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INFORMATION
ARCHITECTURE PLANNING
AND GATHER CONTENT

Welcome! We are glad

you are with us today!
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INTRODUGTIONS

Lisa Wendland, Director of Digital Strategy, wendl1l@cmich.edu

Pamela Wegener, Digital Strategist, wegenlpa@cmich.edu

Kelsey Whing, Digital Strategist, whinglka@cmich.edu

Melissa Slaght, Digital Strategist, camerlma@cmich.edu
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TRAINING AGENDA
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»

Information Architecture (I1A)

Gather Content

Workflow Process

Wrap Up
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UPGOMING SESSIONS

August 4, 2020

First Draft
Check-In

10-11a.m.
or 3-4 p.m.

This session is a
milestone check-in
with Q&A and a Ten
Tips for Success.

August 11, 2020

Sitefinity
Publishing

9a.m.-12 p.m.
or 1-4 p.m.

This session is an
introduction to the
new Content
Management
System (CMS)
and offers content
creation guidance.

October 2020 to April 2021

Webinars

Morning and
Afternoon Sessions

There will be ongoing live
webinars to improve
overall campus
understanding of digital
strategy to advance our
brand and in turn
improve overall
admission and retention.
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INFORMATION
ARGHITECTURE (RA)




WHAT'S IA?

» |Ais the » How you sort and group the
organizational content on your site.
strategy for the N S
1 H ara sorting Is one way 10 think of how your
mformatlon on visitors would sort and):group content. ’

the site.

»
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WHY IR IS IMPORTANT

Building blocks

|A considers what topics
or pages should be
grouped together.

Top-level outline of the
information that:

e we have

e needs to be created

e help determine what
should be internal
only

Information for
external audiences

Organize and group
information that our
external audiences
seek, in our case
prospective students.

UNIVERSITY COMMUNICATIONS

Easy to engage with

How the information is
organized into a
navigation system that
IS easy to engage with
by our audiences.




CMU’s 5.0 Information
Architecture




CMU EXAMPLE

Amsversa Al

Our Community T+ Majors & Programs & Undergraduate
) n ¥
Graduate Students &

E CMU Stories g

Notable Alumni a Continuing Education
i
Our History & b Colleges &

University
Leadership

Mission, Vision, &
Values

Saginaw Chippewa
Indian Tribe

Diversity, Equity, &
Inclusion

Campus Safety

Innovation in

a

Education

College of the Arts
& Media

College of

Business E

Administration

College of

Education & g

Human Services

The Herbert H. &
Grace A. Dow a
College of Health

Professions

College of Liberal

Arts & Social E

Sciences

College of Medicine u

College of Science
& Engineering

Global Campus & 8
Online Students -

International
Students

How To Apply E

Prepare for Your E
Arrival

Meet Your
International E
Admissions
Counselors

Tuition & Fees
Cost & Financial Aid

Net Price
Calculator

Types of Aid

%

Eligibility
How to Apply for Financial

Research & Creative
Endeavors

i &
Traditions & Spirit -
Areas of Research &

Leadership
Development
+

Arts & Culture
Clubs & Recreation &
0
ing

Areas of Creative Endeavors

Centers & Institutes &
Research Facilities &

Research
Partnerships

[
0

e
+

CMU Research
Corporation

CMU Libraries %

Life in Mount
&
Pleasant

Clarke Historical Library

Health & Wellness
Student Support Services

Military & Veteran Support

CMU Library

Student Disability Services

Support for Online & Distance
Students

Helpdesk
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Request Information

Student Life

Give Now

g Visit Apply

1] Info for Search

Athletics “ ROSI=R

Search

Request information

Visit

Virtual Tour

Transportation Options

Maps & Directions

Apply

Give Now

Info For

Current Students

Faculty & Staff

Alumni

Friends of CMU

Parents & Families

Helpdesk

Community Partners

Social Media Links
Faculty & Staff Directory
Offices & Departments
Maps & Directions

Career & Human Resoures
+

News
Events
Giving

CMU Bookstore
Helpdesk

Campus Safety Information &
Resources

State of Michigan Transparency
Reporting

SECO! FOOTER

Nondiscrimination Statement
Privacy Policy

Website Accessibility



CBA EXARMPLE

COLLEGE OF BUSINESS

ADMINISTRATION

Reguest Information '?:31 Visit _{—5 Contact E';&i

3l

bt O

B} [B News and Events EJ [Not in Main Nav] Info For:

Dean's Welcome

Mission and Values

Deparments
+
Building and
Location
Strategic Plan

AACSB
Accreditation

Undergraduate
Degrees E

Graduate Degrees E

Certifications and E |
Other Programs

AACSB Accreditation

Scholarships

CBA Student
Services and
Advising

Academic Resources

Career Development

Business Residence
College

Student

Individual Articles

[ w0

Archive

o
Individual Events E
o

Organizations

College Social civeNow [
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DEPARTMENT EXAMPLE

EXAMPLE University
Recreation DEPARTMENT
1A

About
General Information / Mission /
Vision / Values / Statement
Contact / Location Information
Staff Directory
FAQ (if wanted)
Policies

Staff / Faculty Employment
Opportunities (link to
jobs.cmich.edu)

Student Employment
Opportunities (link to
ses.cmich.edu)

Facilities

Outdoor Sports Complex

Fitness

Weight Training

Indoor Cycling Center

Locker Rental

Aquatic Facilities

Reservations

Injury Care Center

UREC Landi Page

Intramural Sports

Awards
Team of the Week

Sport Creation & Rules

Memberships Programs & Events Ticket Central
Aquatics Theatre & School of Music
Events
Club Sports
CMU Athletics Events
Fitness
o Seating Charts
Personal Training Request Ticket Central

Services

Group Fitness

Certifications

Red Cross
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WHAT TO EXPECT NEXT

Wihdian “"“‘.Lﬁ”“ . Select a Date & Time » Choose your 15 minute
'éA' Review Sesslan P time slot to review your I.A.
Q ;J Hl‘,’: We'll call vou! SUN MON TUE WED THU  FRI  SAT Wlth the Dlgltal Strategy

Team.

Select a 15 minute time slot to discuss the
pages in your L.A. and any open questions on
writing for the new site. If other contacts within
your college or department are working with
you on the new site please include them on this 12 13 14 5 17
invite so we can review the L.A. all together and

collaborate most efficiently. )0 Y >2 23

https://calendly.com/wendl1l-cmich/i-a-review-session?month=2020-07
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GATHER GONTENT




WHAT IS GATHER CONTENT?

» Our platform to “house” all of our
content in one location.

» Easy and simple
functionality.

»  Ability to collaborate with
others on a page, provide
comments, see revision
history and page status.
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A GLOSER LOOK AT GATHER GONTENT

College of Hula Hoops ~ Overview Content Templates Workflow Calendar Migrate Settings Q M
College of Hula Hoops ‘
Project status Recent activity

Not populated yet (2)
@ On Hold - Awaiting Program Page Direction (0)
mStoner Draft 1 (0)

g Lisa Wendland commented on Universal Example - Dean's
Welcome
1 hour ago

Lisa Wendland commented on Universal Example - Dean's
e Welcome

Review in Progress: mStoner (0) 1 hour ago
Revision in Progress: mStoner (0)

CMU Draft 1 (2) Lisa Wendland commented on Program Example - Canine Agility

1 hour ago |
Alternate Strategist/DDS Review 1 (1) |
@ CMU Brand Review 1 (1) Kelsey Outlook changed the state of Advanced Hula Hooping to H
3 : CMU Colleges & Departments Review 2
) CMU Spelling & Grammar Review 1 (0) 3 days ago

@ CMU Colleges & Departments Review 1 (0)
CMU Draft 2 (0)

@ mStoner Writer Draft 2 (0)

@ CMU Brand Review 2 (2)

@ Alternate Strategist/DDS Review 2 (0)

Kelsey Outlook changed the state of Selecting a Hula Hoop 101 to
CMU Colleges & Departments Review 2
3 days ago

Kelsey Outlook changed the state of Historical Hula Hooping to
CMU Colleges & Departments Review 2

@ CMU Grammar & Spelling Review 2 (2) ks by
@ CMU Digital Team QA & Sign Off (2) Kelsey Outlook changed the state of Study Abroad to CMU Digital |
) CMU Colleges & Departments Review 2 (3) Team QA & Sign Off H

3 days ago

Copy Approved, Assets Needed (0)

@ Ready to Migrate (3) Kelsey Outlook changed the state of Academic Advising to CMU

Digital Team QA & Sign Off

@ Migrated, Ready for CMS Review (0) 3 days ago
Published (0) i

o o @ © & e =

Kelsey Outlook changed the state of Clinics to CMU Brand Review 2

2 Aaue adn .

2
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UNIVERSAL TEMPLATE FOR DEPARTMENTS

Universal Example - Dean's Welcome
L] . Universal

Title

Body Content

Title Tag, Metadata

Meta Description

Attachment(s)

Old URL

CMU Draft 1

Dean's Welcome

Here is an example of body content. This is a second sentence in a p

refer to the homepage for more

information. Learn more about our Mission and Values. See our profiles here.

There's a tpyo here.

AKC approved programming...

@
Select files to upload or drag and
drop here

welcome/deans-welcome
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REVIEW GONTENT

» Collaborate, contribute, and discuss content on the page with the
Comments feature on the toolbar or simply highlight the text and
click the comment icon to add your thoughts.

E—

» Comments appear in the sidebar, next to the highlighted text. The
author of the comment will be shown. To reply to a comment,
begin typing in the reply text box.

» Tag people and notify them of comments or revisions by typing
@emailaddress in the reply text box. (i.e.
@wegenlpa@cmich.edu)

Curtis Wildfong
an hour ago

@pamelawegener - Pinging for one
minor edit

UNIVERSITY COMMUNICATIONS



ADDING CONTRIBUTORS

Hide guidelines

plies, is assessed and
k down the learning
ke sure it doesn't

® = =

Contributors @
Nobody is assigned to this item.

Assign someone now.

Viewing

@ David Jones

» You will be able to see your
contributors(s), by page, in the top
right hand corner once they are in
the system. To add contributors to
the system, please email Lisa
Wendland at wendl1ll@cmich.edu
with the name, email, and
department of the contributor(s).
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REVISIONS AND GOMMENT HISTORY

» Track revisions and comment history, see what has been resolved
and what is unresolved. Click the three vertical dots at the top
right of the page you are working on to see the history menu.

Nursing (RN-BSN)

Not populated yet
- B s

4 Share...
» Refer to the Gather Content guide for more Comment history
quick t|pS View HTML

Download all files

Duplicate item

Trash item

Contact support

UNIVERSITY COMMUNICATIONS




CONTENT WORKFLOW

(1) Content assigned (2) Writer gathers (3) Writer completes (4) Alternate Strategist/ (5) Brand completes
in Gather Content assets Draft 1 & QA1 DDS QA3
completes QA 2

(6) Strategist routes for
Grammar & Spelling

QA4
(11) Brand completes (10) Writer adjusts (9) Strategist reviews (8) Stakeholder sends (7) Strategist sends
QA2 creating draft 2 and edits and makes edits back to
completes QA 1 suggestions Stakeholder for review
(12) Alternate
Strategist completes
QA3
(13) Strategist routes (14) Digital Team QA & (15) Strategist sends (16) Stakeholder gives (17) Digital Team
for Grammar & Sign Off to final sign off assigns upload
Spelling QA 4 Stakeholder for review [Ready to Migrate]
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PAGE STATUS: ALL STATUSES

College of Hula Hoops ~ Overview Content Templates Workflow Calendar Migrate Settings Q PW v

College of Hula Hoops

Project status Recent activity

. i I
Lisa Wendland commented on Universal Example - Dean's |

Welcome

1 hour ago

5]

Not populated yet (2)

@ On Hold - Awaiting Program Page Direction (0)
mStoner Draft 1 (0)
Review in Progress: mStoner (0)

Lisa Wendland commented on Universal Example - Dean's
Welcome
1 hour ago

- @

Revision in Progress: mStoner (0)
CMU Draft 1 (2) ll.i:a We;dland commented on Program Example - Canine Agility
our ago

Alternate Strategist/DDS Review 1 (1) |
@ CMU Brand Review 1 (1) Kelsey Outlook changed the state of Advanced Hula Hooping to 1
! : CMU Colleges & Departments Review 2
CMU Spelling & Grammar Review 1 (0) 3 days ago

@ CMU Colleges & Departments Review 1 (0)
Kelsey Outlook changed the state of Selecting a Hula Hoop 101 to
CMU Draft 2 (0) CMU Colleges & Departments Review 2
@ mStoner Writer Draft 2 (0) 3 days ago

@ CMU Brand Review 2 (2)
@ Alternate Strategist/DDS Review 2 (0)
@ CMU Grammar & Spelling Review 2 (2)

@ CMU Digital Team QA & Sign Off (2) Kelsey Outlook changed the state of Study Abroad to CMU Digital |

CMU Colleges & Departments Review 2 (3) Team QA & Sign Off |
3 days ago

-

CMU Colleges & Departments Review 2

§ Kelsey Outlook changed the state of Historical Hula Hooping to
3 days ago
$

Copy Approved, Assets Needed (0)
@ Ready to Migrate (3)
@ Migrated, Ready for CMS Review (0)
Published (0)

Kelsey Outlook changed the state of Academic Advising to CMU
Digital Team QA & Sign Off

3 days ago
Kelsey Outlook changed the state of Clinics to CMU Brand Review 2 i

2 Aaue arn i

- =
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PAGE STATUS

Central Michigan ~ Overview Content Templates Workflow Calendar Migrate Settings Q B v

< Allitems 450 My assignments
. .

My assignments 14
™ Files & media

1= Hierarchy

Name Template Due date Updated Assignees Folder Q
FOLDERS
@ Campus Safety Universal No due date 21 days ago KW PW Campus Safety 1
[ Central Michigan
Housing Universal No due date amonth ago PW Housing 2
M Home
B About Leadership Development Universal No due date amonth ago PW Leadership Devel 2
I Our Community
Real Estate Development & Finan... Academic Pr... No due date amonth ago SL PW AW (CBA) College of 4
) CMU Stories
B Locations Entrepreneurship (Major, Minor) Academic Pr... No due date amonth ago SL PW AW (CBA) College of 2
B University Leadership . . .
Information Systems (Major, Minor) Academic Pr... No due date amonth ago SL PW AW (CBA) College of 4
M Mission, Vision, & Values
B Campus Safety Health & Wellness Universal No due date amonth ago PW Student Life 2
. Academics Saginaw Chippewa Indian Tribe Universal No due date amonth ago PW About 6
B Majors & Programs (Program P«
@ Mission, Vision, & Values Universal No due date amonth ago PW Mission, Vision, & 1

B (CAM) College of the Arts &I
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CHANGING PAGE STATUS

Diversity, Equity, and Inclusion CMU Draft 1

B About « Template: Universal

/\
b

No due date set

CMU Draft 1 Mark as complete A

Set due date

Title Diversity, Alternate Strategist/DDS Review 1

Set due date

CMU Brand Review 1

Body Content Diversity(  Setduedate

(see https: CMU Spelling & Grammar Review 1

Set due date

Insert yellc ® CMU Colleges & Departments Review 1

Set due date

Creating a

At CMU, w CMU Draft 2 lus
communit: I pect,
comnassic nent to
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CHANGING PAGE STATUS

» When your draft is complete and ready to be reviewed by the

»

Digital Strategist, change the page status by clicking on the edit
pencil icon next to the page. At the bottom of the screen, a menu
willpop-up: o = . + = & m o Selecttheicon O

Select the status: Alternate Strategist/DDS Review 1 (yellow dot).

Click Confirm

The page status will change in the content list. The dot color
represents where in the workflow the page resides.

The digital strategists will see the page status in Gather Content.
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TIPS AND REMINDERS

- Gather Content’s editor is very similar to Microsoft

Business

Bec%;(e

[VIDED
Word. If you can write in Word, you can write in
Gather Content.

- Use the back button on Gather Content, not on your
browser. It's much easier to get back to your last
page in GC that way.

- Rome wasn't built in a day, this is a process and it
will take time to develop the content, but you're not
in this alone!

- We're here to help:

- Lisa wendlll@cmich.edu

- Kelsey whinglka@cmich.edu

- Pam wegenlpa@cmich.edu

- Melissa camerlma@cmich.edu
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WHAT TO EXPECT NEXT

Wihdian “"“‘.Lﬁ”“ . Select a Date & Time » Choose your 15 minute
'éA' Review Sesslan P time slot to review your I.A.
Q ;J Hl‘,’: We'll call vou! SUN MON TUE WED THU  FRI  SAT Wlth the Dlgltal Strategy

Team.

Select a 15 minute time slot to discuss the
pages in your L.A. and any open questions on
writing for the new site. If other contacts within
your college or department are working with
you on the new site please include them on this 12 13 14 5 17
invite so we can review the L.A. all together and

collaborate most efficiently. )0 Y >2 23

https://calendly.com/wendl1l-cmich/i-a-review-session?month=2020-07
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WHAT T0 DO BEFORE IR REVIEW

Note any Centers or special
units that should included.

Note the status of your
Mission, Vision, and
Strategic Plan

Create a list of all relevant
forms on your site. Indicate
what is an external form
and internal form.
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THANK YOU!

Please complete the post-training survey that will be emailed to you soon.

Find resources at: https://blogs.cmich.edu/webproject/cateqory/trainina/

x4
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https://blogs.cmich.edu/webproject/category/training/

APPENDIX

Additional Tips

x4
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ADDING GONTENT

Title Start writing here...

BodyContent  Start writing here.. » Start typing in any
grey text field to add

Title Tag, Metadata Start writing here... content'
Meta Description Start writing here...
Attachment(s)
Copy HTML
& 3y 10 add images either
Select files to upload or drag
and drop here drag and drop or

upload.
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ADDING GONTENT

trancfer

Why This Program & What You'll Why Stu dy Marketing: P\

L
o™ at CMU?

. More people earn over $100,000 annually i

~vofession. As a student in our Marketing: P

) ) The maXimum Ie“gth ou'll learn real-world techniques through c

Of CharaCterS aI‘P: International, one of the top 10 sales trainir
shown for each field.

» “Saving” will appear
to show you that it has
heen autosaved.

SAVING

UNIVERSITY COMMUNICATIONS



G:0OD TO KNOW

A spell checker tool
doesn’t exist in Gather
Content editor.

»

Program Highlights

As a stdent in thismzo oo itliaie tb o o qks of thousands of CMU-

""""""" The word “student” is

educated teachd? misspelled and

underlined in red. , |
® 'Every year, viriu Lutiicr s tnaster > uegrees in teaching on more than

700 students—more than anyplace else in the state.
e Synthesize your experience with a capstone project before graduation.

e CMU's Professional Educator Unit is accredited by the Council for
Accreditation of Educator Preparation (CAEP).
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