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Chapter 1
Introduction

This document describes how to use the Sitecore InCopy Connector that can be used to
edit InDesign documents created with the Sitecore InDesign Connector. It assumes that
you have good knowledge of Sitecore and InCopy.

e Chapter 1 - Introduction

» Chapter 2 - Starting Up
This chapter briefly describes how you start the Sitecore InCopy Connector plug-in.

e Chapter 3 - Editing Pages
This chapter describes the steps involved in opening and editing an InDesign project with
the InCopy Connector.

e Chapter 4 - Menu Settings
This chapter describes how you control certain setting from the Panel Menu.

» Chapter 5 - Using the Workbox
This chapter describes how to work with the workbox.
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Chapter 2
Starting Up

This chapter briefly describes how you start the Sitecore InCopy Connector plug-in.
This chapter contains:

e Starting the InCopy Connector Plug-in

* Buttons in Sitecore Panels

e The Panel Menu

« Project Structure

e Logging in to Sitecore

« Logging Off
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2.1
To start the plug-in:

Q) sitecore

Starting the InCopy Connector Plug-in

1. InInCopy go to Window, Sitecore and select the panel you want to work with:

Help | [Brl 100% ~ - =~
Arrange 3
Workspace 3
Assignments Alt+Ctrl+F10
Change Info Shift+Ctrl+F3
Command Bar Shift+ Ctrl+F2
Copyfit Info Shift+F&
Extensions 3
Galley & Story Appearance Alt+Ctrl+Fo
Hyperlinks
Layers F7
Links Shift+Ctrl+ D
Mini Bridge
Motes Ctrl+F10
Sitecore 3
Styles 3
Swatches F5
Text Macros Shift+Ctrl+F10
Thesaurus Alt+Ctrl+F7
Tools F12
Track Changes Shift+ Ctrl+F4
Type & Tables 3
Utilities 3

There are four panels:

Content

Libraries

Project
Workbox

¢ Project panel — this panel is used for working on the InDesign projects.

« Content panel — this panel gives access to the contents repository.

e Libraries panel — this panel gives access to all InDesign library items.

* Workbox panel — this panel shows the workflow stages and items in the workflow.
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2.2 Buttons in Sitecore Panels
This table displays an overview of the buttons in the different Sitecore InCopy Connector panels.

Button | Description Panels
= n x
3 s e 8
(] — © f
o 5 3 S
a ) i =
_ﬁ] Publish selected item X
IE' Save selected item X
Igﬁl Refresh X X X X
o Open item X
@ Check out X
'5_‘1 Check in X
Accept item X
"

2.3 The Panel Menu

With the Panel menu you can choose different functions that are common to all panels.

Log in to Sitecore

Change Password

Select a Language

Use High Resolution Images
Clear Cache
Plugin Settings

About this plug-in...

Note
The panel menu is available and identical for all panels.
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2.4 Project Structure

The project structure of each InDesign project contains several elements and folders.

@ sitecore

A project consists of a number of elements with a structure corresponding to the InDesign model of a

document.

¢ A project consists of an InDesign book (corresponds to the InDesign book (.indb)).
* A book can have one or more document items (correspond to InDesign documents (.indd)).

e A document can have one or more page items (correspond to InDesign pages).

« A page can have one or more snippets that contain page items, for example text frames, images,

rectangles, and so on, which correspond to InDesign objects.

Open the project tree by clicking the nodes on each level.

PROJECT | -=

@ @ = =

= ([ Specizl offer A4 a
< 1] Books
— & Book
~ 'Lj Doouments
< [E] Add_A4 - Special offer A4

F ’Lj Pages

b []2-A-Page
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2.5 Logging in to Sitecore

To log in to Sitecore:

1. Inthe Panel menu, click Log in to Sitecore:
Log in to Sitecore
Change Password

Select a Language

Use High Resclution Images
Clear Cache

Plug-in Settings

About this plug-in...

2. Enter a valid username and password using a Sitecore extranet domain user account.
3. Select the URL for the web server and click OK.

If the web server that you need is not available from the drop-down list, you can add it by clicking Plugin
Settings from the panel menu. You can add, edit, and remove your web server presets here..

Plugin E‘;eﬁings
Cache folder
Cillisers\ri\A ppDatz\Local|AdobelInDesion|Varsion 8.0\en_US\Caches\InDesignk
Connections
localhost - Add
hitp://zps110sc650. designappddk ) :
hitp://aps130sc660. designapp3dk ) Edit
Remove
[ 0K | [ Cancel ]
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2.6 Logging Off

To log off:

1. Inthe Panel menu, click Log off.

j5130rev130403. designwebldil
Log off Admin

- Change Password

Select a Language

Use High Resolution Images
Clear Cache

. Plug-in Settings

About this plug-in...
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Chapter 3
Editing Pages

This chapter describes the steps involved in opening and editing an InDesign project with
the InCopy Connector.

This chapter covers:
¢ Opening Projects from the Libraries Panel
¢ Opening Projects from the Workbox
e Editing Pages

¢ Assigning Content Items
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3.1 Opening Projects from the Libraries Panel

To start working on an InDesign project, an existing project needs to be opened in the project panel. A
project can be opened from the Libraries panel, or it can be opened through the workbox when an item is
passed in a workflow.

To open a project from the Libraries panel:
1. Inthe Libraries panel, open the Print Studio Projects folder.

2. Locate the project you want to open and drag it to the Project panel.

< 1] Print Studio Projects

- q:] Jetstream Brochure
v [ Zetstream Brochure

The project is loaded in the project panel and you can start working with it.
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3.2 Opening Projects from the Workbox

When InDesign project items (for example a document or page) are passed through a workflow scenario to
the InCopy user, the item will be displayed in the workbox. You can then open the project from the

workbox.
To open a project from the workbox:
1. On the Workbox panel, select the item you want to edit.

2. With the item selected, click Open project.

8
! =al
Open the project and jump to the current
item.
b (@) Bt
< (i) Awsiting Approval
[ (&) Approved
[» " Web site contact
[» " Direct publish
[» " Validation
[ T Leads

4 (1] | b
Approve hd O

Crwned byt nobody

Workflow: Regular review

State: Awaiting Approval

Changed from: Edit to: Awsaiting Approval

3. The project, which the item is part of, is now opened and loaded in the project panel:

PROJECT

& = E]
oo J

= {J Books
- B Book
vd:]Dmlmems
= [ Add_aA4 - Special offer A4
viLjPagE
p [ 1-A-Page
[ []2-A-Page

4. You can now start editing the page items in the project.
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3.3 Editing Pages
Once the project is loaded, you can start editing pages.
To start editing a page:
1. Select the page item you want to edit in the tree.
2. Click Publish to publish the page:

EP@@@

| Publish the current item. B

— [ J Books
+ & Book
vd:]Dmlmems
= [ Add_aA4 - Special offer A4
viLjPagE
p [ 1-A-Page

3. The page is published and displayed in InCopy. All page items are locked and can not be changed
until you have checked out the page.

Tip
You can double-click a page item in the tree to jump to the corresponding page in InCopy.

4. To check out the page item, click Check out.

EIUY YUUI DISERIES0 I WIS ITEgincen

Project

FLELE

| Check out the current item.|
|> l_‘ FagEd

< @y Venice Gondola [V enice Gonde
b [ tmage Image]
(=] pody [Body]
=] Tite [rite]
L= a Orginal Venice ...e Walking Ta _
b [ image [image)] :
] Body [Body]
[Z] it [Tie]
[ @ Venice Ghost W... Walking Tor__|
[» W The Market of Ri...rket of Rish
[» & Dog=s place [Doges plscs]

[

T —

All page items and the related content items (assigned to the page snippets) are locked and can
be changed only by the owner until they are checked in again.
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5. The page is now unlocked and can be edited.

Enjoy your breakfast in the magnificgnt |

@@= @

p [ Page? [2-B-Master] o
~ [ P=ge3 [3-B-Master]

A < il Venice Gondols [Venice Gand
b [ tmaoe (image] Venice Ghost Walking ge’s Palace e Market c
(=] ody [20sy] | [Jour
o |§| Tie [Tidk] FIW m m
il hidden Venice and visit tucked most important decisions for and Pescheria, th
h < & Orginal Venice ...e Walking Te laway back streets well off the lenice’s, and even Europe's Rialto still reflects
d| P Image [Image] Beaten frack. During the tour youl destiny were faken. Seea ypical Venetian i
@ Body [Body] = will hear ghost stories, legends, beautiful display of Venetian for centuries, and
— |nd little known facts about (Gothie architecture and leam \Venetians do thei
| [E] it [rigk] ‘enice and its history. why Doge's Palace is the most pet together.
[» & Venice Ghost W... Walking Tox symbolic in the world.
[» s The Market of Ri...rket of Rish

Note

You can only edit content in InCopy using the InCopy connector. You cannot edit notes and/or change
images.

6. To save your changes select the page item in the tree and click Save.

Project
B =
p [ Fromt -
Save.
>Drm

7. The save item dialog box displays. Click OK to save the changes.

When you finish editing the page, you need to check in the page. This unlocks the page and related
content items.

To check in the page:
1. Select the page item in the tree and click Check in the current item.

Project

& g [=f &3

| Check in the current item. |

b [ Pege2

< il Venice Gondola
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3.4  Assigning Content Items

You can also assign content items to a snippet. This allows to assign a different content item to a snippet
and work with that content instead.

To assign a content item to a snippet:
1. Open the Content panel and click the content item.

2. Drag the content item to the project panel and drop it on the snippet item.

[ [[] Front [1-A-Front]
p [ Page2 [2-B-Master]
= [ Page3 [38Mas=]

[ Wy Venics Gondola [Venice Gond
[ a Orginzl Venice ...e Walking Tc| Original Venice Walking Tg
e An absolute must for the first time y
+ == Venice Ghost W... Walking To
[ [ image [Imags]
=] Body [Bady]
[E] Tt [ritle]
> @ The Market of Ri..rket of Rish _ [} Venice Gandol
| riT—=— | 3 [ Orginal Venice Walking Tour
e Venica GhostWalking ] Venice Ghast Walking Tous
E i Tour D The Market of Rizho
Owned byt sitecore!Admin i Take this joumey throwgn the
.......... oot diobimonm :
smoss city, s ol wil provice 3 rare il popl e i I beten track. During the tour you [ (] Giobal teams and abjecs
S e wewwgallaria.com ﬂmmma.mﬁmﬁ' [} New Szmple Ttem o
Venice and Bs Nistary. = :

You can also drop it on the page item, then the content item is assigned to all snippet items on the
page.
3. The content item is now assigned to the snippet.

4. Publish the page to show the results.
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Chapter 4
Menu Settings

This chapter describes how you control certain setting from the Panel Menu.
This chapter contains:

e Selecting a Language

« Using Low Resolution or High Resolution Images

¢ Clearing the Cache
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4.1 Selecting a Language
To choose the language:

1. Open the Panel menu and click Select a Language.

15130rev130403.designwebldkl
Log off Admin

- Change Password

Select a Language

. Use High Resolution Images
Clear Cache

Plug-in Settings

About this plug-in...

The Select language dialog box is displayed. The languages correspond with the content
languages available in the Sitecore CMS:

Lanouzge B

Danish

XTI
Dutch (Metherlands)

2. Select the language of your choice and click OK.

The selected language is loaded, meaning that when publish or create new items, the selected language is
used. The selected language is indicated in the interface by a flag and the name of the language, placed at
the bottom left of the project panel.

Note

If the fields, for example the width of a text frame are shared, the width is the same for each language.
If the width field is set to non-shared, the width can be set for each language.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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4.2 Using Low Resolution or High Resolution Images

When working online, you can only use low resolution images that are extracted from the Sitecore media
library and then downloaded to InDesign. However, when working on a local area network (LAN) with
access to high resolution images (stored on a file server) you can also use the high resolution images

without the need to run a server based production setup. Consult your supplier on how to set up such a
production environment.

To switch to high resolution images on the desktop, select Use High Resolution Images from the panel
menu. To switch back to low resolution images, select Use Low Resolution Images from the panel menu.
EE——

—E j5130rev130403.designwebldid
Log off Admin
- Change Password
Select2 Languag
. Use High Resolution Images

_lear Cache
Plug-in Settings

About this plug-in...

Note

For images without a high or low resolution reference - for example because they are uploaded from

the standard Sitecore media library - the cache file is used for both the high and the low resolution
image.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
this document are the property of Sitecore. Copyright © 2001-2013 Sitecore. All rights reserved.

Page 20



User Manual @ Sl tECO re

4.3 Clearing the Cache
To speed up the process of downloading information from the Sitecore server to the InDesign desktop
client, data is cached. That is similar to caching with your web browser.

To clear the cache:

1. Select Clear cache from the panel menu.

js130rev130403 . designwebldkl
Log off Admin

- Change Password

Select a Language
I Use High Resolution Images

Clear Cache

Plug-in Settings

About this plug-in...
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Chapter 5
Using the Workbox

This chapter describes how to work with the Workbox.
This chapter contains:
e Introduction
¢ Opening Project Items From the Workbox
¢ Using Content Items and Media Items from the Workbox

¢ Moving Items to the Next Stage

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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51 Introduction

Similar to the Sitecore workbox, the InCopy connector also offers a workbox. It shows the project items
that are in a workflow stage and need the attention of the user.

To load the workflow items:
1. Click Refresh the Content tree in the workbox panel.

Workbox |

= #{ Refresh the Content Tree.

2. Select an item in a workflow stage. The workflow info is displayed at the bottom of the panel

4 [
Approve - @

Crwned byt nobody
Workflow: Validation
State: Awaiting Approval
Info: no info available
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5.2 Opening Project Items From the Workbox

Q) sitecore

To work on an InDesign item in a workflow stage, just select that particular item and click the Open project
and jump to selected item button. The project which the item is a part of is opened in the project panel

and the item is selected in the tree.

WORKBOX

!

J@ =
[

Open the project and jump to the current
itern.

b (@) Bt

< (i) Awsiting Approval

[ (&) Approved
[» " Web site contact
[» " Direct publish
[» " Validation
b B tescs

4 ] ]
Approve hd @

Crwned byt nobody

Workflow: Regular review

State: Awaiting Approval

Changed from: Edit to: Awsaiting Approval

By sitecoreAdmin on: 2/10/2012
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5.3 Using Content Items and Media Items from the Workbox

Content items that appear in the Workbox at some state can be used in drag and drop operations, in the
same way as described earlier in this manual. For example, you can drag and drop a content item to a
shippet item to assign the content item to the snippet.

Sitecore® is a registered trademark. All other brand and product names are the property of their respective holders. The contents of
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54 Moving Items to the Next Stage

To move an item to the next stage in the workflow, select the command from the drop-down list and then
click the Submit button:

4 I 2
Approve - 3
Crwned byt nobody

Workflow: Regular review Accept the current item.

State: Awaiting Approval
Changed from: Edit to: Awsaiting Approval
By: sitecore\Admin on: 2/10/2012
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