX Total CMS
documentation in PDF format.

OPTIONS: These are development
functions and will not be used by
a typical user.

Create InCopy Assignment...

Add Selected to Parent Assignments
Check Out All...

Remove InCopy Assignment...

Update InCopy Assignments

Documents >
Page Content Types »
Place Page Design Snippet »
Place Design Element Snippet »

Export Snippet...

About...

Documentation k
Options »
Utilities 3
Developrnent »

DEVELOPMENT: This gives template
masters a few utilities that help them
with rulesets and template setup. This
must be turned on with a password.
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ApD SELECTED T0 PARENT As-
SIGNMENT: Gives users the ability
add a frame to a parent InCopy
Assignmennt.

Remove INCopPY ASSIGNMENT:
Removes the InCopy Assignment
association with an asset.

UppATE INCoPY ASSIGNMENT:
Updates the InCopy Assignment
association with an asset.

PLAcE PAGE DESIGN SNIPPETS:
This is a listing of all available
full-page snippets — snippets that
are placed according to X and Y
coordinates on the page.

PLAce DesigN ELEMENT SNiP-
PETS: This is a listing of all avail-
able element snippets snippets,
or furniture. For example, mug
shots, pullquotes, info boxes.

EXPORT SNIPPETS: Allows you to
save a snippet from your page to
a central location.

UTiLimiEs: These are functions
that most often will be used by
developers but can be used by
certain users.

CHAaPTER 11 | INDESIGN & BLox
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THE ASSET MANAGER

Placing stories on an InDesign Page through the Asset Manager

» PREFERENCES

CHaPTER 12

Asset Manager - mmckillaplocal - Adobe® InDesign® - <mmckillop@hotmail.com Mark

Basic Search Advanced Search Budget View Syndication

Search Results:

Image Place Order:

CMS CMYK —> Toned Image... ~

e,
{ Reset Asset Manager /J
-

] Notes Preview

(" apply ) ( cancel )
— —

Preferences

Asset Preview:

BLOX Columns Column Widths Sort Order Include Location Data
L. TOTALCMS E—
] Presentation ] Display in separate tab
Number of Search Results: Placed Tcon I prioity Relative Width:
20 v O
[ Auto Search Agate ] Section
Advanced Search: Child Count
Default %%pubdate%%: Print Ready [] Sites
Today +1 day e [ Toned Grayscale
%%pubdate%% Format: [ Toned Color
Yy ~¥|MM  ~|DD ~ [ Start Time
%%pubdate%% Separator:
~ [ Depth
Number of Search Options: ] Title
14 -
] Headline Workflow

7] Adobe InCopy Assignment

Syndication

Tip

THE
escape

. keyon your
keyboard
will close
the Asset
Manager.

NuMBER oF SEARCH RESULTS: The
number of results that will appear on
each page of search results.

AuTo SEARCH: The Auto Search option
allows the Basic Search to populate
the Search results with the last used
search each time you switch to the
Basic Search panel, including by just
opening the Asset Manager. Without
Auto Search selected, the prior search
results are cached.

ADVANCED SEARCH — PUBDATE: Pub-
date determines its date from the date
of a properly named publication. If a
publication isn’'t open — for example
for InCopy users — this option will not
produce the desired search.
ADVANCED SEARCH — PUBDATE FORMAT:
The format of the pub date can be cus-
tomized to match the slug naming con-
vention at a site. Any order of year (two
or four digit), month or day can be used.
And you can skip fields if you want.
ADVANCED SEARCH — PUBDATE SEPA-
RATOR: The separator used in the date

of an asset: a hyphen, underscore,
space or nothing.

ApvaNceD SEARCH — NuMBER oF Op-
TIONS: The number of search options
that can be entered into an advanced
search in the Advanced Search tab.
ImAaGE PLACE ORDER: The order of
locations where BLOX Total CMS will
check for high-resolution images to
replace low-resolution images.

REeseT Asset IMANAGER: Returns
preferences to the BLOX Total CMS
default values.

SEARCH REsuLTs — CoLUMNS: Allows
the user to choose what columns show
in the Search Results area. With all op-
tion deselected, the order in which these
are selected is the order they will be in
the asset manager from left to right.
SEARcH ResuLTs — DispLAY ORDER:
Allows the user to choose in what or-
der the columns appear in the Search
Results area. (Disabled)

SEeARCH REsuLTs — SoRT ORDER: Al-
lows the user to choose how the results

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

are ordered — by Start Time, Slug, etc.
in ascending or descending order.
SeARcH REsuLTs — INCLUDE: Allows
the user to choose whether to include
children or related content in the
search result.

Asset PREVIEW — LOCATION: Allows
the user to see the preview of assets
to the right in the Asset Manager or

in a separate Preview tab, and to de-
termine how wide the preview pane is
when part of the Basic Search window.
Asset PREVIEW — DATA: Allows the
user to decide what information —
workflow, depth, notes, etc. — will
appear in the preview.

Asser PReEVIEW — DispLAY ORDER: Al-
lows the user to choose in what order
the information is displayed in the
preview pane. (Disabled)

Asser PREVIEW — SYNDICATION: Al-
lows the user to import assets from
syndication just by clicking them. Us-
ers can also have asset marked with
the placed icon.
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» BASIC SEARCH

Asset Manager - mmckillop.local - Adobe® InDesign® - <mmckillop!

il.com> Mark

Syndication

LA CR|ISG Slug

T|P /L A|IC|R SG Slug

W P Title

Basic Search Advanced Search Budget View
Search Results:
BLOX T e
L TOTALMS 4 TNT
N ) o
search Terms: 2 T
e Reset #8 Search 4@
enter search text: v
A TNT
enter slug details & TNT
select a saved search ~ CLL
8 TNT
select an asset type ~ J [\
lect 1 By
select a section -
= 10|
select a workflow v -
Children:
Placement Options:
[ Merge
(] Create Assignment
] No Write-back
(] Auto-Release
Toned Image Search
(] Maintain Related Content:
Columns | 2 O Style
{ cancel { ok 4 4 |page |1

Preferences

Workflow M
sen_20170911_grains
sen_20170911_metals
sen_20170825_finances
BC-KX-STOX-TEST-STOX

mmtest hyperlink

mmtest betting

170702 CF riot 02

170702 CF riot 03

170702 CF riot 01

A25 mmtest170629_local_riverfrontcopy
BO1 170629 _riberfront

BO1 t_riverfrontparkeventopport

ADOB

Workflow M

Content

of 371 b b 1to 20 of 6410

Preview:

SEARCH TERMS — RESET: Removes all
search criteria from the search fields.
SEARCH TERMS — SEARCH: Performs
the search based on the criteria en-
tered.

SEARCH TERMS — SEARCH TEXT: User
can search for text in the body of an as-
set, the slug, the byline, or the title.
SEARCH TERMS — SLUG: User can
search for specific slug or slug varia-
tions.

SEARCH TERMS — SAVED SEARCH:
Searches created in the BLOX Total
CMS Web editor will show up here.
Also, users who create searches in the
Advanced Search tab and save those
can find them located here.

SEARCH TERmMs — AsseT TYPE: Allows
users to narrow searches to specific
asset types, such as articles, images,
PDFs, etc.

SEeArRcH TERMS — SECTION: Users can
narrow searches based on section tags.
SeARcH TErRms — WORKFLOW: Users
can narrow searches to specific work-
flows and workflow stages.

PLAcEMENT OPTIONS — MIERGE: Allows
users to place more than one text as-
set in a single text frame.

PLaceEMENT OPTIONS — CREATE As-
SIGNMENT: Allows users to create an
InCopy assignment so users can edit in
InCopy and see the design layout.

PLacement OptioNs — No WRITE-
BACK: Prevents changes to the asset
on the page from being written back to
the database.

PLAcEMENT OPTIONS — AuTo-RELEASE:
Releases the asset as it is placed. No
placement information will be recorded.
PLacemeNT OpTioNs — No Stanp-
ALONE HEADS: Prevents headlines from
being placed with Standalone images.
PLacement OpTioNs — ToNED Im-

AGE SEARCH: Tells BLOX Total CMS to
search for a replacement image for the
RGB image in the database and swap
the images on placement.

PLAcEMENT OPTIONS — IVIAINTAIN: This
option will keep maintain the frame
size when placing an asset. When not
selected, the frame will adjust in size
to fit the text of the asset. This can also
be achieved through the rulesets.
PLAacEMENT OPTIONS — CoOLUMNS: Al-
lows the user to choose the number of

columns for the text frame on the page.

This will be filled with a suggested
number based on the size of the text
frame and the number of columns on
the page it is covering.

SEARCH REsuLTS: Shows the results of
the performed search.

PREVIEW: Shows the preview of assets
that are selected in the Search Results
area.

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

SEARCH RESULTS

COLUMNS

T: Type of asset, such as
whether it is an article, im-
age, PDF, etc.

P: Whether the asset has
been placed. If it has been
placed, you will see the In-
Design icon in the column.
L: This column shows if the
asset is locked. A lock will
appear in the column if the
story is open in Web editor
or if it has been placed on a
page and is checked out.
A: This column shows if the
asset has an agate flag.
Common types of agate
include sports, business and
politics.

C: This column shows the
number of child assets
associated with an asset. If
no child asset is associated
with an asset, the column
will be left blank.

R: This column will contain
a green check mark if the
asset as been marked as
Print Ready.

SG: Shows the section and
page where the asset was
placed or for the page in
which it was budgeted.

CHAPTER 12 | THE ASSET MANAGER
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» BUDGET SEARCH

Asset Manager - mmekillop.local - Adobe® InDesign® - <mmckillop@hotmail.com> Mark

Basic Search Advanced Search Syndication Preferences

BLOX

- TOTAL CMS

Budget View
Search Results:
T|P [L|A|C|R|SG Slug

Preview:
workflow M -

The Budget
View tab will
show assets
that have been
budgeted for the
active page, the
current docu-
ment, the section
of the active
page, the edi-
tion of the active
page. The search
can be limited
to placed assets,
budgeted assets
or both.

Search Options:
() Active Selection

O Active Page

() Current Document

(O Edition of Active Page

Budgeted or Placed  ~

Children:
Placement Options: TP LACTRSG Slug
O Merge
] Create Assignment
) No Write-back

[ Auto-Release

Workflow M

Toned Image Search
] Maintain

Columns | 2 Q Style

Related Content:

W P Title Content

( cancel ) ( oK y 4 4 |Page 0 of 0 b PlOtoOofO
. AN J

and there will be no write-back.
PLacemenT OpTions — No
STANDALONE HEADS: Allows you

depending on the option chosen.
SEARCH OPTIONS — BUDGETED:
Shows all the budgeted assets for

SEARCH OPTIONS — ACTIVE
SELECTION: Allows the user to click
on a frame with a placed asset

and find the asset quickly without
searching. Helpful when reflowing
an asset.

SearcH OpTioNs — AcTIVE PAGE:
Shows the budgeted assets for the
InDesign page that is open.
SEARCH OPTIONS — CURRENT
DocuUMENT: Shows the budgeted
assets for any page in the open
InDesign document.

SeARcCH OPTIONS — SECTION OF
AcTIVE PAGE: Shows the budget
assets for any page within the
same section as the open page.
SearcH OpTioNs — EDITION OF
AcTivE PaGE: Shows the budgeted
assets for any page in the same
edition of the open page.

SeARcH OPTIONS — BUDGETED OR
PLACED: Shows all the budgeted
or placed assets for either the
page, document, section or edition,

either the page, document, section
or edition, depending on the option
chosen.

SEARCH OPTIONS — PLACED: Shows
all the placed assets for either the
page, document, section or edition,
depending on the option chosen.
PLacemeNT OPTIONS — MERGE:
Allows placement of the budgeted
text asset within a frame that
already contains content.
PLAceEMENT OPTIONS — CREATE
ASSIGNMENT: Creates an InCopy
assignment as the budgeted asset
is placed.

PLacement Options — No WRITE-
BACK: Disables write-back of changes
from the placed budgeted asset.
PLacemeNT OPTIONS — AuTo-
RELEASE: Releases the budgeted
asset as it is placed so there will be
no record of it even being placed

to place a standalone image but
without a headline. This option is
only available if you have an image
selected.

PLacemeNnT OpTioNs — TONED
IMAGE SEARCH: This option
searches for a toned image to
replace an RGB untoned image
when the asset is placed.
PLAceMENT OPTIONS — IVIAINTAIN:
Allows you to place a budgeted
asset into a frame, and the frame
will maintain its size.

PLAcEMENT OPTIONS — COLUMNS:
Allows you to place the budgeted
asset and set the number of
columns in the frame. There will be
a suggested column number that is
based on the size of the frame and
how many columns it is covering on
the page.

CHAPTER 12 | THE ASSET MANAGER
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» PREVIEW

If you set your preference
to preview assets in a separate
tab, the Preview tab will be
active. Select an asset in the
Basic Search tab and click the
Preview tab to view informa-
tion about the asset. This infor-
mation will include the body
of the text and any information
you have chosen in your prefer-
ences to include. Image pre-
views also will be shown here.

Press OK to place the asset.
Press Cancel to close the Asset

-
| Earet Mansgermeckiiap local - Adune® InDesgn® - < mmakibopd hatmad.coms. Mark
- -

Manager.

T HILE you can view an

asset’s information and

Tip  contents, you cannot edit it
from the Asset Manager.

» PERFORMING AN ADVANCED SEARCH

Asset Manager - jwinters.iocal - Adobe € Inlresigni® - <mmckilfop@hotmail.com= Mark McKillop
Basic Searth Advanced Search Budget View Froview Pages Preferences
r Search Options
- Eh?cé Slug lsp v [ Foemtesz =]
 Saved Searches v
Reset @ | Search = =]
My_Stuff :
—
|
‘|
T
]
|:<'.=| & Tmmteste )
Step 1 above and to the them in additional
Select the Ad- right. drop-down menus.
vanced Search tab. Step 4 Fill in the search
Step 2 Enter the search criteria for each.

Select a Search
Option drop-down
menu.

Step 3

Choose one of
the options. A list is
shown in the graphic

criteria next to the
search option.

Step 5

Optional — Choose
as many other search
options as you would
like by choosing

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

The number of pos-
sible options can be
limited in the Prefer-
ences tab.

Step 6

Click Search.

Search Text is
Slug is

Asset Type is
Sections includes
Sections excludes
Workflows includes
Ready for Print is

Author includes
Byline Text is
Flags includes
Flags excludes
Geo Tags includes
Geo Tags excludes
Keywaords includes
Keywords excludes
Mot Placed in

Start Date is
Earliest Start Date
Latest Start Date

T O search by

NN pubdate, you

Tip must first set the
pubdate preference
in the preferences
tab to match the
date format in
your asset naming
convention.

CHAPTER 12 | THE ASSET MANAGER
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» PLACING AN ASSET

Step 1

Select the frame where
you would like the asset
to flow.

Step 2

Click the BLOX Total
CMS drop-down menu
and select Asset Man-
ager.

Step 3

Using the Search Op-
tions, search for an as-
set. The search options
behave the same as in
BLOX Total CMS.

Step 4 - Optional

If you have not set the
number of columns for

your text frame on the

Asset Manager - mmekillop.local - Adobe® InDesign® - «<mmckillop@hotmaileoms Mark - R ®
Basic Search Advanced Search Budget View Syndication Preferences
Search Results: Preview:
BLOX T|P LA CR SG Slug Wo = Locked: o
« Children Complete: 1
TOTAL CMS Z “talk-nr
- 3 B A1, A1 20160730-street-talk-nr-lasker « Depth: 47.71
= @ A25 20160730-street-talk-nr-lasker = Flags: =
Search Terms: A TR EHeadIme: Dub’uuue NAACP
D Reset # Search arget of anonymous
i€} riot10.JPG-21154094.1PG postcards<!-g:31->
: = [otes: PHOTO: Yes
enter search text = riot9.1PG-21154108.1PG GRAPHCT: No.
I} riot14.JPG-21154098.1PG WEB: PDFs of postcards
enter slug details - ¥ s Placed:
I=]] riot11.1PG-21154095.1PG 2016_05_15_THD_A_001
= riot12.JPG-21154096.1PG Budgeted: 2016_06_01_GPC-
select a saved search ~ RVR A 08
./ [ GPC-RVR 1 & A001 05152016-1a-postcardwriter - edited . braniue'
select an asset type ~ v 05152016-1a-postcards = Sections:
e 9 [ GPCRVR AD0L  05132016-anonymouspostcards2 fjﬂﬂeiidglgthzuﬁifpgﬂtgzt
select @ secion LA mmtest livestock richmond identity of the author. However,
city officials have linked simiar
select a workflow ~ profane mailings to a retired
. police captain who had been
Children: cited for harassing a city offical.
Placement Options: TP L ACRSE slug Workflow » uuid:bc37b86e-2753-11e6-
O GPCRVR A001 05132016~ tcards2 8509-00163ec23a77
Ll Merge 4 E SIS ReLSBEs L = Content Raw: <p=>A local
(] Create Assignment MNAACP leader said the
. organization won't be
[ No Write-back intimidated after receiving an
) Auto-Release anonymous postcard blaming
= “black bastards” for 3 surge of
lo Standalone Heads heroin use in Dubugue.</p>
<p>Rather, he would prefer to
Toned Image Search start a conversation with the
[ Maintain Related Content: author, a prolffic, yet anonymous
writer who sends the
Columns | 2 o) Style WP Title Content organization postcards on a
weekly basi
=p="1don v what the
( ™ ( ™ intent is, but ot going to
[ Raw ) (_ Refresh ) change any of our actions or
what we plan on doing for the =
\Caﬂ—ce\) (Lo ) M 4 |Page 3 of 321 b bl 41 to 60 of 6410
— — ]

page, you can do it from"
the asset manager with

the slider control or the box. This
will automatically be populated
with a suggested number based
on the number of columns on the
page and the chosen text frame

covering those columns.

Step 5

Double-click the asset, or click
it once and select OK to flow the
asset into the selected frame on
the InDesign page.
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Tip

LICKING

Search with
no search criteria
entered will return
all assets in the
database.
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» IVIERGING ASSETS

Asat banager - paintariocsl - Adebe® InCsdgn®

- smmckilapd hetraibooens Malk Mg

O] hie Standakins Head
™ Toned [mage Search
[ Nairtae

Columns [l ] — &1

Drsictesrts Advanoed Sewil | | Bidgidimy | Fomie || Peee | fredenenian |
Search Eesulfs: :
} BLOK .T FIL A -:‘.F! E.‘q | Wandiow -Dtp-ﬁ -;ﬁ.ﬁ-'ih' Secfion i\eTap-Enm; ir
TOTAL Ch= -___- o _-__---ﬁ::--;rj--l:laﬂlgk"h"-bil? WirafEdt -':5._-“"“____i.ﬂ-u'i':-ll:-‘m'- T Noww
- = | BC-US-Teacher -5 Charges WigEdE 455 apynatiaresl
[ St T —1| = BC-0F-Cafite Campany FaldLst Lo Arnety wruEdE Ba2 Az Mov 5 Lows frm pid
Roset B Search — OIS~ Tras el 2 i-Diroraery Fark Wreitd: 57 spirvel Mov T, 031 1900 Wew Temn muse
] ACTOC--Tinat-Orawe's Plape Vred: L8 apfeperis TowF, 2011 14550 Broen laoking tg
il 7] LIS Varshy Dlain-Fra Soemch Ath L Wiribaibre WirgEdt 1324 spiaban W man fights df
| (4 BCFEL-. TI5-Migsmpippl &-Tings A3 Proview Capasle WirglEdr 115 aplpors
d ._ BEFBC-T25-Mssissipp St-Teas AN Frevies Capsale WirgEdt 1235 pfasports
[ sstact 3 svedsparch  w| || (3 Csmmeksgnwgtehibe  wrgEnr wnfuashingran Hav 7, 201 15100105
= — | 1 OC-US-Gay ghis-Tenshe 51 Lo-aribethrs Veretdt 308 pfspshingtan Mow 7, 3003 L3EL0T  Senete OKs gavr
salect an sk tpe =] i 1 i e Iy
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MERGING ONE ASSET AT A TIME

Step 1

Put your cursor in
a text frame where
you want to place an
asset.

Step 2

Select the BLOX
Total CMS menu
and select Asset
Manager.

Step 3

Perform a search

for the asset or as-
sets you want to
place.

Step 4

Select the Merge
placement option on
the left.

Step 5

Double-click
the asset or select
it once and click
Merge.

MERGING AND INCoPY
If you need to merge assets and they are to

go online unmerged:

Step 1

Edit each asset in
the Web browser be-
fore they are merged
on the page.

Step 2

When placing the
first asset as merged,
select the Create As-

signment check box
and name the asset
that will contain the
merged set in the
print publication.

This new asset should
be entered into a
workflow that does
not go to the Web.
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MERGING MULTIPLE ASSETS AT A TIME

Step 1

Put your cursor in a
text frame where you
want to place an asset.

Step 2

Select the BLOX
Total CMS menu and
select Asset Manager.

Step 3

Perform a search for
the asset or assets you
want to place.

Step 4

Select the Merge
placement option on
the left.

Step 5

Select each asset you
want to merge together
by holding the Ctrl key
when you select.

Step 6

Click Merge.

m ELECTING multiple assets

in the Asset Manager is only

Tip possible when Merge is selected.

INSTANCES WHEN YOU WOULD USE MERGE:

AGATE: Even if agate is placed in separate text frames,
merge must be selected to any headlines and to format

the text correctly.

BRIEFS: If you are placing multiple briefs into a text
frame to create a briefs rail, merge must be checked.
Also, checking Merge will prevent separate headline
frames to be placed with the asset.

OBITUARIES: If you are placing multiple obituaries into
the same text frame, merge must be set.

CHAPTER 12 | THE ASSET MANAGER
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BLOX Total CMS integrates well with Adobe InDesign

» CHANGE DOMAIN

If your site has more than
one domain, users can switch
back and forth between do-
mains.

OU can choose

] |

ke to remove all

Tip  domains from a
document so that
it will not have any
stored placement
information.

» LoGcouT

This allows you to logout
of BLOX Total CMS without
closing InDesign. This may be
necessary if there have been
change in the BLOX environ-

» SET DOCUMENT DOMAIN

If your site has more than one

Choose the domain to switch to:

domain, when you create a page,

t A t d A th td ., ﬁl @ mmckillop.local _OK
1T 1S Stored 1 that adomain's c © moline.local __
StI'uCtuI‘e. You can Change the () Remove All Domains From this Document Cancel
domain of the document.

Step 1 Domain.

Open the Adobe InDesign Step 3
document. Choose correct domain.

Step 2 Step 4

Click the BLOX Total CMS Click OK.

menu and select Set Document

ment that requires a refresh of
the BLOX menu. For example,
if pages are created or snippets
added to the system, they will

not be visible to users until the

user logs out or unless the user
closes InDesign and reopens it.
You will not be able to logout
if pages are open.

» DETAILS

Once an asset is
placed, you can find
details about the asset
by selecting the frame
the asset was placed
into and then choos-
ing Asset Details from
the BLOX Total CMS
drop-down menu.

The Asset Details di-

alog box includes such
information as the asset
slug, the asset work-
flow, the asset revision,
whether writeback is
enabled, whether it

is associated with an
InCopy assignment and
the title or headline of
the asset.

HE Asset Details of an

images gives slightly different
information than an article. If
the OK button is out of reach on
your monitor, press Esc or Enter.

Tip
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Ascet Details:

BLOX

TOTALCMS

Asset Defails:

Frame Slug:

Searchable Slug

Title:

Assel

Fearchable Asset

Crmain:

Current Workfow

Current Sections:

Current Flags

Current Print Notes:

Part of an Assignment:

Element Frames

‘Wite-back Enabled:

Defaull Frame Revision

Asset Revision:

Currently Qut of Date

Prior Out of Date:

Selact Asset:
MMBC ID-Caldwel Fire =

MMEBC-ID--Caldwell Fire
property_print_slug:MMBGC?1D3 7Caldwell 2Fire
Fire reported at Caldwell fireworks business
B6f6a17a-e848-11e0-bB1f-00163ec2aa77
uuic:8676a17 a-#848-11e0-b817-0016JecZaar 7
test.local

apistate
ap
Eds: APNewsNow.

false

main stoery,print_neadline, print_subheadline
true

4

4

false

false

Ok
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» TRIMMING

Trimming allows the user to
trim story content on the InDe-
sign page but have that content

Libyan fighters assault main Gadhafi base in Sirte:
Revolutonary
fighters o

i lowol

base in Sirle
SR LT

# CONDITIONAL TEXT | =
| [ | tuncondiionail

'@ I iprint_w'\m ]

remain as part of the asset to
be posted on a website. The
user can also trim the story
and cut the overset to a new
BLOX Total CMS asset.

To TRIM A STORY:

Step 1

Highlight the text in a story that
has been place.

Step 2

Click the BLOX Total CMS menu

Step 3

Select Trimming and choose Trim.

To SHOwW ALL TRIMS:
Step 1
Click the BLOX Total CMS menu
Step 2

Select Trimming and choose
Show All Trims.

To Cut OVERSET TO

NEW ASSET:

Step 1

Click the BLOX Total CMS menu

Step 2

Select Trimming and choose
Cut Overset to New Asset.

Step 3

Give the new asset a title, slug,
workflow and click OK.

Asset Manager..,

Logout
mmckillop.local
Set Document Domain...

Change Domain

Jumps

Trimming

Image Statuses...
Image Statuses Shortcuts

Legacy Image Functions

Detailz

Add Frames to Selected Asset..
Add Selected as Element of
Add Selected to

Add Selected Together

Element Types
File References

Story Flow Options

Release Selected Assets..,
Create New Article..,

Clone and Move...

Create InCopy Assignment...

Add Selected to Parent Assignments
Check Out All...

Remove InCopy Assignment...

Update InCopy Assignments
Documents

Page Content Types

Place Page Design Snippet
Place Design Element Snippet
Export Snippet...

About...
Documentation
Options
Utilities

RIMS can

be shown
or hidden using
the Conditional
Text panel. Click
the eye next to
print_trim to hide
the text. When the
eye is showing, the
trims are showing.

Tip

Trim

Show All Trims
Cut Overset to New Article...

T | HE print_trim

NN Conditional Text

Tip option is created
automatically.
However, users can
change the color of the
trim in the template.

CHapTER 13 | THE INDESIGN BLox MENU

When Trims are hidden, 'the Flg tlng . WwWas a}SO going . on f.f?”_Dr_:_"I__ONALTE"T %ﬁ%@

user will see a carrot icon in the af%u d a Gadhafi palace complex [T e e -
text where the trim is located, and AiGrdang o4k Elhiesle
the eye icon next to the print_trim i e e 1€ pUbLe Pla-
option in the Conditional Text za at the center of Sirte, between
panel will not be visible. the convention center and the sea,

commanders said. — I
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CHAPTER ' 10C '

» IMAGE STATUSES/ SHORTCUTS

Images that are posted online should be RGB images.
Print publication images are typically CMYK. Every site
reaches this goal differently. The easiest method of han-

dling images is to have them toned, both RGB and CMYK,
before they are entered into TCMS. This is not always pos-

sible, but is preferable.

IMAGES FOLDER:

HoTt FOLDERS:

\\tcms_loca-data_feeds

DEFAULT FOLDER LOCATIONS

\\tcms_purged\{domain}\Images

» ToNING IMAGES BEFORE BEING PLACED

MaNvAL ToNING

Step 1

Open the image in PhotoShop or
whatever image-editing software you
are using.

Step 2

Tone the image as you normally
would. This is the RGB version.

Step 3

Click File, choose Save As and save the
image anywhere you like using a naming
convention approved by your site.

Step 4

With the image still open, convert
it to a CMYK image and make any
adjustments needed for that mode and
your press.

Step 5

Click File, choose Save As and save
the image anywhere you like. You must
save it with the same base filename as

the RGB image. For example, if the
RGB image was named 11172014
dog, the CMYK image must begin
11172014 dog. You can add something
to signify that it is the CYMK ver-

sion, such as 11172014 _dog_cmyk,

but you cannot name the RGB version
11172014 dog_rgb and the CMYK ver-
sion 11172014 dog cmyk.

Step 6

Manually import the RGB version by
creating an Image asset, as described in
Chapter 7.

You can also tone all your images
and Batch Upload the images into
TCMS or use a hotfolder. An image
placed in a hotfolder will import into
TCMS in minutes.

Step 7

Move the CMYK or grayscale im-
age into the Images folder at \\tcms_
purged\{domain}\Images.

AUTOMATED TONING SOFTWARE

Step 1

Place the image in the location where
the software will find it. This is typi-
cally a hotfolder that is not connected
with TCMS.

Step 2

The toning software should be set to
tone two separate images — one RGB
for the Web and one CMYK for print.
They should be given the same name.
For example, if the RGB image was
named 11172014 dog, the CMYK
image must begin 11172014 dog. You
can add something to signify that it is
the CYMK version, such as 11172014

dog_cmyk, but you cannot name the
RGB version 11172014 dog_rgb and
the CMYK version 11172014 dog_
cmyk.

Step 3

The automated toning software
should be set to save the RGB image
in a TCMS hotfolder. Images placed in
these hotfolders will appear as an asset
in TCMS in a matter of minutes.

Step 4

The automated toning software
should save the CMYK image in the
Images folder at: \\tcms_purged/{do-
main}/Images
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UFFIXES

can be
used in file
naming if
the sufhix is
defined in
the toning
preferences.

Tip

HE

name of
the CMYK
version must
begin with
the name
of the RGB
version.
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» TONING IMAGES AFTER PLACEMENT

The RGB image should be toned be-
fore it is entered into TCMS. In the case
of an AP wire photo, the photo must be
downloaded before it is placed.

Step 1

Tone the Image for your website. It
should be an RGB Image.

Step 2

Save the image anywhere you like,
using a file naming convention that is
approved by your site.

Step 3

Manually import the photo by creat-
ing an Image asset, as described in
Chapter 7. Make sure you give the
photo a slug before you save and close.

You can also tone all your images at
one time and Batch Upload the images
into TCMS.

You can also use a hotfolder to
import the image. The hotfolders are
located in tcms_local data feeds. The
names of the hotfolders vary by site.

Step 4

Place the image, either as a stand-
alone image or as a child asset on a
properly named BLOX document.

Asset Manager..,
Logout
mmckillop.local

Set Document Domain...

Change Domain

Jumps

Trirming

Image Statuses...
Image Statuses Shortcuts

Legacy Image Functions

Details

Add Frames to Selected Asset..
Add Selected as Elernent of
Add Selected to

Add Selected Together

Element Types
File References

Story Flow Options

Release Selected Assets..,
Create Mew Article...

Clone and Move...

Create InCopy Assignment...

Add Selected to Parent Assignments
Check Out All...

Remove InCopy Assignment...

Update InCopy Assignments
Documents

Page Content Types

Place Page Design Snippet
Place Design Elerment Snippet
Export Snippet..,

About...

Documentation

Export for Toning..
Import Toned..,
Import from Ch5..,

Restore...

Tip

MPORTING

from CMS
allows you to
bring the image
in again as it was
when it was first
placed on the

page.

Step 5 e

Click the BLOX Total CMS menu,
hover over Image .
Statuses Shortcuts e £
and select Export - Presiene
for Toning. Bal';?é

Step 6

Untoned high-res-
olutions photos will
be selected in the Souree Emported | Shup Space | Res. |Faac | Type
dlalog bOX If the g untoned_High_Res Space_Shuttle  RGB L1 a1 JPES
photo you needed I @ Exportfor Toning: | @K e
toned is not se- 0 gt St

. ( Impart from C45:

lected, double-click > Restore: [ fose ]

the photo in the list |

to select it. Select

CMYK, Grayscale or one of your site’s
custom export options from the drop-
down menu and click Export.
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CHAPTER ' T0C '

Image Statuses i "
Preview:
BLOX —
TOTAL CMS [ ||
Tip
SERS can
export
Source Exported | Slug Space |Res. | Page Type
[/l untoned_High Res MYk Space_shuttle RGB 60 Al  IPEG aH phOtOS at
one time or
™ ) Export for Toning: . - .
@ Import Toned: lndIVIduaHY.
 Import from CMS:
() Restore:

The untoned versions will
be exported to a folder that is
specified in the image toning
preferences XML file. This file
can be edited with the assistance
of TownNew support staff.

The image should then be
toned and moved into the

Toned option will be selected.
If you are using automated
toning software, it may take
only a few seconds to tone an
image and put it in the correct
place. You can then select the
Import button to replace the

Step 8

(Optional — If not using
auto toning software) When
the image is toned and moved
into the Images folder, click the
BLOX Total CMS menu, hover
over Image Statuses Shortcuts
and select Import Toned.

untoned photo on the page
with the toned version.

If you are not using
automated toning software,
click Close to close the dialog
box.

Make sure the image is
checked and then click the
Import button to replace the
untoned version on the page
with a toned version.

Images folder.

Step 7

When you Export the
Image(s), the dialog will
immediately reopen. The Import

» RESTORING AN IMAGE

There are times when you export
an image for CMYK toning and
then you realize the image is on a
black and white page and needs
to be toned differently. You can
restore the image as it was before

Image Statuses [ 1

CHapTER 13 | THE INDESIGN BLox MENU

i Source : Baparted | Sug Spare | Aes.

it was exported. (2 i i it 10 —— ‘
Step 1 B 0 ot for Taning:
Click the BLOX Total CMS st

menu. 5 R store: [ mbonea_High_Re= v] [ Restore | [ Claze
Step 2
Hover over Image Statuses Step 4

Choose the correct option from
the drop-down menu.

Step 5

Click the Restore button.

Shortcuts and choose Restore.
Step 3
Make sure that only the image
you want to restore is selected in
the dialog box.

PAGE
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» IMAGE TONING PREFERENCES

FILE LoCATION

\\tcms_indesign\{domain}imagetoningpreferences

EXPORT FOLDER PATH: Location to
where photos from the page are ex-
ported.

ToneblviaceFoLDER: Location from
where where toned photos are pulled

to replace untoned photos on the page.

DEFAULT: %%Images%%

ToNED SUFFIXES: A simple suffix added
to the filename of a toned photo.
SUGGESTION: _gs for graryscale
SUGGESTION: _cmyk for color

ToNeED EXTENSIONS: The possible file
extensions that will be used for toned
images. Keeping these extensions to

a minimum will make the search and
replace much faster. The period before
the extension is mandatory.
SUGGESTION: ,jpg

SUGGESTION: .pdf

SUGGESTION: .tif

SusFoLDERS: Images can be exported
to subfolders within the CMYK or Gray-
scale folders. When the image is ex-
ported, it will recognize the size of the
photo frame on the page and export

it to a folder for that size photo. This
enables automated toning software

or a person doing to toning to size the
photo properly. The frame size is done
in points.

NoTE: The FullPage option is required if

subfolders are used.
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derPachrbiInagest b/ exportFolderFathsr
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% /ronediurfixeas

<tonedExtenaional

</defaulce>
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<subFoldec
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>
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CHAPTER ' 10C

» LEGAcY IMAGE FuNcTIiONS — REPLACE IMAGE WITH

Images for the Web are always RGB
images, but often that is not what is
used when you output for print. When
the RGB image is placed on the page,
you can replace it with several op-
tions from the BLOX Total CMS or
with a toned version in the Purged
Images directory on the server.

Step 1

Select the image that you want to
replace.

Step 2

Click the BLOX Total CMS menu.

Step 3

Select Replace Image With.

Step 4

Choose the option that meets your
needs. A check mark next to an op-
tion shows where the source of the
selected image. Grayed menu options

indicate those sources are not avail-
able.

Step 5

If there is more than one image with
the same name in the location, you
will be prompted to choose the correct
image.

Asset Manager...
Logout

mmekillop.local

Set Document Domain..

Change Domain

Jumps

Trimming

Image Statuses..
Image Statuses Shortcuts

Legacy Image Functions

Details

Add Frames to Selected Asset...
Add Selected as Element of
Add Selected to

Add Selected Together

Element Types
File References

Story Flow Optiens

Release Selected Assets..,
Create New Article..,

Clone and Move...

Create InCopy Assignment..
Add Selected to Parent Assignments
Check Out All..
Remove InCopy Assignment...

Update InCopy Assignments
Decuments

Page Content Types

Place Page Design Snippet

Place Design Element Snippet
Export Snippet..

About...

Documentation

| Hepiace parge

BLOX

L ToTALCMS
Found images;
bargejog

@ bargal jog

ancal | ok |

CMS CMYEK

CMS Grayscale
Toned Images (756679)
AP
CMS Hi-res
Replace Image with... CMS Preview

Export Selected Image to 3

CMS CMYK: This is a print-ready
CMYK image uploaded into BLOX Total
CMS.

CMS GRAYSCALE: This is a print-ready
grayscale image uploaded into BLOX
Total CMS.

ToNep IMAGES: This is any image that
you put in the Purged Images folder on
the server.

AP: This is the image that AP sends
with wire stories.

CMS Hires: This is a high-resolution
RGB image.

CMS PREeVIEW: This is the preview im-
age in BLOX Total CMS.

F you mistakenly choose

am
W& A the wrong image, complete
Tip  the process again and choose

the correct image.

How IT WoRKs: The Replace Image
With function depends on the slug
of the photo and the filename of

more information, but it must begin
with the slug of the image.

20130125_indesign test 2.jpg
20130125_indesign test 3.jpg

the image being the same. If the
slug of a photo in BLOX Total CMS
is 20130125_indesign test, the im-
age filename in the Images folder
or other source folder must begin
with that same name. It can include

Tip

For EXAMPLE: If you have an im-
age with 20130125_indesign test
as the slug, the image in the Im-
ages folder could be called:
20130125_indesign test cymk.jpg
20130125_indesign test bw.jpg

HE Replace Image With
function only works with

images placed through the

Asset Manager.
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If one of those examples exists, it
will replace the RGB version on the
page. If all four examples are in the
Images folder, you will be given the
option to choose which image to
replace the RGB version with.
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» LEGACY IMAGE FuNncTIONS — EXPORT SELECTED IMAGES

This function allows users to export images directly from
the page into a directory folder on the server, where they can
be toned. These toned images can then replace the RGB im-
ages that were placed on the page.

Asset Manager...
Logeut

mmckillop.local

Set Document Dormain...

Change Demain

Jumps
Trimming
Step 1 Step 4
Select the image. Choose CMYK or Gray- ey s Fuirs
Step 2 scale.
Click the BLOX Total Step 5 Add eleces o Hlement of
CMS menu. The image will be exported i g Replaceimageuitn. >
Step 3 to their respective folders on  snenipe S —
Select Export Selected Im-  the server. o o o ok
age To. e “ —
Clone and Move...
o HE UUID version of the export is used EEE e —
kel when there is no slug associated with g A
Tip  the image and the export to the CMYK or e

Grayscale folders fails.

» ADD FRAMES TO SELECTED ASSET

e anager Reporters or editors my not add
-
mmckilloplocal

Set Document Domain...

Documents

Page Content Types

asset. Page designers can add them
all the necessary information that a  from the page. Some of them will

Change Domain

Jumps

Trimming

Image Statuses...

page designers wants for a layout.
They may forget to include a print
subheadline, a kicker or a child

writeback to the asset, all of them
will show up in an InCopy assign-
ment if they are using InCopy.

e Step 1 T

Details N Select the StOI'y, . t BLOX

S Step2 o

Add Selected to v Select the BLOX Total CMS , F; o -y h

B menu and choose Add Frames to || || 7> o .

Element Types 3 M —— B pont_vileba nshine

ile Refesences ' Selected Asset. . e — ik

Story Flow Options 3 Step 3 : dj,:“ . 'i B »-I:j:' . "

Release Selected Assets...

Creste New Aricle.. Choose the Element Type for the | ¥

cleneend ove.. element you are adding, and select | o

PR the Apply Object Style if you want |

S to apply the object style with it. Lot e

Remove InCopy Assignment... it ] [0 ]

Update InCopy Assignments Step 4

Documents » Click OK.

Page Content Types »
WHAT COTENT OME frames contain content that will
WRITES BACK : : not write back. Those frames, such as

Print Headline Tip related content, images or captions, will

Print Subheadline
Kicker
Hammer
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appear in InCopy assignments for
in InCopy.

editing
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CHAPTER ‘ 10C '

» ADD FRAMES TO SELECTED ASSET

This option is used when you have already *=="===-

created the frame and styled the text and it
needs to be added to an asset. For example,

Logout
mmckillop.lacal
Set Document Domain...

Change Domain

you would use this option if you were add- ..

ing part of a snippet to an asset. Tty
Image Statuses...
Step 1 Image Statuses Shortcuts

Select the frame that you would like to add

to the asset.
Step 2

Select the BLOX Total CMS menu, choose
Add Selected as Element of, choose the asset
and choose the element type you would like
the frame to take.

Legacy Image Functions

Detailz

Add Frames to Selected Asset..,
Add Selected as Element of
Add Selected to

Add Selected Together

Elemnent Types
File References

Story Flow Optiens

Release Selected Assets..

» ADD SELECTED ToO

Aszet Manager...
Logout

mmckillop local

Set Document Domain...

Change Domain

Jumps

Trirmming

Image Statuses...
Image Statuses Shortcuts

Legacy Image Functions

Details

Add Frames to Selected Asset...
Add Selected as Element of
Add Selected to

Add Selected Together

Element Types
File References

Story Flow Options

Release Selected Ascets...
Create New Article...

Clone and Move...

Create InCopy Assignment...

Add Selected to Parent Assignments
Check Qut All...
Remaove InCopy Assignment...

Update InCopy Assignments

Step 1

Select the frame that you would
like to add to the asset.

Step 2

Select the BLOX Total CMS menu,
choose Add Selected to and click Add
Selected to.

Step 3

From the dialog that appears, select
the Add frame to drop-down menu.

Step 4

Choose the element type from the
Element Type drop-down menu.

Step 5

Click the Apply Object Style check-
box if you want to style the text in the
frame with the default style for that
content.
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BC-AK--Alssks Cruise Tas 1st Ld-Writethru

cagtian
eagtion jump
child article

hammer

teluted eontant
related_content

standaione_image_hesdine

tatde
tagling

wild_ant

BLOX
rrrrrr
Add fraem b
Frama: Eamant Ty Appy Qe Bl
Hawewr [T =] O [oma]
Canced
Step 6

Select the Maintain checkbox if you
want to maintain the frame’s height
and location.

Step 7

Select the All check box if you
want to mark the frame to maintain
all of its characteristics.

Step 8

Click OK.
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» RELEASE SELECTED ASSETS

When an asset is placed on an
InDesign page, changes made on
the page are written back to the
asset in BLOX Total CMS. Also,
if the asset is checked out on the

Total CMS drop-down menu.
Common reasons for releasing an
asset include:

— Editing an asset without the
changes saving back to BLOX

Total CMS.

— Releasing an asset that 1s
locked by someone who was edit-
ing the asset in the Web browser.

— Releasing an asset that has
broken links.

page, it will be locked and an-
other user will be unable to edit it
in BLOX Total CMS. However,
this can be disabled if you select
the asset and choose Release
Selected Assets from the BLOX

» CREATE NEW ARTICLE

When there is excess text from one article and ="
you want to make that a new article, or if you type =
or paste content onto the page and want to make
a new article from it so it will flow to your web-
site, you can create a new article from the page. . ...quue.

Step 1 S :

Select the text frame that contains the text for o= '

the new article. R
Step 2
Click the BLOX Total CMS menu and
choose Create New Article. Story Flow tions :
Step 3 B
Complete the necessary fields, such as Title,
Slug, Workflow, etc.
Step 4
Click Save

» CONE AND IVIOVE

The Clone and Move function is only available for
sites using Adobe Creative Cloud versions. It is not
available for sites using Adobe Creative Suite.

Clone and Move allows sites to among publications. It also ben-
clone the content and layout of that efits sites that produce second

content from one page to another.
Those pages can be — and often
are — in different publications.
This function is ideal for pagi-
nation centers that share pages

editions and sites that share daily
content with weekly publications.
For details on how this function
work, see the separate Clone and
Move chapter in this user guide.

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

CHaPTER 13 | THE INDESIGN BLox MENU

PAGE

53



CHAPTER ' 10C

» STORY FLoOw OPTIONS

Users can control the Position so that the head-
dimensions or locations of  line and subheadline and
frames. Typically, when text boxes do not adjust
an asset is flowed into when the story is flowed.

a frame, the text frame You can select Maintain
adjusts to the length of the  All for the design and

text, and the text formats styles to remain how they
according to translation are set on the page before
table settings. The Story the asset is flowed, or you
Flow Options tell the text can choose any of the other
to adjust to dimensions of  options.

the frames on the page and No Export from this

the styles applied on the frame means changes to
page. the asset will not be written

You can select Maintain ~ back to BLOX Total CMS.
» FILE REFERENCES

This option allows users — Completely replacing

to select a frame as a place-
holder or it will list the unique
UUID number of the asset in
the BLOX system. Common
uses for this function include:

— Preparing frames for
snippets.

cluding children.

Assets does not work.

InCopy assignment.

» ELEMENT TYPES

When creating designs on the InDe-
sign page or creating snippets for later
use, users can specify what type of P .
asset will flow into the frame. This is  ww .

Asset Manager...
Logout
mmekillop.local

Set Documen it Domain...

one story with another, in-

necessary when using snippets so that
child assets will flow into the proper
text frames.
To spPECIFY AN ELEMENT TYPE:

Step 1
Select the text frame.

Step 2
Click the BLOX Total CMS drop-
down menu, select Element Types and
choose the correct type for your frame.

Image Statuses
Image Statuses Shortcuts

Legacy Image Functions

Details

Add Frames to Selected Asset...
Add Selected as Element of
Add Selected to

Add Selected Tagether

Element Types
File References

Story Flow Options

Release Selected Assets...
Create New Article...
Clone an d Move...

Create InCopy Assignment...
Add Selected to Parent Assignments
Check Out All...
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Asset Manager.
Logout

mmekillop.local

Set Document Domain...

Change Domain

Image Statuses...
Image Statuses Shortcuts

Legacy Image Functions

Details

Add Frames to Selected Asset...
Add Selected as Element of
Add Selected ta

Add Selected Together

Element Types
File References

Story Flow Options

Release Selected Assets...
Create New Article..,

Clone and Move...

Create InCopy Assignment...
Add Selected to Parent Assignments
Check Qut All...

v 8080075c-8c73-5823-9c19-4 2b802f d5655

...placeholder...

— Releasing selected assets
when the Release Selected

— Adding an element to an

T HE caption_

Tip

jump and wild_
art element types are
special in that they
are set by default to
not write back. They
are designed to be
used with sites using
Adobe InCopy who
need to add a frame
to the page for an
extra bit of text and
still have the ability
to edit it in Adobe
InCopy.
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» CREATE ASSIGNMENT

If you wish to edit assets in InCopy and
see the actual page design, you must cre-
ate an assignment in InDesign. This can
be done as you are placing an asset on the
page or after it already is on the page.

» ADDING SELECTED TO PARENT ASSIGNMENTS

Adding to an Existing
Assignment
Step 1
Create the frame for
the element type.
Step 2
Select the frame,

Step 1
Search for the story you wish to place.
Step 2 -
Select the Create Assignment check box. B e
Step 3 ol
Double-click the story or select the story e e
and click OK. W E
T REATING the assignment ﬁ
ok when placing the asset will = >
Tip make placing the asset take a @)
little longer. 4 BLOX 5
Creating an Assignment Step 3 P Z.
From the Page Click Create InCopy i Q
ASSignment. T"t‘ﬂj Roger Coleman, publsher in NY, dies at 61 n Ky. (ﬁ
Step 1 Step 4 — — >
Select the story you Change any details you E
wish to make an assign- wish in the Create As- Wi e E— m
ment for. signment dialog box. o E
Step 2 Step 5 Cromote o Ready’, Crete )| L
Click the BLOX Total Click Create Assign- Dl net 2t
CMS menu. ment. — | o
~
&
S
=
o
S

click the BLOX menu,

choose Element Types
and click the type.
Step 3
Select a piece of the

assignment in addition
to the element you cre-
ated, click the BLOX
menu, select File Ref-
erences, and click the
file reference number.
Step 4
Check the story
in or out to force a
change. You should
see it become part of
the assignment.

Adding to, Creating
an Assignment

Step 1

Create the frame for
the element type.

Step 2

Select the frame,
click the BLOX menu,
choose Element Types
and click the type.

Step 3

Select a piece of the

assignment in addi-
tion to the element
you created, click the
BLOX menu, select
File References, and
click the long file
reference number.

Step 4

Click the BLOX
menu and select Cre-
ate InCopy assign-
ment.

» REMOVE INCoPY ASSIGNMENT

copy editors can then see the geometry
of the page. This options allows users
to remove an assignment.

If your site uses Adobe InCopy along
with Adobe InDesign, you must make

. . P4GE
assignments from InDesign so that

55
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» CHECK ouT ALL

Rather than checking out each individual as-
set on a page, users can use this to check out all
assets at the same time. It also allows users to
avoid any reflow from TCMS.

. BLOX

| TOTAR CuE

Page: Type: Shig Haadlinn: St Hilow: Chack Out Dptions:

t ) BCUS-BawOMce Pan Gan'MaisUSbouofcs b IR Recoevnansed  pedou hom OMS revesn =

gnbee CHS Rivaions

canced | [0k

Step 1 Step 3
Open the InDesign document. Choose from the drop-down menu where to
Step 2 reflow the asset from — the CMS or InCopy.
Click the BLOX Total CMS menu and select Step 4
Check Out All. Click OK.
» D OCUMENTS .
The Documents option allows users to create - Tip
documents using the site s standard naming convention """ )
2. . , HEN hovering
and to open existing documents already in the system. — cosdeman
Jamps g over the
To create a new plates or tab templates. ;m”;msg ’ Open from BLOX
document from Step 3 | paseesss o Total CMS menu
a template: A dialog bo>§ willopen \ option, you can
and the user will have to A remestosectes e h date thi
Step 1 fill in the particulars. En- oo : Ic\/{oose Update this
Click the BLOX Total oy the publication, year, add eeced Togene enu to see pages
CMS drop-down menu,  onth, day, section letter, S . created since you
select Documents and AT ' launched InDesign.

select New from Tem-

. Clone and Move...
plate. entered with the keyboard ~ __ e Kamige]
: e g e R ;
Step 2 or using the drop_down Add Selected to Parent Assignments Coaris
. Check Out All.. =
Choose the template. menus with the mouse. e ———
Update InCopy Assignments A
Ypu may have a several Step 4 e - e _
different broadsheet tem- Click OK. R . oup .
Place Page Design Snippet » = ﬁfg‘ ‘I\""m“_"' k
. Place Design Element Snippet > ikttt s
[[oeo Total Chts Hring S Disable Export
BE _208 ¥ _ MM _ DD _ & 66 _ 225 About.. Image Souice Hrerarchy "
& BLOX % -:2¢60 .- w -1 - - WYo Decumentation » Ad el
| R LR - W - 1= - - wYg - Gancel Options 3 Evetizing

To open an existing document:

OpPeN FRom BLOX TotaL CMS: Users will be able to
open the document by navigating through each publi-
cation, date and section.

OpreN NEARBY: This will allow users to open a docu-
ment that is nearby — date and section — a document
that they currently have open.

OPEN: This will bring users to a folder structure where
pages are stored on the server. The user can navigate
through the folder structure to find the document.

File Menu

OpreN BLOX TotaL CMS DocuMENT: This will bring
users to a folder structure where pages are stored on
the server. The user can navigate through the folder
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page number and edition.
The information can be

Release Selected Assets...

etz o e 2 New from Template v

Utilities >

m Edit Layout Type Object Table View Window
New »
Open... Ctrl+O
Open BLOX Total CMS Document...

Browse in Bridge...

Alt+Ctrl+ 0
Open Recent 3
Share My Screen...

Create New Review...

Close Ctrl+W
Save Ctrl+5

Save As... Shift+Ctrl+5

Save As BLOX Total CMS Document...

structure to find the document.

OPEN RECENT: Users will see a list of the documents
they recently opened and can select and open them
again from the list.
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» SAVE As
Choose the BLOX Total CMS drop-down

menu, select Documents and choose Save As to
save a copy of your document into the system. It
will force you to use the site naming convention.

» CoMBINE WITH

A daily template for a publication
typically has a dozen or more pages in
one document. However, those pages
are then split into individual pages
before pagination work begins. Some-
times users will want to combine two
pages for jump purposes, so the jump to
a linked text frame will be dynamic.

» DISABLE EXPORT

This functions prevents the asset from
writing back changes made on the In-
Design page to BLOX Total CMS Total
CMS. However, it behaves differently
depending on what frame is selected.

If the main story frame has this se-
lected, the story and all assets associated
with it will not write back. If it is any
other frame, such as the kicker, has this
selected, just that frame doesn’t write
back. For images, a caption is the same
as main story and will cause the entire
asset to not write back from the page.

» ADVERTISING

The functions  CREeATE EpITION FROM

listed here EDITION FILE: Creates a

are usually publ'ication based ona

performed by particular ad info file
CREATE PAGES: Creates

the person who
dummies the
publication,
and that person
is usually in
the advertising
department.

pages based on an edition
file. This is a faster method
to create the pages and it
will allow for cross-platform
sites.

SpLIT DOCUMENT: Allows the
user to take a multi-page
document and split each
page into its own document.
UpDATE/ CREATE .ADINFO
FROM LAYOUT FILE: Creates
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T O not use the Save As option

Step 1
Open one of the pages

you want to combine.

Step 2
Click the BLOX Total

CMS drop-down menu,
select Documents and
choose Combine With.

» OUTPUT

Printing is done through
the Output option whether
you are printing to a net-
work printer in the news-
room, making a PDF or
printing to a CTP system.

or updates the system’s ad
info file so that ads can be
altered or changed once
the publication has been
dummied.

Live eEEpiTioN TAGGING: This

allows the Advertiser ID to be

checked, edited or replaced
with a new one. The
Advertiser ID will eventually
be used as a cross reference
in the Business Directory to
provide a way to link the ads
in the Live e-Edition with the
business that placed those
ads.

J under the File drop-down
Tip  menu. Doing so will save the
document outside of the system.

Step 3

Navigate to the second
page you wish to com-
bine.

Step 4

Click Yes to confirm
that you want to combine
the pages.

» AD STATUSES

This shows the status
of tracked ads on the
InDesign page. See the
separate documentation
for this function.

OverrIDE ADINFo FILES: If
you move an ad to a different
location or add an ad, this
option will allow you to
override the ad instructions
so it will not reposition
through Ad Statuses.
ENHANCED MoDE: Toggles
the availability of other
options, such as the Create
Pages option.

REseT LEARNED
ADVERTISING PREFERENCES:
Resets any preferences
that were set while creating
publications.
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» PAGE CoNTENT TYPES

Content Types can be added to pages. This can be used to group
information together in an eEdition and can be used to apply snippets
as pages are created or after they are created. Work with a TownNews
support person to setup this process.

» PLACING SNIPPETS

stest Manager..

InDesign has the ability to
create libraries. However, B Step 1
snippets offer additional : Click the BLOX

functions and benefits. Total CMS drop-down

Smppets are pre-drawn menu and select Place
design elements or com-

Page Design Snippet.
plete page templates. While aSgteep ;mgn ppe
libraries only allow one Click the specific

user at a time to open them,
snippets can be accessed
by an unlimited number of
people at the same time.
Snippets are typically cre-
ated by the site’s template
master, but can be created
by any user and approved

Step 1
CMS drop-down menu

Element Snippet.

Click the BLOX Total

and select Place Design

Applied Page Content Types 3
Document Page Content Types...

Update from Page Tracker

Place Snippet 3
Clear Page Content Type Snippet Tracking

To place a full-page template snippet:

snippet you want to
place. Snippets are
stored with the correct
X and Y coordinates
and will land on the
page in the correct
location.

To place a design element:

wish to place.

Step 3

Drag the snippet to
the location where you
want it placed.

and relocated by the tem-
plate master.

OME page design snippets will be automatically

Step 2
Click the snippet you

NIPPETS can be organized

anm m
NN placed on the page if the snippet is placed in NN into categorized folders by
Tip 4 folder with the pub code and if the snippet is Tip  the sites template master.

named to match the Advertising Page Type?

» CREATING SNIPPETS

Creating a snippet is
as simple as designing
an element with text,
images and graphics.
A snippet can be as
simple as empty text
frames to be used for
placement, or as intri-
cate as a full page of
elements that may in-
clude various furniture
such as weather graph-
ics, a rail and a UPC
code. Once your design
is created, you must
export it as a snippet.

To Export a snippet:

Step 1

Click the BLOX Total CMS
drop-down menu. Select Export
Snippet.

Step 2

Choose Page Design or De-
sign Element.

Step 3

Give the snippet a name. Con-
sider this carefully — snippets
are listed in alphabetical order.

Step 4

Click OK. The OK button will
be a Replace button if a snippet
by that name already exists.
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et Snigraet
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NIPPETS will export to the
Recently Added folderin  mm
the correct snippets directory. Tip

NIPPETS can be saved by selecting

all elements of the snippet,
choosing the File drop-down menu,
selecting Export. Under the file type

menu, choose InDesign Snippet. [z
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» ABOUT

This option gives the user information

about BLOX Total CMS. It will give you
the version number and release date of
the BLOX InDesign fileset and copyright
information for the software.

» OPTIONS

SET PRE-PLACED ASSET
PoLicy: Sets the policy of
what happens when you
try to place a story that
already has been placed.
REeseT AsseT IMANAGER:
Sets the Asset Manager
preferences to default.
ALways PROMPT FOR
SINCLE CHILDREN: When
checked, page designer
will get prompted whether
to place a child asset,
even if there is only one.
Hipe NoN-PRINTABLE
CHILDREN: Hides video,
audio — all nonprintable
assets — in the Asset
Manager.

Limit PLACEMENT OF
PreviousLy PLACED
CHILDREN: When selected,
a previously placed child
asset will automatically be
unchecked in the Select
Child Assets to Place
dialog. If a user needs to
place it again, they can,
but by default, it will not
place.

PrompT T0 WEB-ONLY OR
PLAceD CHILDREN: When
de-selected the Select
Child Assets to Place dia-
log will not be displayed if
all child assets are either
set to Web-Only or previ-
ously placed.

ALLow ORPHAN CONTROL:
Prompts the user to decide
how to handle frames that
are not part of an asset.
AssiGN THE SAME WORK-
FLOW TO CHILDREN: As-
signs the workflow of the
parent to any of its child
assets.

Automartic CHEck Out
ALL: All assets on the
page will check out when
the page is opened.
BuiLb SHorTCUT

Set Pre-placed Asset Policy...

Reset Asset Manager..

Always Prompt for Single Children
Hide Non-Printable Children
Limit Placement of Previously Placed Children

Prompt for Web-Only or Placed Children

<

Allow Orphan Control

v Check in Children Simultaneously

¥ | Assign the same Workflow to Children during Check In
Automatic Check Out All

¥ | Build Shortcut Scripts...

Confirm Auto Jumps

Create Assignments Automatically

Display all Asset Notes

Enable Adobe InCopy Assignment Features

Force Maintain an Placeheads prior to Reflow

Hide Trims when Opening

AR N NN

Hide Trimmed Text when Saving
Minimal Logging

No standalone Heads

Flaceholder Assignments

Prompt for Login after Logout

Prompt for Recent Page Tracker Output
Search for Toned Images during Placement

Update Document Jumps when Saving

AN RN

Use Browser Based Rulesets

Warn when Releasing Assets

Updste Image Export preferences
Updste Open from BLOX Total CIS menu
Updste Output menu

Update Snippet menus

Update Translation Rulesets

Fotate Log
Add text to log..

Development Mode...

ScRIPTS: Creates the
scripts that give the user
the ability to create key-
board shortcuts.
ConrIrm Auto Jumps:
Generates a confirmation
dialog box when jumping
a story. It asks the user
whether or not to create
jumplines as part of the
jump process.

CREATE ASSIGNMENTS
AUTOMATICALLY: Creates
InCopy assignments when
the story is placed.
DisPLAY ALL ASSET
NortEs: Displays any note
in the TCMS Notes field
as the asset is being
placed on the page.
Hipe TRiMs WHEN OPEN-
ING: Hides all trims when
the page is opened.

Hipe TRiImmeD Text WHEN
SAVING: Hides trimmed
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» DOCUMENTATION

This option allows the user to pull
up PDF versions of BLOX user
guides, such as this user guide,
and other documentation.

text when saving a page.
MiNivAL LoGGING: Re-
duces behind-the-scenes
logging.

No StanpaLonNE HEADS:
Checks the No Standalone
Heads placement option
by default in the Asset
Manager.

PLACEHOLDER ASSIGN-
MENTS: Not functional.
Eventually this will show
only the jump portion of an
asset in the InCopy assign-
ment. Removing all other
asset information around
it will make the file smaller
and improve bandwith.
PromMPT FOR LOGIN AFTER
LoGouT: When you logout
of TCMS using the BLOX
menu option in InDesign,
you will immediately be
prompted to log back in.
SEARCH FOR ToNED Iv-
AGES DURING PLACEMENT:
This will swap out the
RGB image in TCMS with
a toned version put in the
correct location.

UppATE DOCUMENT
Jumps WHEN SAvING:
This will automatically
update Document Jump
content when you save
the page.

Use BRowsER-BASED
RULESETS: This is the
standard for TCMS sys-
tems and should not be
changed.

WAaRN WHEN RELEASING
AssETs: When selecting
Release Selected Assets
from the BLOX Total CMS
menu, you will be warned
that it cannot be undone.
UprpATE IMAGE EXPORT
PREFERENCES: Updates
the XML preferences
used for exporting images
from and importing im-

Tip
LL the update
menu options
also can be done by
logging out of TCMS
in InDesign and
then back in, or by
closing InDesign and
relaunching it.

ages to the page.

UprpATE OPEN FROM
BLOX Totra. CMS
MENU: This will update the
menu so that pages cre-
ated since you launched
InDesign can be found.
Uppate Output MENU: If
the output options have
been altered, you can
select this to update them
for the user.

Uppate SNiPPET MENU:

If snippets have been
added since you launched
InDesign, selecting this
will allow you to see them.
UprpATE TRANSLATION
RULESETS: If your tem-
plate master has made
changes to the rulesets,
selecting this option will
update them for the user.
Rotate LoG: Takes the
current translate.log file
and makes it the trans-
late.bu file while creating
a new translate.log file.
Apb TEXT T0 LOG: Not
used by designers. This al-
lows you to enter a phrase
or word — a bread crumb
—to find in a translate log.
DeveLoPMENT MoDE:
This is used by template
masters and gives them
options to assist them. It
requires a password.
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» ALERT NOTE

When importing an asset onto the page, if a print
note for the parent asset includes the word “alert” at the
beginning of a paragraph, it will always be shown to
the user.

» DISPLAY ALL AsSseT NOTES

Users can select the BLOX Total CMS drop-down
menu and choose Options > Display all Asset Notes
to display the contents of the Print Notes for all parent
asset.

This will show you all notes of assets even if “Alert”
is not in the note.

» INDESIGN NOTES

When placing an asset in Adobe InDesign that has
text in the Print Notes field, the note will be inserted as
an Adobe InDesign-based note. For regular asset it is
located before the first character of the third paragraph
— the normal position of the first non-byline para-
graph. For a standalone image, it is placed before the
first character of the cutline.

» UTILITIES

This is primarily for development purposes and
Translation adjustments. Aside from users who paginate
sports agate, this option will not be used by general
paginators. Not every site will have all the same utilities.

INDD Aurtomartic TAB StoPs: Sometimes agate is placed on a
page and the text frame is set up with column widths that will
not support the number of tab sets in the agate being placed.
Paginators can adjust the size of the column and choose the
Automatic Tab Stops option and it will recalculate and readjust
the agate text to fit the column.

TMPLS8 List Pace StyLES: This will list all the paragraph and
character styles associated with the document.

LOAD INDD PDF PRreseTs: If PDF presets exist in the tcms_in-

design > Output Preferences > Presets folder, this option will load

them into the InDesign preferences for the user.

LOAD INDD PrINT PRESETS: If print presets exist in the tcms_
indesign > Output Preferences > Presets folder, this option will
load them into the InDesign preferences for the user.

XDEVL _ RELINKALL: Attempts to link TCMS assets that have
dropped their links.

TransLATE ExisTING TEXT: This is used by TownNews and the site’s
template master to create translations or rulesets for content that
does not come from TCMS.

SUPRT X OverwrITE BAD DOCUMENT: When a page is behaving
oddly, this will do a little cleanup on the file and save it over the
previous version.

SUPRT X ULniMATEATTEMPT: If a document continues to crash,
log out of TCMS and open the document outside of TCMS and run
this utility. It will clean it up and save over it.
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Asset Motes:

& BLOX

TOTAL CMS

For asset: "MM-ML—Iran-Missile Test,1st Ld-Writethru'

the print_notes are:

Alert: This is an important message from an editor to a

reporter. .‘.
[ ||
.
Tip
Anotes
can now
be seen in
lover Tehran’s uranium enrichment the Asset
program.f
The semiofhicial Fars news Manager
says- the “Ha yssess o [ - in the
e
sile-system W ot iz =z n :
¥ S e Preview
central Iran,| g== ™=m & c-
torisunder ¢ Original Print Motes: alert: | pane'
¢ Thiz is an inportant message
The repol from an- editor- 4o a reporter.# [T o
other details. =
siles were pu g Ao (=
Asszet Manager...
Logout
mmckillop local
Set Document Domain...
Change Domain 3
Jumps 4 ADVR  Copy_Ad_files
Trimming 3 ADVR AA
Image Statuses.., ADVER_AD_Force IDFcreatorv3
Image Statuses Shortcuts » INDDAA__
Legacy Image Functions s INDD Automatic Tab Stops
Details 3 INDD Save_As_Self

Add Frames to Selected Asset..,

Add Selected as Element of 3

Add Selected to

Add Selected Together

Element Types
File References

Story Flow Options

Release Selected Assets...

Create New Article...

Clone and Move..,

Create InCopy Assignment...

INDD_Preflight_Errors

LOAD AL

LOADINDD PDF Presets
LOADINDD Print Presets

LOAD INDD PreflightProfile

SUPRT X Make IDML Backup
SUPRT X Overwrite Bad Document

SUPRT X UltimateAttempt

SUPRT A&
SUPRT GetlLinkSizeMNamePage

Add Selected to Parent Assignments

Check Out All...

SUPRT Open Log File

SUPRT_Log_Collector
TMPLE  Check domain labels

Remove InCopy Assignment...

Update InCapy Assignments

Documents

TMPLS  List Page Styles

TMPLE AA
TMPLS Update Style Sheet
TMPLE *¥_remove unused styles

xDEVL AL

Page Content Types b
Place Page Design Snippet 3
Place Design Element Snippet 3

Export Snippet.

About...
Documnentation
Options
Utilities

¥DEVL Translate Existing Text
*DEVL_Migration_Relinkall

xDEVL_RelinkAll
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Images that are posted online
should be RGB images. Print
publication images are typi-
cally CMYK. Every site reaches
this goal differently. The easiest

method of handling images is to
have them toned, both RGB and
CMYK, before they are entered
into TCMS. This is not always
possible, but is preferable.

CHartER 14
IMAGE ToONING WORKFLOW

Print-ready images can be toned before or after they are put on an InDesign page.

FOLDER LOCATIONS

IMAGES FOLDER:
\\tcms_purged/{domain}/Images
Hot FOLDERS:
\\tcms_loca-data_feeds

» ToNING IMAGES BEFORE BEING PLACED

MANvuAL TONING

Step 1

Open the image in PhotoShop or what-
ever image-editing software you are using.

Step 2

Tone the image as you normally would.
This is the RGB version.

Step 3

Click File, choose Save As and save the
image anywhere you like using a naming
convention approved by your site.

Step 4

Move that image to the Images folder at:
\\tcms_purged/{domain}/Images

Step 5

With the image still open, convert it to a
CMYK image and make any adjustments
needed for that mode and your press.

Step 6

Click File, choose Save As and save the
image anywhere you like. You must save
it with the same base filename as the RGB
image. For example, if the RGB image was
named 11172014 dog, the CMYK image
must begin 11172014 _dog. You can add
something to signify that it is the CYMK
version, such as 11172014 dog cmyk,
but you cannot name the RGB version
11172014 dog rgb and the CMYK version
11172014 dog_cmyk.

Step 7

Manually import the photo by creating
an Image asset, as described in Chapter 7.

You can also tone all your images and
Batch Upload the images into TCMS or
use a hotfolder. An image placed in a hot-
folder will import into TCMS in minutes.

AUTOMATED TONING SOFTWARE

Step 1

Place the image in the location where
the software will find it. This is typically
a hotfolder that is not connected with
TCMS.

Step 2

The toning software should be set to tone
two separate images — one RGB for the
Web and one CMYK for print. They should
be given the same name. For example, if
the RGB image was named 11172014 dog,
the CMYK image must begin 11172014
dog. You can add something to signify that
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it is the CYMK version, such as 11172014
dog_cmyk, but you cannot name the RGB
version 11172014 dog rgb and the CMYK
version 11172014 dog cmyk.

Step 3

The automated toning software should
be set to save the RGB image in a TCMS
hotfolder. Images placed in these hotfold-
ers will appear as an asset in TCMS in a
matter of minutes.

Step 4

The automated toning software should
save the CMYK image in the Images
folder at: \\tcms_purged/{domain}/Images

Tip

HE

name of
the CMYK
version must
begin with
the name
of the RGB
version.
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» TONING IMAGES AFTER PLACEMENT

The RGB image should be toned
before it is entered into TCMS. In the
case of an AP wire photo, the photo
must be downloaded before it is placed.

Step 1

Tone the Image for your website. It
should be an RGB Image.

Step 2

Save the image anywhere you like,
using a file naming convention that is
approved by your site.

Step 3

Manually import the photo by creat-
ing an Image asset, as described in
Chapter 7.

You can also tone all your images at
one time and Batch Upload the images
into TCMS.

You can also use a hotfolder to
import the image. The hotfolders are
located in tcms_local data feeds. The
names of the hotfolders vary by site.

Step 4

Place the image, either as a stand-
alone image or as a child asset.

Step 5

Click the BLOX Total CMS menu,

BLOX Total CMS

B B x%

Asset Manager..,
Logout
mmckillop.local

Set Document Domain..

Change Domain

Jurnps

Trimming

Image Statuses..,

Image Statuses Shortcuts

Legacy Image Functions

Details

Add Frames to Selected Asset..,

Add Selected as Element of
Add Selected to
Add Selected Together

Elernent Types
File References

Story Flow Options

Release Selected Assets...
Create New Article...

Clone and Move...

Create InCopy Assignment...

Add Selected to Parent Assignments

Check Qut All...
Remove InCopy Assignment..,

Update InCopy Assignments
Docurnents

Page Content Types

Place Page Design Snippet

Place Design Element Snippet
Export Snippet...

About...

Documentation

Export for Tening...
Import Toned...
Irnport from CMS...

Restare...

CHAPTER 14 | THE ASSET MANAGER

hover over Image Statuses Shortcuts Options
and select Export for Toning. vilies
Step 6
Untoned high- e ic
resolutions photos | P
will be selected BLOX
in the dialog box. R
If the photo you
needed toned is not |
selected, double-
click the photo in SEETEEETT TR e e
the list to select it. L
Select CMYK or M @ Export FulTnn!ng: K - Export
Grayscale from the ity S
drop-down menu e [ Close ]

and click Export. L
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Image Statuses i "
Preview:
BLOX —
TOTAL CMS [ ||
Tip
SERS can
export
Source Exported | Slug Space |Res. | Page Type
[/l untoned_High Res MYk Space_shuttle RGB 60 Al  IPEG aH phOtOS at
one time or
™ ) Export for Toning: . - .
@ Import Toned: lndIVIduaHY.
 Import from CMS:
() Restore:

The untoned versions will
be exported to a folder that is
specified in the image toning
preferences XML file. This
file can be edited with the as-
sistance of TownNew support
staff.

The image should then be
toned and moved into the Im-
ages folder.

Step 7

When you Export the
Image(s), the dialog will im-

mediately reopen. The Import
Toned option will be selected.

If you are using automated
toning software, it may take
only a few seconds to tone an
image and put it in the correct
place. You can then select the
Import button to replace the
untoned photo on the page
with the toned version.

If you are not using automat-
ed toning software, click Close
to close the dialog box.
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Step 8

(Optional — If not using au-
tomated toning software) When
the image is toned and moved
into the Images folder, click the
BLOX Total CMS menu, hover
over Image Statuses Shortcuts
and select Import Toned.

Make sure the image is
checked and then click the
Import button to replace the
untoned version on the page
with a toned version..

CHAPTER 14 | THE ASSET MANAGER
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» IMAGE TONING PREFERENCES

FILE LOCATION
\\tcms_indesign\imagetoningpreferences

EXPORT FOLDER PATH: Location to
where photos from the page are ex-
ported.

DEFAULT: %%Images%%

ToNeEDIMAGEFOLDER: Location from
where where toned photos are pulledto
replace untoned photos on the page.
DEFAULT: %%Images%%

TonNED SUFFIXES: A simple suffix added
to the filename of a toned photo.
SUGGESTION: _gs for graryscale
SUGGESTION: _cmyk for color

ToneD EXTENSIONS: The possible file
extensions that will be used for toned
images. Keeping these extensions to

a minimum will make the search and
replace much faster. The period before
the extension is mandatory.
SUGGESTION: ,jpg

SUGGESTION: .pdf

SUGGESTION: tif

SuBFoLDERS: Images can be exported
to subfolders within the CMYK or Gray-
scale folders. When the image is ex-
ported, it will recognize the size of the
photo frame on the page and export

it to a folder for that size photo. This
enables automated toning software

or a person doing to toning to size the
photo properly. The frame size is done
in points.

NortE: The FullPage option is required if

subfolders are used.
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ZE0OL>
{defaultal
=purposss>toning</puzposse>
<exportFoldecPachrb b Inagent b exportFolderFaths
Zronsd lders»wkIMageské/ tonedimagefclders

<tonediuffixeal
cauffin» ge</oulfix:
vouffiry cmyk</ouffixs

<ftonediuffizes>

<tonedExtenaional

</defaulces

cm=nult=ns

R>d75< fmexW

derName>doo0l Color elogd/aubfolderlame>

hr600</mamWidchyr
r

decName»>Sool Color sluogs/aubFolderHames

erlroyscale</menulNome’s
era

>

»200</maxWidch>
exer2eol Orayscale slog</aubFolderNamer

fBubFolderHame>

fEubFolderMame s

{BubFolderName>
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JUMPING A STORY

Cuapier 15

BLOX Total CMS supports both dynamic jumps and dead jumps

» DYNAMIC JuMPS
Vs
DEAD JumPps
Vs

DocCuMENT JumPs

BLOX supports three methods of jumping sto-
ries: dynamic jumps of stories to pages in the same
document, dead jumps to separate documents and
dynamic jumps to separate documents. With a
dynamic jump, when the front portion of the jump
is edited, forcing a change in the wrapping of text,
the jumped portion will adjust.

Dead jumps are not linked. The jumped portion
of the story is copied and scheduled for a page.
When that page is opened, the designer is notified
that there is a jump for that page. Changes made to
the front portion of the story do not cause a reflow
of the story. Designers will have to jump the story
again if there are changes that affect the wrapping
of text and the position of the jump.

BLOX Total CMS

B B isie% -

Asset Manager...
Logeut

mmckilloplocal

Set Documen tDomain...
Change Domain »
Jumps D Document Jumps Manager...
Trimming »

J Document Jump Shortcuts 3
Image Statuses...
Image Statuses Shartcuts » Dead Jump to 4
Legacy Image Functions ’ Place Dead Jurnp »
Details ’

Dead Jumps Manager...

Add Frames to Selected Asset... .,

Undelete/Unplace Dead Jumps...
Add Selected as Element of 3

Add selected to ' Create / Update Turnline..,
Acld Selected Together

Create / Update Continued From...

Element Types »
File References »
Story Flow Options »

Release Selected Assets...

Creste New Article.. EAD jumps
must be
jumped again if
changes to the front
portion affect the
wrapping of text
i and the position of

o the jump.

Create InCopy Assignment... .
Add Selected to Parent Assignments Tlp

Check Qut All...

Clone and Move...

Remove InCopy Assignment..

Update InCopy Assignments
Documents

Page Content Types
Place Page Design Snippet

Place Design Element Snippet

Options v
Utilities »

» CREATING A DynaMIc JumP IN A MUuLTI-PAGE DOCUMENT

Tle: AP e CoImD e anHBACE BAF it

Hurdim. APy Qbury bk

Yubbandhre: P warte: Dby airtivan dersdings S Gre e 00 et e elalancs on mksety

Step 1 '
With the Selection tool, I s
click the text frame that [T et
contains overset text. Tk 4 e s s e
Step 2 g
Select the red overset text om—
output box in the bottom motinber s i
right corner of the text T O D e
frame.
Step 3
With the overflow on Step 4

your cursor, select a frame

where you want the jump dialog box.
to flow, or drag your mouse Step 4
to create a new frame. Click OK.
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Type a keyword in the Keyword

Step 5
Type a jump headline in the Jump
Head dialog box.
Step 6
Click OK.
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» CREATING A DEAD JumP

Step 1 Step 3 want to jump the story to.
Select the frame of the Click Jumps. Step 6

story you want to jump. Step 4 Type a keyword for the
Step 2 Click Dead Jump to. turnline.
Click the BLOX Total Step 5 Step 7

CMS menu. Select the page thatyou  Click OK.

BLOX Total CMS [Br]

Asset Manager..,

B is18% -

Logout
mrnckillop.local

Set Document Domain...

Change Domain 3
Jumps 3
Trirmrming 3

Image Statuses...

Image Statuses Shortcuts 3
Legacy Image Functions 3
Details r

Add Frarmes to Selected Asset...
Add Selected as Element of 3
Add Selected to 3

Add Selected Together

Elernent Types 3
File References »
Story Flow Options 3

Release Selected Assets..,
Create New Article..,

Clane and Maove...

Create InCopy Assignment...

Add Selected to Parent Assignments
Check Out All..,

Remove InCopy Assignment..,

Update InCopy Assignments

Documents 3
Page Content Types 3
Place Page Design Snippet 3
Place Design Elernent Snippet 3

Export Snippet...

About..,

Documentation 3
Options 3
Utilities 3

Document Jumps Manager...

Document Jump Shortcuts 3

Dead Jump to

Place Dead Jump 3

Dead Jumps Manager...

Undelete/Unplace Dead Jumps...

Create / Update Turnline...

Create / Update Continued From...

v | 2012 05_23_A 01_IN

2012 0523 A 02_JM

2012 0523 A 03_JN

» PLACING & DEAD Jump

Step 1

Open the page
where the dead jump
will be placed. The
Jump Manager will
appear if there are
any jumps for the
page.

If the page is
already open and a
dead jump is cre-
ated, click the BLOX
Total CMS menu,
select Jumps, choose
Place Dead Jump and
select the dead jump
you would like to

» UPDATING JUMPLINES

If you have
accidentally deleted
or need to create new
turnlines or Continued
From lines, you can do
that through the BLOX
Total CMS menu.

Step 1

Select the frame
of the story that you
would like to update
the turnline.

Step 2

Click the BLOX
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Dead Jumps Manager

BLOX

[ TOTAL CMS

Safe Slug

BC-US-Smal_Plane_Crash-Oklahoma_3rd_Ld-Writethru

p From Keyword Head lines

Al Congress 8/124

Cancel Delete Place

place.

Step 2

Select the jump
you would like to
place and click Place.

Step 3

With the jump on
your cursor, drag
your mouse to create

Total CMS menu.
Step 3
Select Jumps.
Step 4
Choose Create/Up-
date Turnline.

the jump text frame.
You can also just
select an existing text
frame.

Step 4

Type a headline for
the jump headline.

Step 5

Click OK.

Step 5

Type a new turn-
line.

Step 6

Click OK.
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» UNPLACING A DEAD JumP

Unplacing a dead jump is necessary if a
Jjump is scheduled for one page, but then lat-
er it is determined that it needs to go on an-
other page. Also, if changes to the layout of
the front part of the story will cause changes
to the jump, the jump must be unplaced. A

[7] Select All

user will need to unplace the jump and then =
delete it from the Jump Manager.

Step 1 Step 3 Step 5

Click the BLOX Total Select Unplace Jump. Select Unplace.
CMS menu. Step 4

Step 2 Choose the jump you

Select Jump. would like to unplace.

" Undelete Selected Jumps

BLOX

TOTAL CMS

Placed Jumps (Check those to unplace):
2012_05_23_A_01_IN ®»» 2012_05_23_A_03_IN: BC-US-Small_Plane_Crash-Oklahoma_3rd_Ld-Writethru

» CREATING A DOCUMENT JumP

Step 1

With the Selection tool, click the text frame
that contains overset text.

Step 2

Click the BLOX Total CMS menu.

Step 3

Hover over the Jumps option, hover over
Document Jumps Shortcuts, hover over Import
Page for Document Jump and select the cor-
rect page from the list that appears. This will
create an additional page in the document for
the sole purpose of jumping the story.

Step 4

Select the red overset text box in the bot-
tom right corner of the text frame.

Step 5

With the overflow on your cursor, scroll down
to the newly added page and select the frame
where you want the jump to flow, or click and
drag your mouse to create a new frame.

Step 6

Type a keyword in the Keyword dialog box.

Step 7

Click OK.

Step 8

If prompted, type a jump headline in the
Jump Head dialog box.

Step 9

Click OK.
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BLOX Total CMS B B isie% ~

Asset Manager..,
Logout

mmckillop.local

Set Document Dornain...

Change Domain

Jumps

Trimming

Image Statuses...

Image Statuses Shortcuts

Legacy Image Functions

Details

Add Frames to Selected Asset...

Add Selected as Element of
Add Selected to
Add Selected Together

Element Types
File References

Story Flow Options

Release Selected Assets..,
Create Mew Article..,

Clone and Maove..,

Create InCopy Assignment...

Add Selected to Parent Assignments

Check Out All...
Remove InCopy Assignment..,

Update InCopy Assignments
Documents

Page Content Types

Place Page Design Snippet
Flace Design Element Snippet
Export Snippet...

About...
Documentation
Options

Utilities

Docurnent Jumps Manager

Docurnent Jump Shortouts 3

Dead Jump to 3
Place Dead Jump 3
Dead Jumps Manager...

Undelete/Unplace Dead Jumps..,

Create / Update Turnline...

Create / Update Continued From...

Import Page for Document Jump 3

Place Document Jump 3
Import All Unplaced Document Jumps
Update Placed Document Jumps
2014 _11_18_TNT_A_02
2014 11 18 TNT_A 03
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» PLACING AND UPDATING DOCUMENT JuMPS

Document jumps are updated automati-
cally unless the site decides to disable that
function to improve speed performance.
Disabling the function can be done by
contacting a member of the TCMS support
team.

If a site chooses to disable the automatic
updating function, there are several menu
items that must be used with the Document
Jump.

PLace DocumeNT Jump: This is used on the
actual page where the document is scheduled

to jump. For example, if you are jumping a story
from A1 to A3, when you open A3 after jumping
the story (described on the previous page) select
Place Document Jump from the Jump options and
select which jump, if there are more than one.
ImPoRrT UNPLACED DoCUMENT Jumps: This is
similar to Place Document Jump. However, Place
Document Jump is used to import one specific
jumped story at a time, while Import Unplaced
Document Jumps will import at one time all
jumped stories scheduled for that page.

UprpaTE PLACED DocuMENT JumPs: This is used
after a jump has been imported. Each time a
jump is adjusted on the initiating page of the
jumped story, this must be selected to update the
jump page.

BELOX Total CMS

181.8% -~

Asset Manager...
Logout

rrnckillop.local

Set Document Dornain...

Change Domain

Jurmnps

Trimming

Image Statuses..,

Image Statuses Shortcuts

Legacy Image Functions

Details

Add Frames to Selected Asset..,

Add Selected as Element of
Add Selected to
Add Selected Together

Elerment Types
File References

Story Flow Options

Release Selected Assets..,
Create New Article..,

Clone and Maove..,

Create InCopy Assignment...

» Document Jumps Manager

Docurnent Jump Shortcuts 3
b Dead Jump to 3
b Place Dead Jump 3

Dead Jumps Manager...

Undelete/Unplace Dead Jumps..,

» Create / Update Turnline...

» Create / Update Continued From...

Import Page for Document Jump 3

Place Document Jump 3
Import All Unplaced Document Jumps
Update Placed Document Jumps

Add Selected to Parent Assignments

Check Out All..,
Remove InCopy Assignment...

Update InCopy Assignments
Documents

Page Content Types
Place Page Design Snippet

Flace Design Element Snippet

» DOCUMENT JumP IVIANGER

Apb: Adds a Document Jump page to

Document Jumps Manager

the current document. When select-
ed, you will be prompted to choose
which page to be imported.

W BLOX

- TOTAL CMS

EpIT: Opens the page selected in

Doc Offset | Page Name

Page Purpose

Link # | Linked Page

Link Status | Link Page Offset

the Jumps Manager. In the example 0
to the right, a user would select the =
second page in the list and click Edit.

Naormal Page

Document Jump Page

2014_11_18_TNT_A_02 0

It will open the page for editing. i
PLACE: If the user opens the jump

Edit Place [ Relink

Remove Replace Update

|
J

page using the Edit button in the Doc-
ument Jump Manager, the jump will

not be visible on the jump page. The
user can then select the Place button
to place the jump. The Place button
also can be used if a jump is removed
and then needs to be re-placed.
RELINK: Allows the user to relink a

jump page to the initiating docu-
ment.

REMOVE: Removes a document
jump page from the initiating
document.

REPLACE: Removes any linked
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pages and displays all jumps that
were jumped to the page the user
is removing.

UPDATE: Updates all jumps on the
current page.

OK: Closes the dialog box.
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CHartER 16
EDpITING IN INCoPY

InCopy allows users without InDesign to see the paginated design and edit to fit

» OPENING AN ASSET

Editing in Adobe InCopy rather than in the BLOX Web editor al-
lows users to see the layout of the story and allows them to edit to fit
the design. Users also will be able to apply styles, write headlines and
subheads to fit and benefit from other InCopy functions.

» EDIT IN ONE FRAME

This allows the user to edit all %
elements of an asset in one frame in '
InCopy. The headline, byline, cap-
tion and story can be edited in one
frame.

E B : ARENEREEER

TR T R R R R LT
58

Step 1

Click the BLOX Total CMS
drop-down menu and select Asset
Manager.

Step 2 = v =t

Search for the asset you wish to
open.

Step 3 Editable Elements:
Select the asset and choose OK. W BLOX dh

The Adobe InCopy Open Method R 1 prt_headine
dialog box will open. The asset: ] print_subheadine
BC-MY-Obit-Colerman byline
Step 4 uuid:05fd4c35-c006-5b15-bdee-16cda78sfecy '

FareTH LT

Adobe InCopy Open Method

hammer
has been placed in 1 document:

Choose Edit in One Frame. Kicker
X _02_01_IMN_012313_00_

St 5 tagline
ep but there are no valid Assignment files to open in

Using the drop-down Import eobe Incopy
Styles From menu, choose a tem- nCopy Edtng:
plate from which to import styles. © Read Ony

Step 6 @ Edit in one frame
Select which elements you wish Import Styles From:

to edit. You can choose all of the Defaul Broadshest .

elements, if they are available, or - —

just a few. o ) [ cncel |
Step 7
Click OK.
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» OPEN ReEap ONLY

This allows users to open an asset in a read-on-
ly state. Writers and editors can use this to check
what changes have been made to the asset and
can verify where it is in the editing process.

Step 1

Click the BLOX
Total CMS drop-down
menu and select Asset
Manager.

Step 2

Search for the asset
you wish to open.

Step 3

Select the asset and

choose OK. The Adobe
InCopy Open Method
dialog box will open.
Step 4
Choose Read Only.
Step S
Click Read Only.

Adobe InCopy Open Method

Editable Elements:

content

E TOTABLOX Total CMS

The asset:

print_headline
print_subheadiine
BC-NY--Obit-Colerman byline
uuid:05fd4c35-c006-5b15-bdee-16cda786fecd
hammer
has been placed in 1 document: i
kicker
X_02_01_IN_012313_00_

tagline
but there are no valid Assignment files to open in
Adobe InCopy.

InCopy Editing:
@ Read Only

@ Edit in one frame

Import Styles From:

Read Only

Cancel

» BLOX Totar. CMS MENu

CHange Domains: Some sites have
more than one domain and can

switch back and forth.

Documenrtation: This gives the user
access to BLOX Total CMS docu-
mentation, such as this user guide

in PDF format.

BLOX Total CMS |

Br] 100%  Asour: This gives in-

Asset Manager...

formation about BLOX
Total CMS.

Asset Manager Classic...,

mrmckillop.local
Change Domain

Logout

Trirnming

Asset DetaiLs: When an asset is

open, Asset Details will give
such information as the asset
slug, workflow, revision, whether

About...
Documentation

Dptions

writeback is enabled, and title or

headline of the asset.

Litilities

» ASSIGNMENT COLORS

The color of the Assignment tell the user if the story is
ready for print or if the story is out of date and needs to be
updated. Each of the four colors has a meaning.

ORANGE: Assignment not ready

for print, but current.

YELLOW: Assignment not ready

for print, but out of date.

LicHT BLUE: Assignment is
ready for print, but out of date.
GREEN: Assignment is ready for
print and current.
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Logour: Users can log

, out of BLOX Total
CMS without closing
InCopy.

C

Ormions: These options
are the same as those
in InDesign. For a

*  description of these

y  options, view the
InDesign BLOX Menu
chapter.

“Tennessee Waltz’
singer Patti Page:
diesat age 85+#

Page’s careet garnered 13 gold records

and more than S1 million in sales *

NASHVILLE, - Tenn. . — | with-more. than 100 .mils | gold records and three gold
Patti Page, who made “Ten- | Fon  recor sales, cre- | albums of more than 1 mil
nesses Waltz" the third | ated a distinctive  sound |Tion.in sales. She had 24 re
best-selling recording #ver, | for-the music-industry in |eprds in-thetop 10, includ
has-died, She was 8541 1947 by overdubbing her |ing four that reached Mo, ¢

Page diad on Wew Years | own voics when she.didnt | She wasalso the first singe;
Day in Encinitas, Calif_act | have enough money to hirel | t6have television programs
herding to her managsry || Backup singers for the sin< on all three major . nat

She was the top-salling | gle, “Confess™ works, ineluding “The Patt
female  singer in included 1y, | Fage Show” on ABC=

history | | Her career
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» TRIMMING

Trimming allows the user
to trim story content on the
InDesign page but have that
content remain as part of
the asset to be posted on a
website.

To TRIM A STORY:

Step 1

Highlight the text in a story.

Step 2

Click the BLOX Total CMS
menu

Step 3

Select Trimming and
choose Trim.

To SHOW ALL TRiMS:

Step 1

Click the BLOX Total CMS
menu

Step 2

Select Trimming and
choose Show All Trims.

When Trims are hidden and
you are using the Layout View,
the user will see a carrot icon
in the text where the trim is
located, and the eye icon next
to the print_trim option in the
Conditional Text panel will not
be visible.

Eibyan fighters assault main Gadhafi base in Sirter

Revolutionary
fighters assault
main-loyalist
base in Sirte

 CONDITIONAL TEXT | w =]
/@ || [Uncondisansl] -
| [ | prine_wim o
Indicators:  Show -

T RIMS can be
BoCeEaE] @ 100 ]!1 ; . shown or hi'd.den

Asset Manager.. using the Conditional
Asset Manager Classic... Text panel. Click the
mmckillop.local eye next to print_trim
Change Domain v to hide the text.
Logout When the eye is
Trimming » Trim showing, the trims are
P v | Show All Trims ShOWing.
Documentation 2
Options ' HE print_trim o
it . Conditional Text NN

option is created Tip

automatically.

However, users can

change the color of the

trim in the template.

Fig ting - was - also - going - on  |[rcovmow e NS
around a Gadhafi palace complex |- o
and Green Square, the public pla-
za at the center of Sirte, between
the canvention center and the sea,
commanders said.» :

Indicators:  Show -
al =@
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CLONE AND MOVE

BLOX Total CMS allows you to clone designed stories from the page for use in other publications

OVERVIEW

Cloning allows you to
make an exact copy of a
story, layout or page, and
you can move that copy
— or the original — to
another page for a zoned
edition of that publication
or to another publication
entirely.

The copied or original
assets can be renamed, and
certain data can be set on
those assets.

BIOXTotalCMS| B H = 2178 v
Aszzet Manager...
Asset Manager Classic..,
mmckillop.local
Set Document Domain...
Change Domain 3
Logout
Jumps 3
Reverse Publish 3
Trimming 3
Image Statuses...
Image Statuses Shortcuts 4
Legacy Image Functions 3
Details »
Add Frames to Selected Asset...
Add Selected as Element of 3
Add Selected to »
Add Selected Together
Elernent Types 4
File References 3
Story Flow Options 3

Release Selected Assets...
Create New Article..,

Clone and Mave...

Create InCopy Assignment...
Add Selected to Parent Assignments
Check Out All...

» DOCUMENT SELECTION

Choose the documents from
which and to which you are clon-
ing. You can clone from and to
any TCMS document in the same
domain. However; the document
cannot be in use by another user
at the time of cloning.

Step 1

Select the BLOX Total CMS

menu. Choose Clone and Move.

Step 3
In the Clone and Move

Document Selection dialog,
select the Source Document
in the top section and the
Destination Document in the
bottom section. The Source
Document contains the
content you want to clone.
The Destination Document
is where the content will be
moved.

Step 4

Click OK.

DOCUMENT SELECTION

ACTIVE DOCUMENT: The document
that is open and active on screen.
OPENED DOCUMENT: When se-
lected, the drop-down menu is
active and you can choose from
any document you have open.
NEARBY DOCUMENT: When se-

lected, the drop-down menu is ac-
tive and you can choose from any
page near the one that is active.
FIND A DOCUMENT: When se-
lected, the Find button is active.
When clicked, you can navigate to
a particulary document.
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WHAT CAN BE
CLONED...

1. AsskeT ITEMS: Articles, images, captions,
related content, jump lines, etc.

2. Non AsseT ITEMS: Page furniture such as
page headers, teasers and promos, UPC codes,
and horizontal and vertical rules on the page.

WHAT CANNOT BE
CLONED...

1. Master PaGE ITEMS: Anything on a master
page that has not been released, such as folios,
possibly page headers, etc.

2. Lockep LAYERs: Anything on a locked layer,
such as page labels set through the TCMS ad
support.
3. Abs: Ads that are tracked through TCMS.

Clone and Move Document Selection

~ Source Document Selection:
® Active document
) Opened document
O Nearby document

BLOX

TOTAL CMS

2016_07_02_TNT_A_01
[ 2016_07_02_TNT_A 01 ~
[ 2016_07_02_TNT_A 01 |

O Find a document | Fpd.. |

~ Destination Document Selection:
() None
(O Active document 2016_07_02_TNT_A_01
® Opened document 2016_07_02_TNT_A 02 |+«
O Nearby document [2016_07_02_TNT_A 01 ||
O Find a document .- Find... - o

oK | | Cancel
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CHAPTER ' 10C

» THE SOURCE

When you clone assets, you have the ability to
alter the slug, add text to the print notes, set flags
and set the workflow of the source asset.

SOURCE PAGES

SEeLECTED PAGE: When working with multi-page docu-
ments and cloning entire pages and not just selected
assets, the Selected Page option will default to the
active page. The user can use the drop-down menu to
choose which page is cloned.

ALL PaGEs: When working with multi-page documents,
this option will clone and move all the assets from all pag-
es in the source document to the destination document.
The destination document must have at least the same
number of pages, if not more. If the destination document
has a different-sized work area, the user will be warned
that the documents do not match. The user can cancel or
continue. If the user continues, the location of the assets
may require additional design work for spacing.

SOURCE SLUG CHANGES

DATES: The date in the slug of the asset can be changed
to the destination page’s date when the story is cloned
if the following three conditions are met:
1: The date must be part of the slug.

2: The date format must match the a0
date format in the Asset Manager i
preferences (pictured at right).

3: The dates of the source and desti-
nation pages must be different.

Bumber of Search Results:

i Advanced Search:
Dofault %o ubdate®s:

[ Today +1 day v |

a5 8epubdatetss Format

PuB CobE: The publication code in
the slug of the asset can be changed |~
to the destination page’s publication BT
code when the story is cloned if the :
following three conditions are met:
1: The pub code must be part of the .
Slug. | Cancel 1
2: The slug pub code must match the page pub code.
3: The pub code of the source and destination pages
must be different.

Image Place Onder:

(L1 YK > 5 Graysca.. [+

[Com ]

EbiTioN CobE: The edition code in the slug of the as-
set can be changed to the destination page’s edition
code when the story is cloned if the following three
conditions are met:

1: The edition code must be part of the slug.

2: The slug edition code must match the page edition
code.

3: The edition code of the source and destination
pages must be different.

ZoNE SYMBoL: The zone symbol in the slug of the
asset can be changed to the destination page’s zone
symbol code when the story is cloned if the following
three conditions are met:

1: The pub code must be part of the slug.

2: The slug pub code must match the page pub code.
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Clone and Move...

BLOX

TOTALCMS

Source Options Destnation

Source Pages:

Document Name:  2016_07_03_THT_4_071 Domain:  mmckilop_local

Al Pages @) Selected Page | 2016 07 02 TNT_ A 0L |»

r Source Slug Changes:
Dates 20160702 20160706
Pub Code
Edition Code
Zone Symbol
[ Text
1 add Suffix | copy ##

Preface Source Asset’s Print Notes:

Set Source Asset’s Flags:

] Contribut=d 1 web only

~ Set Source Workflow:
[ 5et Workflow [ 52t 0o Not Publish

*| | -

Reset cancel

3: The pub code of the source and destination pages
must be different.

TexT: The text option functions as a find and replace
function. The first field is something currently in the
slug of the asset while the second field replaces the
text entered in the first field.

Apb SuFFIX: This option allows the user to append

a suffix to the story. Two pound symbols (##) will put

a two-digit incremental number after the copy. One
pound symbol will not do anything. These numbers are
important if you choose on the Options tab to create
more than one copy of the asset. The default if the op-
tion is selected and nothing is entered in the text field
is to add the word “copy” with a number at the end.

If the asset is to be used in a different publication and
the pub code is not part of the asset slug, using the
pub code as the suffix may be ideal.

PREFACE SOURCE ASSET’S PRINT NOTES

NoTESs: This allows the user to add text to the Print
Notes section of the source assets when cloning.

SET SOURCE ASSET’S FLAGS

FLaGs: This allows the user to set a flag on the source
assets when the items are cloned.

SET SOURCE WORKFLOW

WOoRKFLOW: This allows the user to set the workflow on
the source asset
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» THE DESTINATION

When you clone assets, you have the ability to
alter the slug, add text to the print notes, set flags
and set the workflow of the source asset.

DESTINATION PAGES

SEeLECTED PAGE: When working with multi-page documents
and cloning entire pages, the Selected Page option will de-
fault to an opened page. The user can use the drop-down
menu to choose to which page content is cloned.

ALL PaGEs: When working with multi-page documents,
this option will clone and move all the assets from all
pages in the source document to the same page numbers
in the destination document. The destination document
must have at least the same number of pages, if not
more. If the destination document has a different-sized
work area, the user will be warned that the documents do
not match. The user can cancel or continue. If the user
continues, the location of the assets may require addi-
tional design work for spacing.

DESTINATION SLUG CHANGES

DatESs: The date in the slug of the asset can be changed
to the destination page’s date when the story is cloned if
the following three conditions are met: . berof cosrch fesuie:

1: The date must be part of the slug. [« A
2: The date format must match the
date format in the Asset Manager
preferences (pictured at right).

3: The dates of the source and desti- | v o
nation pages must be different. e e

Sathpubdatesan Saparator

L Awtn Search

1 advanced Search:
Dtault SeSoubdate™%:

| Today +1 day - |

PuB CobE: The publication code in
the slug of the asset can be changed
to the destination page’s publication
code when the story is cloned if the
following three conditions are met:
1: The pub code must be part of the | ca |
slug.

2: The slug pub code must match the page pub code.
3: The pub code of the source and destination pages
must be different.

Kumber al Search Optians:

Image Flace Onder:

(s oavk = s Gravsca... = |

[ mese |

EbiTioN CobE: The edition code in the slug of the as-
set can be changed to the destination page’s edition
code when the story is cloned if the following three
conditions are met:

1: The edition code must be part of the slug.

2: The slug edition code must match the page edition
code.

3: The edition code of the source and destination
pages must be different.

ZoNE SYMBoL: The zone symbol in the slug of the
asset can be changed to the destination page’s zone
symbol code when the story is cloned if the following
three conditions are met:

1: The pub code must be part of the slug.

2: The slug pub code must match the page pub code.

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

Clone and Move.

BLOX

TOTALCMS

_Source | | Options | Desonatan

Destinanon Pages:
Documant Name:  2016_07_06_TNT_A_D

_07_L Dormain: mmckilop.local

Al Pages da) Selected Pags | 2016 07 06 THT_ A 01| |

Destinabicn Slug Changes:
[ Dates
Pub Code

Edition Code

20160702 20160706

Zone Symbo
O Text
| Add suffix apy 77 |

’— Preface Destination Asset’s Print Notes:

[ Contributzd

Sek Destination Asset’s Aags:
’V [ web anly

Set Destination Workflow:
(] Set Workflow [] sat Do Not Publish

Resal Cancel

4

3: The pub code of the source and destination pages
must be different.

TexT: The text option functions as a find and replace
function. The first field is something currently in the
slug of the asset while the second field replaces the
text entered in the first field.

ApD SuFFIX: This option allows the user to append a
suffix to the destination story. Two pound symbols (##)
will put a two-digit incremental number after the copy.
One pound symbol will not do anything. These numbers
are important if you choose on the Options tab to create
more than one copy of the asset. The default if the op-
tion is selected and nothing is entered in the text field is
to add the word “copy” with a number at the end.

If the asset is to be used in a different publication and
the pub code is not part of the asset slug, using the
pub code as the suffix may be ideal.

PREFACE DESTINATION ASSET’S PRINT NOTES
NorTEs: This allows the user to add text to the Print
Notes section of the source assets when cloning.

SET DESTINATION ASSET’S FLAGS
FLAGs: This allows the user to set a flag on the destina-
tion assets when the items are cloned.

SET DESTINATION WORKFLOW

WoRKFLOW: This allows the user to set the workflow on
the destination asset.

SeT Do Not PuBLIsH: This checks the Do Not Pub-
lish option in the asset, preventing it from appearing
online.

CHapTER 17 | INDESIGN & BLOX
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» THE OPTIONS

CONFIGURATION

Savep OPTIONS: After you set all the options on the
Source, Options and Destinations tabs, that configu-
ration can be saved so you — or anyone at your site

— can use that same configuration again. The configu-
rations are stored in a central location and will appear
in the drop-down menu for all page designers. To save
your configuration, select the options on all three tabs
and click the Save button. Give your configuration a
name that is somewhat descriptive. Click OK.

CLONE OR MOVE WHAT

ALL ITEMS: Clones and moves all items in the selected
page or document.

ALL ASSET ITEMS: Clones and moves
all assets in the selected page or
document. This does not include

] |
page furniture, images manually [ |
placed from a file server, horizontal .
and vertical rules, logos and such Tlp
stored as snippets. Basically, it dis- TEMS
regards anything that is not placed can be
through the Asset Manager. .
ALL NON-ASSET ITEMS: Clones and checked in
moves all non-assets in the selected or out when
page or document. This includes cloning
page furniture, images manually

ocurs.

placed from a file server, horizontal
and vertical rules, logos and such
stored as snippets. Basically, it clones and moves any-
thing that was not placed through the Asset Manager.
ALL SELECTED ITEMS: Clones and moves all items on
the page that you have selected.

SELECTED ASSET ITEMS: Clones and moves all asset
items on the page that you have selected. This does
not include page furniture, images manually placed
from a file server, horizontal and vertical rules, logos
and such stored as snippets.

SELECTED NON-ASSET ITEMS: Clones and moves all non-
asset items on the page that you have selected. This
includes page furniture, images manually placed from
a file server, horizontal and vertical rules, logos and
such stored as snippets.

MAIN OPTIONS: RELEASE TO SOURCE

BUDGET ORIGINAL ASSETS TO DESTINATION PAGE: Takes
the original assets from the source page and budgets
them for the destination page — but does not place
them. A released — not connected to TCMS — copy of
each cloned asset will remain on the source page.
IMOVE ORIGINAL TO DESTINATION PAGE: Moves the
original assets from the source page to the destination
page. A released cloned copy — not connected to TCMS

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

Clane and Mave.

“ BLOX

L TOTALEMS

Saurcs Opbons Destnation

Configurabions:

| =] [ save.. |

Clone or Move what:
@ 2l items Al selacted iterns
)2l zsset items

) All non-asset items

Selected asset items

Selzcted non-asset items

r Mzin COptions:
Release to Source:

0 Budpet Criginal assets to Destination page
© Move Original te Destination page

Remove from Source:
) Budget Qriginal assets to Destination page
) Move Original to Destination page

r Clane from Source:
O Oane Asssts 1 |copies

2 Cane to Source page, Move Original bo Destinatian

) Budpet Qoned assets to Destination pags, Source remains

{# Place Clonss an Destination page, Source remains

Reset Cancel

— of each cloned item will remain on the source page.

MAIN OPTIONS: REMOVE FROM SOURCE

BUDGET ORIGINAL ASSETS TO DESTINATION PAGE: Bud-
gets the original asset for the destination page and
removes the asset from the source page.

MOVE ORIGINAL TO DESTINATION PAGE: Clones and
moves the asset from the source page to the destina-
tion page. It removes the asset from the source page.

MAIN OPTIONS: CLONE FROM SOURCE

CLoNE AssETS: Allows the user to make cloned copies
of assets for use in the future or for training purposes.
You can choose the number of cloned copies by enter-
ing a number in the Copies text field.

CLONED TO SOURCE PAGE, MOVE ORIGINAL TO DESTINA-
TION: Creates a cloned copy on the source page and
moves the original asset to the destination page.
BUDGET CLONED ASSETS TO DESTINATION PAGE, SOURCE
REMAINS: Budgets the cloned assets to the destination
page and the original versions remain on the source
page.

PLACE CLONES ON DESTINATION PAGE, SOURCE REMAINS:
Places the cloned copies on the destination page and
the original versions remain on the source page.
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» TIPS

CHECK IN OR OUT: Items can be checked in our out
when cloning.

CONFIGURATIONS: Anyone can created a saved
configuration. Those saved configurations will be
available to anyone logged in to BLOX Total CMS in
InDesign. To replace or edit a saved configuration,
choose the options you like and save it with the
same name as the existing saved configuration. It
will ask you if you would like to replace the saved
version. Choose Yes.

Do Not PuBLIsH: Do Not Publish prevents assets
from appearing online. However, if the asset is later
promoted to a workflow where Web Ready is set, the
Do Not Publish option will become unchecked.
PaGE sizEs: You can clone and move assets from a
broadsheet document to a tab document. However,
you will be warned that the dimensions differ for the
work area of the page (warning at right). You can
choose to cancel or continue. If you continue the
assets will appear on the destination page, but likely
will not fit the page properly.

RESET: The Reset button sets all options on all tabs
to their default setting.

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017
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mis-matched document sizes

BLOX

TOTAL CMS

Unfortunately the live area of '2016_07_02_TNT_A_01' (the
source page) does NOT match the live area of
'2016_07_06_TNT_A_01' (the destination page). Do you want to
continue to replicate the tems to destination page?

2016_07_02_TNT_A_01: 1525 points
2016_07_06_TNT_A_D1: 1327 points
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» CREATE A STORY ASSIGNMENT

BLOX Total CMS allows users to create story
and photo assignments to better organize workflow.
Making a story or photo assignment puts the asset
on the budget and creates the asset.

Step 1

Select the BLOX Total
CMS menu, choose Editorial
and select Assignments.

CHapTER 18
BUDGETING AND ASSIGNMENTS

Putting assets on a budget will keep you organized

N email with details of

] ] ) )
Ew the assignment is sent to
Tip  the assigned user when the

Step 2
Click the Create Assignment
button.

Step 3

Fill in the Assignment Title.

This will be the title of the
asset and will serve as the
Web headline.

Step 4

Choose whether the
Assignment Type is an article
or Media. Media would be
anything other than a story.

Step 5

for your site.

Step 6

Enter a detailed description
of the assignment. This
should describe the story
or photo so that people
reading the description will
adequately understand what
the assignment is about. This
will appear in the Notes area
of the asset.

Fill in the slug of the story, Step 7
using the naming convention Click Next.
Step 8 Step 10
Select a Workflow and Select a Due Date for

process from the drop-
down menus.

Step 9

Assign a user to the asset.

the assignment from the
calendar.

Step 11
Click Next.

assignment is created.

|a*BLOXCMS [ Jpesktop-

Editorial 'v} e
% Seftings | || S50 Assignments
% Page tracker

[] Desktop
w Syndication

Create new assignment: General info

Assignment title: | City Council
Assignment type: | Article )

Description:

City Council meeting. Expected to tak about downtown parking and possible

creation of a parking structure.

Create new assignment: Workflow and User info
Workflow: | Editorial
Process: |-

Assigned user: | mmckilop@hotmail.com X m%

Due date: | Dec 3, 2013 |[‘5‘j

Slug: 120313-oc-citycound
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CHAPTER ‘

Step 12

Select the publication,
publication date, edition,
zone, section and page

10C ‘

Step 13

Assign the depth of the
asset if you are budgeting
an article asset.

for the assignment. The Step 14
publication is mandatory, Click Next.
but the rest are optional.
Step 15 the list and select Add
Select Set Sections. Sections.
Step 16 Step 17
Choose a section from Click Next.

Step 18
Fill in the Venue or

a photo assignment, fill in
the information to guide

Event Details if the the photographer to the
information is pertinent. correction location.
If the story is about a live Step 19
event, you should fill in Click Next.
the information. If this is
Step 20 Step 22
If you would like to Assign a user for the

make a photo assignment
with the article
assignment, select the
Include Photo Assignment
check box. This will
make the photo a child
asset to the original story
assignment.

Step 21

Select the workflow and
process for the photo.

photo assignment.

Step 23

Choose a Due Date
for the photos from the
calendar.

Step 24

Enter the number of
photos needed.

Step 25

Click Create Assignment.
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Create new assignment: Publication info

Publication: | Training (TRN)

Publication date: Dec4, 2013 (5]

Edition:
Zaone:

Section: | A
Page: 1

Assigned depth: |15

<<Back |
= )

Create new assignment: Sections.

& Set sections

newsiocal

Create new assignment: Venue/Event details

Address:

City or municipality:
State or region:
Postal code (ZIP):
Start time:

End time:

Create new assk : Child photo

Include photo assignment: 7]

Photo assignment
Warkflow: | Photos
Process: Entry

Assigned user: jmckee@hotmai.com %10

Due date: Dec3, 2012 A

Number of photos: 3

Next == |

Mext=> |
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» CREATE A PHOTO ASSIGNMENT

BLOX Total CMS allows users to create story
and photo assignments to better organize workflow.
Making a story or photo assignment puts the asset
on the budget and creates the asset.

Step 1
Select the BLOX Total

CMS menu, choose Editorial

and select Assignments.

Step 2
Click the Create
Assignment button.

Step 3

Fill in the Assignment
Title. This will be the title
of the asset and will serve
as the Web headline.

Step 4

Choose whether the
Assignment Type is an
article or Media. Media
would be anything other
than a story.

Step 5

Fill in the slug of the
story, using the naming

convention for your site.

Step 6

Enter a detailed
description of the
assignment. This should
describe the story or photo
so that people reading the
description will adequately
understand what the
assignment is about. This
will appear in the Notes
area of the asset.

Step 7

Click Next.

Step 8

Select a Workflow and
process from the drop-
down menus.

Step 9

Assign a user to the asset.

Step 10
Select a Due Date for

the assignment from the
calendar.

Step 11

Enter the number of
photos needed.

Step 12

Click Next.

BLOX ToraL CMS User GuibE VERsION 7 | November 20, 2017

T N email with details of

kel the assignment is sent

Tip  to the assigned user when
the assignment is created.

|+*BLOXCMS [ Jpesktop-

Editorial L) A
zzefs
; Assignments
€, Seftings b || g
5 Page tracker
| Desktop
w Syndication
Create new assignment: General info
Assignment title: | City Council
Assignment type: | Article 2 Slug: | 120313-loc-citycouncil
Description:
City Council meeting. Expected to talk about downtown parking and possible
creation of a parking structure.
| Nexts=
Create new assignment: Workflow and User info
Waorkflow: | Editoral X

Procass: |- ™
Assigned user: jmckee@hotmail.com x. P
Due date: | Dec 3, 2013 [

Number of |3
photos:
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Step 13

Select the publication,
publication date, edition,
zone, section and page
for the assignment. The
publication is mandatory,
but the rest are optional.

Step 14

For a photo assignment,
you would leave the
assigned depth blank.

Step 15
Click Next.

Step 16

Fill in the Venue or
Event Details if the
information is pertinent.
If the story is about a live
event, you should fill in
the information. If this is

a photo assignment, fill in
the information to guide
the photographer to the
correction location.

Step 17
Click Next.

Step 18
Select Set Sections.

Step 19
Choose a section from

the list and select Add
Sections.

Step 20

Click Create Assignment.
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Create new assignment: Publication info x

Publication: | Training (TRN) R
Publication date: Dec4, 2013 (5]
Edition: 2
Zaone: "
Section: | A Rt
Page: 1

Assigned depth: |15

<<Backj | Next=> |

Create new assignment: Venue /Event details b4

Address:

City or municipality:
State or region:
Postal code (ZIP):
Start time:

End time:

<<Back | Nextss |

Create new assignment: Sections x

&7 St sactions

newsflocal

<cBack | Create assignment|

CHAPTER 18 | BUDGETING AND ASSIGNMENTS

PAGE

80



CHAPTER ' 10C

» EDITING AN ASSIGNMENT

Once you create an AR Wi A T e R )
assignment, you may need i 51 - g e —— —
to move it to a different 3 eI — R el T -
publication or date. You - :
can edit an assignment e
two different ways. i
Option I (Preferred) e
Step 1
Fill in the search criteria  ____ €£
for the assignment using : Z,
the Search Terms options E
on the left. Z
Step 2 oty Counct = O
Click Search. e e e Z
Step 3 o —— | = <
Double-click the B — g @)
assignment when it o - <ZC
appears in the Search e i i i
Results window. oo . p: zZ
Step 4 Acspnmart st [mnes r s E
Change any of the - &)
assignment details as N a
necessary. ot s ok o v e o 3| 5
Step 5 5 -
Click Save. e o] _aanon |
o
~
» EDITING AN ASSIGNMENT &
Option 2 Step 6 o i i = =
Open an asset. Zone. o~
Step 2 Step 7 S
Select the Publica- OPTIONAL: Add an
tion panel in the Print ~ Edition.
tab. Step 8
Step 3 OPTIONAL: Select
Click Add. the desired section.
Step 4 Step 9
Select the desired OPTIONAL: Enter a
publication. page number. e
Step 5 Step 10 i
OPTIONAL: Add a Click Add. Resi~
date. ;
PAGE
81
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» SEARCHING FOR BUDGETED ASSETS

10C ‘

You can search for budgeted items using many search
criteria, including the assignment name, the due date of
the assignment or the publication or publication date.

--------

S

SEARCH CRITERIA

AssiGNMENT NAME: A search for a budgeted asset based on an assignment name or the asset’s title.
STaTUS: A search for an asset based on whether the asset’s status is Unassigned, Assigned, In

Process, Print Ready or Placed.
TYPE: A search for an asset based on whether it is an article or Media.
SECTION: A search based on the sites various section tags.

AssiGNED USER: A search based on the assigned user or the author of the asset.

PUBLICATION: A search based on the publication for which the asset is budgeted.

PuB DATE RANGE: A search based on the date of the publication for which the asset is budgeted.

Due DATE RANGE: A search based on the due date of the budgeted asset.

» VIEWING AND PRINTING A BUDGET
Viewing and Printing a budget is

l .'BLOXCMS s Editorial | Assignments -

often necessary for budget meetings, Editorial ) | () Assets
and it can be done through the Page

Tracker function.

6% Seffings b & Assignments
& Page tracker

[] Desktop

w Syndication

SBLONCIMS @ easorial 17

1, Saarch Terms

Step 1
Click the BLOX menu, select
Editorial and choose Page Tracker.
Step 2 e
Fill in the search criteria for
the publication for which the
assets are budgeted.
Step 3
Click Search.
Step 4
Click Budget View.

DReset = 5en

* 7] £dtan Pages status Progress

Fdition name: &
7] 2031202 TRY + et

AlPublicacions > ‘
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The budget view can
be customized. Assets
can be grouped based
on the assets’ type,
section, workflow,
workflow process,
whether it has been
placed, whether it is
print ready and for
what page the assets are
budgeted. Select you
criteria from the drop-
down menus as the top
of the budget view tab.

Search resulis 2013-13-04-TRN Budget *

Group by: Type: Placed: Section:

Primary asset v | Al > | Al ¥ | Al

2013-12-04-TRN Budget
o ne (G

Page Plyced Type PR Shg Title

= 120313-log-citycouncil (1 Item)

A-m || 120313-bc-citycouncil  City Council

PRINT

ELECT the Print icon to

print the budget. Selecting
the icon will open a printable
budget view in another Web
browser tab.
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Page:
| All

Warkflow

Tip

Print ready: Workflow: Workflow process:

¥ Al x| Al | (Al ¥ | |Clear|

Prierity  Author Sections Depth

news/local

REFRESH

ELECTING the refresh icon

will refresh the budget
search and show you an
updated budget with changes
that may have been made since
your last search.
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PAGE TRACKER

Page Tracker allows editors, writers, designers and managers to follow page production

» CREATING AN EDITION
[ I'BLOXCMS -\,} Editorial / Assets -~ |

Step 1

Click the BLOX button.
Step 2

Select Editorial.

Step 3

Choose Page Tracker.

Step 4
Click New Edition.

Step 5

Select a publication from
the Publication drop-down

Editorial

‘5 Pagetracker

% Settings  #

[] Desktop

from the Publish date
calendar.

Step 7

Click the downward-facing

arrow next to save and

menu. choose Save and Close.
Step 6
Choose a publish date
T N edition will be
L created
Tip automatically when

the pages are created.

» SEARCHING FOR AN EDITION

You can search for an
edition using various
criteria. You can search
by edition name, status,
publication and a
publication date or range.

Edition Name

Since publications have
specific names and the
naming convention for
pages are consistent, it is
relatively easy to search
by edition name. Your
editions may follow a
standard format of:
YYYY-MM-DD-Pub code
So a standard name might
be something like 2013-
11-25-TN

Status

You can search for
publications that are
incomplete or complete.

Publication

The drop-down menu
will contain a list of all
the publications that are
listed in the page-naming
dialog box, which should
be all the publications for
your site.

Publication Date Range

You can search for a
publication based on a

specific date or a start and

end date range.
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b Assets

CHartEr 19

#BLOXCNMS @ Editorial | Page tracker=

-, Search Terms «| Search results

Q Reset = Search <3 New edition

’j Edition name
-, Search Terms <4 L] |
| ] |
3 Reset = Search Tlp

Edition name
Status i

[] Complete

[] Incomplete
Publication e
All Publications it
Publication date range -

[l

Start: |Oct 16, 2013
End:

B

OR a date

range
search,
choose a
date that is
one day
prior to the
date of
publication.
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» OPENING AN EDITION

The editions that
meet your search
criteria will appear
in the Search Results
pane. Each result
will tell you the
name, number of
pages in the edition,
the status of the
edition, the progress
of each of the pages,
the publication date
and when the edition
was last modified.
To open it, double-
click the edition. I 4 (vl 1Jori] b W

Search results

D New edition
ion name -« 'ages

11 Edti P
[¥]| 20131220800 2

| -12-20-MMM
[F]| 2013-12-20-MMM 1
[} 2013-12-21-MHam 10

&

» VIEWING PAGES

Editors often want to check the process of page

Status
incomplete
incomplete

incomplete

designs, and newsrooms often want to proof pages
without printing hard copies. PageTracker allows you

to view the page up to the last save.
Step 1
Search for an edition.
Step 2
Double-click the edition to open it.
Step 3
Double-click the page you want to preview.
Step 4

To enlarge the preview, click the Enlarge Preview
button. To view a high-resolution version of the page,

click the View PDF button.
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&7 Edit [ Budget view 47 Add pub to assets () Remove

Progress Publication Publish date Last modified
2012-12-20
2013-12-20

20121221

0of2pagesco.. BUD 2013-12-18 08:18:48

0of1pagesco... MMM 2013-12-12 10:14:14

Oof10pagesc.. MMM 2013-12-19 09:43:08

Displaying editions 1 - 3073

View PDF  ENLARGE PREVIEW

Preview

wm JF nothing appears to

EE A happen when you click

Tip View PDE go to your
browser’s preferences and
turn off pop-up blocker.
Some browsers will show
you a pop-up blocker
notification in the address
bar that you can click and
disable for just the TCMS
web page.
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» COMPLETING A PAGE

There are two ways to promote a page through

the Pages workflow. You can do it manually
through the BLOX Total CMS menu or through

your output options.

SET PAGE WORKFLOW
Step 1
Click the BLOX Total CMS menu.
Step 2
Select Documents.
Step 3
Set Page Workflow.
Step 4

Click the workflow process you wish to apply

to the page.

Tip

ROMOTING a page through the Pages
workflow can potentially change
two fields in PageTracker. It will always

change the Progress of a page and may
change the Status to Complete if you
choose the final process in the workflow.

[EETGE] O o

1922 =
Aster Manages..

Agset Manages Classic..

Set Document Dompin...
Change Domain
Logeut

Jumnps

Trimming

Irage Stadusses
Iage Sttunes Shovtcuty

Legacy misge Fursctions

Dby

At Frames 1o Selected Astet...
Audd Selected as Element of
Add Selected to

Audd Selected Together

Element Types

File References

Story Flow Options

Felease Selected Sssets..
Crepte Now Article...

Clone and Move..

Create InCopy Avsignement...
acdd Selected b Pasend Assignenerits
Check Ot Al

Resnave bl spy Adgienant...
Uppdate InCopry Astignmants

Documents

Page Contert Types

Place Page Design Snippet
Pilbce Design Element Saippet
Export Snappet..

Abowt..,

MNew fram Template

Open from BLOX Total CMS
Open Nearby
Open...

Save As...
Combine With

Output
Set Page Workflow...
Set Workflow of All Pages...

Disable Export

Image Source Hierarchy

Ad Statuses...

PROMOTING THROUGH
OvutpuTt

This option requires that you have
page promotion set as part of your
output options. This can be set up by
the TownNews TCMS team.

Step 1

Click the BLOX Total CMS menu.

Step 2

Select Documents.

Step 3

Choose Output.

Step 4

Click the output option of your
choice.

Documentation Advertising
Opticas
Usilaies
OGSl @ O e
Asget Mansges... .
Aazet Manages Clastic.. u -

Set Docurment Dompin...
Change Domain
Logeut

Jumgs

Trimming

Image Statisict
Image Statises Sherteuly

Legacy lmasge Furction:

Dty

il Framees i Selected Asset...
Addd Selected s Element of
Add Selected to

Add Selected Together

Element Types

File Raferences

Story Flow Dptions
Releaze Selected xsets..
Creste How Article...
Clene and Mave.

Create inCopy Assignment...

Documents

Pege Cortert Types

Flace Page Design Snippes
Plsce Datign Element Saippet
Export Srippet.

Abgut..,

Dotumendation

Optices

Urildies
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Tip

In Progress

Proof
Final

OU can have your output
options promote a

page to a Proofed workflow

process when you print to a
specific printer. You can also
have your options promote
the page to a final workflow
process when you make your
final PDF output.

MNew from Template

QOpen from BLOX Total CMS
Open Nearby

Open...

Save As...

Combine With

Qutput

Set Page Workflow...
Set Workflow of All Pages...

Disable Export

Image Source Hierarchy

Ad Statuses...
Advertising

Proof

Daily
Weekly

Page Tracker

Final Qutput Daily
eEdition Daily
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» BREAKING DowN THE EDITION

PusLicaTiON DATE: Shows STATUS: Shows the status

Epimion NAME: Shows the  PUBLICATION: Shows the
publication name for the

edition name for all the
pages

NEw PAGE: Al-
lows you to manu-
ally add a page to
the edition.

=y

VIEW: Allows you .—I

to view or edit a
page in the edi-
tion.

PREVIEW: Shows -
a thumbnail pre-
view image of the
designed page.

PR: Shows whether or not
a page is print ready.

Ab: Shows whether or not
there are problems with
ads on the page.

the date for when the edi-
tion is to be published.

» BREAKING DOwWN PAGE PROGRESS

Pace NAME: Shows the

13_10_25 TRH_X_01
i

STATUS: Shows
the status of the

page.

PROGRESS:
Shows the prog-
ress of the page
design.

AsSETS: Shows you a list
of the page’s assets and

the assets.
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PaReNT EDITION: Shows the
name of the selected page. name of the edition with
which the page is associated. design.

Apb AssET: Allows you to
add assets to the budget
allows you to view and edit of assets for the page.

PREVIEW: Shows a thumb-
nail image of the page

u

Workflaw process
Auglre... Wis gt m

REFRESH: Refreshes the
page information for the
selected page.

e
[ TT—

STATUS: Shows whether or
not a page is complete.

— incomplete or complete
— of the edition.

PROGRESS: Shows
the progress of the
pages through the
Pages workflow.

INFo: Shows a
history of the
edition —when it
was change and
who changed it.

Tacs: Editions
can be tagged.
This is for future
enhancement
and is not active.

ENLARGE PREVIEW: Opens
the low-resolution PDF of
the page.

CHAPTER 19 | PAGE TRACKER

== PDF: The button
with the Adobe
Acrobat symbol
Opens a full-
resolution PDF of
the page if one
exists.

INFo: Shows the
page design his-
tory — who made
changes and
when the chang-
es were made.

SAVE: Saves any changes
you made to the PageT-
racker information.
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» GALERY VIEW

Select the Gallery i | oo _ _
View button — not the s —— e
downward-facing arrow : e B
— to see a different view e
of the publication. f e P [ e R
Some editors prefer to = = e E-: 4
view the publication in 5 . =
Gallery View. This shows = - 'ﬁm i
each page with a much ' . . N )
larger thumbnail image. — -
It also puts the status AT =50 3 1
color as the backgroud to i -
the page preview. i ﬁ;!
| gl
o
» WIREFRAME VIEW g
Select the downward- R sz B ——— —
facing arrow next to oo %=, WIREFRAMES VIEW e i .
Gallery View to see a i ' T O
different view of the = <
. . SRR TR T wTT e Q_‘
publication. [
Wireframes View | G
allows you to see the [ R S o g\
frames and the slugs of e I
assets placed in frames. §
This view is especially E ~
helpful in determining i m %
which assets will be R 000 = s
segmented for the ) . ) @)
TownNews eEdition. :
PAGE
88
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» BUDGET VIEW

The Budget View option allows
you to select a publication and
view all assets that have been as-
signed to that publication.

Step 1

Search for a publication.

Step 2

Select the publication from the
search results.

Step 3

Click the Budget View icon. A
new tab will appear with a list of
all assets assigned to the publica-
tion. The list can be sorted accord-
ing to the criteria at the top of the
active window.

Step 4

Optional: Select the printer
icon to print the budget.

Search results

wzangiie

Puge 1,811 <

to | F0R3-22-21-HMH Budget *

Times Plrced: Sectin: Fages Pint readr:

2013-12-21-MMM Budget
el

Fmr  Pawd Trpe PR Seg T Workteye Priy | Authar

= Rasireille hafidsy specialty {1 Teem
AwE @ s tash

122443 _foud_-Foad-Spced

1_tnnd
L]
[io}
|
]
m
]

| [ [

» ADD PUB TO ASSETS

The Add Pub to Assets function
allows you to select a publication
and then add, or assign, one or
multiple assets to that publica-
tion. This is a big time-saver,
eliminating the need to find each
asset and update the publication
information individually.

Step 1

Search for a publication.

Step 2

Select the publication from
the search results.

Step 3

Click Add Pub to Assets.

Step 4

Select Choose Assets.

Step 5

Search for the assets and
select all the apply.

Batch add publication to assets

£ [0 Eoopervww o7 208 pun 1 maees ) Remeve

Last modtud
DHIAZA N 1S

Ducliiag sdtiond 1 - 2601

Wiorfiors Workfiow pracess:

spituatyier, azifasd

(&) Choose assats = Publication: | TownNewsMarketing (MMM} 20
Title Slug Publication date: |Dec 21, 2013 |

Edition: i

Zone: v

Section: | X i

Page:
Assigned depth:

Step 6 T
Click Add Selected Assets. T
Step 7 Tip

Optional: Edit any publica-
tion information necessary.
For example, you can assign a
specific page to each of the as-
sets chosen.

Step 8

Click Add.
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F adding specific

publication
information such
as page or depth,
search for and add
only the assets that
will be going on that
page or that will be
that length.
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Charter 20

Key functions or nuances are often forgotten after training

WHAT HAVE YOU FORGOTTEN

1. Do not paste from your clipboard directly into
BLOX Total CMS. Use the Paste as Plain Text op-
tion. The steps for this method depends on the Web
browser you use. Internet Explorer pastes directly
into the body. Firefox pastes into a pop-up window.

2. Removing a site tag does not remove the story
from a website. However, updates to the story will
no longer be posted until the site tag is added again.

3. Removing a child asset does not remove the
content from the website if it has already been post-
ed. It just means it will not update on the website as
the story is updated.

4. Things can happen automatically in the back-
ground as part of the workflow. The Print Ready
box can be checked and a site tag can be added.

5. The Start Date/Time is when an asset can be
seen online. Assets can be sent online early and
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when it can be seen online can be controlled with
the Start Date/Time.

6. Always click the Reset button before you
search if you do not get the search results you ex-
pect. This clears the search criteria you used in your
last search.

7. Slug searches are case sensitive.

8. Using the Trim From Print options, either from
the InDesign page or from within the browser’s edi-
tor, will hide the trimmed text on the page but make
it viewable online.

9. The merge box and warning will stay until you
uncheck the merge box.

10. While you can view an asset’s information
and contents within the Asset Manager, you cannot
edit it from the Asset Manager.
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INDESIGN SHORTCUTS

Keyboard shortcuts make navigating programs easier

Adjust Leading

Em Dash

Text Frame Options
Decrease Leading
Increase Leading
Decrease Leading by 5
Increase Leading by 5
Decrease Point Size
Increase Point Size
Decrease Point Size by 5
Increase Point Size by 5
Decrease Tracking
Increase Tracking
Decrease Tracking by 5
Increase Tracking by 5

Fit in Window
Zoom 200%

Zoom 400%

Hide Guides
Presentation Mode

Fill Frame Proportionally
Fit Content Proportionally

Undo
Redo
Spell Check

Quick Apply
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ADJUSTING TEXT

Ctrl+Alt+Arrow
Shift+Alt+-

Ctrl+B

Alt+Up Arrow
Alt+Down Arrow
Ctrl+Alt+Up Arrow
Ctrl+Alt+Down Arrow
Shift+Ctrl+,
Shift+Ctrl+.
Shift+Ctrl+Alt+,
Shift+Ctrl+Alt+.
Shift+Alt+Left Arrow
Shift+Alt+Right Arrow
Ctrl+Alt+Left Arrow
Ctrl+Alt+Right Arrow

ADJUSTING YOUR VIEW

Ctrl+0
Ctrl+2
Ctrl+4
Ctrl+;
Shift+W

ADJUSTING IMAGES

Shift+Ctrl+Alt+C
Shift+Ctrl+Alt+E

MISCELLANEOUS

Ctrl+Z
Shift+Ctrl+Z
Ctrl+I
Ctrl+Enter
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INDESIGN SHORTCUTS FOR MACS

Keyboard shortcuts make navigating programs easier

ADJUSTING TEXT

Em Dash
Text Frame Options Cmd+B
Decrease Leading Opt+Up Arrow
Increase Leading Opt+Down Arrow
Decrease Leading by 5 Cmd+Option+Up Arrow
Increase Leading by 5 Cmd+Opt+Down Arrow
Decrease Point Size Shift+Cmd+,
Increase Point Size Shift+Cmd+.
Decrease Point Size by 5 Shift+Cmd+Opt+,
Increase Point Size by 5 Shift+Cmd+Opt+.
Decrease Tracking Opt+Left Arrow
Increase Tracking Opt+Right Arrow
Decrease Tracking by 5 Opt+Cmd+Left Arrow
Increase Tracking by 5 Opt+Cmd+Right Arrow

ADJUSTING YOUR VIEW
Fit in Window Cmd+0
Zoom 200% Cmd+2
Zoom 400% Cmd+4
Hide Guides Cmd+;
Presentation Mode Shift+W
Show/Hide Panels Tab

ADJUSTING IMAGES
Fill Frame Proportionally Shift+Cmd+Opt+C
Fit Content Proportionally Shift+Cmd+Opt+E
MISCELLANEOUS

Undo Cmd+Z
Redo Shift+Cmd+Z
Spell Check Cmd+I
Quick Apply Cmd+Return
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(GLOSSARY

BLOX Total CMS has terminology all of its own

ASSET: Any file inside of BLOX Total
CMS, such as a story, image, Adobe
PDF or audio file, is an asset.

Asser MANAGER: The Asset Manager
is the user interface that is used to
bring assets from BLOX Total CMS
onto the InDesign page.

AssIGNMENT (1): InDesign packages a
story and its other elements, such as
photos, cutlines and headlines, into an
assignment file. The assignment con-
tains the layout information of areas of
the page and can be opened in InCopy.

AsSsIGNMENT (2): The budgeting func-
tion of BLOX Total CMS.

AUTHOR: An author is the creator of a
story, but not necessarily the person
who wrote the story. Author and byline
can be different.

BarcH EpiT: Batch editing allows you
to edit the properties of more than
one asset at a time.

BYLINE: A byline denotes the writer of
the article. This can be different than
the author, who is the creator of the
document.

CHILD: A child asset is an asset that
cannot stand on its own and is related
to another asset. An example would be
a photo or a story that is dependent
on a main story.

CLONING: Making a copy of an asset
or page item for later use or use on a
different page — possibly in a different
publication.

COMBINE: Users can take two sepa-
rate InDesign documents and com-
bine them into one document with
multiple pages.

DEeap Jump: This is the jumped por-
tion of an asset, but it is not connect-
ed to the front portion of the asset.
Changes made to the front portion of
the asset do not cause a reflow of the
dead jumped portion of the asset.

DEeLETE TiME: This is the time when an
asset will be slated to be deleted from
the system. Currently, only wire stories
are automatically given a delete time.
Assets that have been deleted can still
be retrieved for about 30 days after
their deletion by searching under the
Deleted option in the Search bar.

DEMOTE: Assets in a workflow can be
demoted back to a previous stage in

a workflow. This would happen if an
editor wants to return an asset back to
a previous editor or writer.

DEPTH: The length of the story mea-
sured in inches.

DESCRIPTION: The description field is
used in images for the cutline informa-
tion.

CoLLECTION: A collection is a group of
related photos that produce an image
package on a website.

FLaGs: Assets can be given flags so that
they are styled differently when they
reach a website or pagination page.

HEADLINE: A headline is like a title that
describes an asset. Every asset must
have a headline.

HTML: Hypertext Markup Language
is used for Web pages. BLOX Total
CMS text is translated into HTML for
producing content on the Internet.

Jump HEAD: The headline that goes
over the jumped portion of an asset.

KEYWORDS: Keywords are tags that
are added to a asset to help readers
using Internet search engines find
your story.

LiNks: Links are hyperlinks to Web ad-
dresses. They are not used in the print
product, but are helpful in the Web
product to link to websites that contain
supporting or related information.

MEeRGE CONTENT: Merge Content
marks a text frame as a frame that
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will contain multiple assets placed
individually. When this occurs, the up-
dated content will not be saved back
to BLOX Total CMS.

METADATA: Information that is embed-
ded in an asset is metadata. An ex-
ample would be the cutline and photo
credit of an image.

OurpuT: The method of getting con-
tent out of the system into a printed or
digital publication. Forms of outputting
include printing to a printer or plate
machine. You can also print to an
Adobe PDF file.

PaGeTRACKER: The function that
allows you to track the progress of
pages through BLOX Total CMS.

PasTE As PLAIN TEXT: Users must use
this when copying and pasting text
from any outside source into BLOX
Total CMS.

PREVIEW IMAGE: Preview images are
low-resolution images that are used
for the Web publication.

PRrIORITY: Some website templates
allow you to add a priority to assets so
that you can control their exact place-
ment on your website.

SUMMARY: On a website, there typical-
ly is a sentence or paragraph located
under the headline of a story. This

is the Summary. Often it is the first
paragraph of a story, but it should give
a good representation of the story.

PROMOTE: Assets in a workflow are
promoted, or advanced, to the next
stage of a workflow.

REVISIONS: Revisions are versions of a
story. Every time a story is edited, an
new revision is created.

SAVED SEARCH: Users can search for
assets and then save that search if

it is common and they will perform it
often. They can also share their saved
searches with other users.
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SECTION: Publications typically
divide content into sections, such as
News, Sports, Features, etc. Section
tags allow content to be located in a
particular section of the website and
instruct Adobe InDesign how the as-
set should be formatted.

SLuG: A common term used by pub-
lications to describe the name of a
story, image, page. All assets can
have slugs, but it is not mandatory
in BLOX Total CMS.

SIBLING: A sibling asset is an asset
that is related to another asset

but it can stand alone. An example
would be a complete sidebar story
that does not rely on information
from another story. Siblings are ig-
nored in Adobe InDesign but have a
unique link location on the website.

SitE TaG: A site tag is a website
address and credentials that tells
a story what website or websites it
should post to. When the site tag
is added, the story posts within
minutes.

SNIPPETS: Similar to InDesign library
items, snippets are InDesign items
that are made up of text frames with
text and/or images. A snippet also
can be empty text and image frames
that make up a layout.

SpLIT DoCUMENT: A document with
multiple pages can be split into

single-page documents. This must
be done before BLOX Total CMS con-
tent is placed on any of the pages.

StART TIME: This is the time that an
asset will be able to be seen on the
website if it has been posted. You
can post a story during the day and
set the Start Time to 1 a.m. to delay
when readers will be able to see it.

STATUS: There are several statuses
in BLOX Total CMS. When someone
is editing an asset, it will show an
editing status for the person who
is editing the asset and a locked
status for others so that they know
the asset is in use. A blank status
means the asset is available for
anyone to edit.

SUBHEADLINE: Subheadlines are
secondary headlines that add more
perspective than the main head-
line.

TAGLINE: Publications often use a
sentence or paragraph of text at
the bottom of a story or column
that tells the reader the author of
the story and contact information
for the author. Users can set up
their profile to include a tagline
at the bottom of every story they
create.

TiTLE: While articles have head-
lines, images have titles. A title is a
headline for an image.
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TRANSLATE RULESETS: These are
files that read tags coming from
BLOX Total CMS and use them to
style text and control how the asset
is displayed on the InDesign page.

TURNLINES: These are also called
jumplines. They are the lines at the
bottom of the front portion of an
asset before a jump, and the lines
at the top portion of the jumped
segment.

TYpPE: There are different types

of assets. Primarily, you will use
article and image types. You can
search based on the type of asset.

TRIMMING: The function that allows
users to trim, or cut, selected text
from the print publication but still
preserve it for Web publication.

UNLock: Assets are locked when
other users are editing them.
Sometimes they can be locked in
the database when the story really
isn't in use. Users can unlock a
story and open it. However, make
sure that no one is really in the
story or changes you make to the
story may not save permanently.

WOoRKFLOW: A workflow is a pre-
defined path through the editing
process. As you promote an asset
through the workflow the process
label changes, telling users where
that story is in the editing process.
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