A Guide to Quark Publishing
Platform 10.5

PUBLISHING
PLATFORM

Qo
o




CONTENTS

Contents

INtroduction......cceueeeeiiiiiiiiiennnniiiiiininnnneicenneeeeneeecceeeseesssseeeaes 8
Where we're coming froMu......cciccueeiiiicinineeiiciinnneeicissnnneencsssseesesssssseesesssnnee 8
Conventions in this BOOK........ceuuiiiriinninieeninnnneeeniinineeenssssneeeessssnseeessssssseeees 8
About Quark Publishing Platform.........ccccceeeeeeeeenennnnnnnnnnnnnnnnnnee. 10
Platform CoNCEPLS....ccciiiiiriereereenenmreeeeessssssssssssssssssssssssenseressssssssssssssssssssssssssses 11
Platform compoOnents........ccceeeeeiiiiinneiiicssnneeeccsssneeeecsssssseesesssssseesessssssseeseses 12
Platform architecture............couuieeineeininnienineenninennineennnnneennneenssneessssseessssees 14
Platform features..........ceviiieeieiciinnneeeniiinneeencissneeeessssnneeesssssneesssssssseeeseses 15
Configuration.....cccceciiiiemmeeeciiccnninnnemseessssssssrssssssssssssssssssssssssssssss 16
Administration client...........cceiviiiiiiininnninniiiiiiinnniniinniieieiesisee. 16
R LT oI T TSP PRPURTPPRN 17
Content Model @rea.......oc.eiiiiiii et 17
WWOTKFIOW @I€a....iiuiiiiiiiiiie ettt ettt ettt et esee e e eeae e 17
Users and GroUPS @r€a..........ccuiiuiiiiiuiiiiiiiiii i 17
Configuring storage options..........cccceirseeeencissneieccsssnneeencsssneeescssssneeeessssssseces 18
AdING rEPOSITONIES. ....cuiiiiiieie et e 18
Deleting repOSItOries. ... ...c.couiiiiiiiiiiii e 18
Working with content types.....cccccceinuunnnnnieiiiieriniiisiinnnnnnnneeeeeeeenecsssssssssnssanes 19
Working with collection types..........cccociiiiiiiiiiiiiii 20
Working with attributes...........ccccoiivnuuumnnniiiiiiiiiiiiiiiissnnnnneeeiieicccicssssssnnssseees 20
DefiNING AtIDULES. ..ot 20
Adding constraints to attributes.........coouiiiiiiiiiii e 26
Working with relationships........ccccoovuueeiiiiiiiiiiiiiiiiisnnnneeiniiiicccccisissenennnnees 28
Working with Workflows..........cccoiviiivvvnnnnnniiiiiiicinnniinnnssnnneneiiiiiccssssssscsssssenens 29
Creating @ WOTKFIOW. .....ooiiiiiii e 30
WOrking With StATUSES. ....eeiuviiiiiiiiiiiit e 31
Working with attribute CONSTraintS........ccivviiiiiiiieiiie et 32
Working With transitions.......coiii ittt 32
WOrking With FOULING ....cueiiiiiii i 33
Working with forms.......eeiiiiiiiiiiiiniinnnnniiiiiiiiciiiiinnnnnnneieieecccccsssssessssssee 34
Defining Roles and Privileges............ccccouvuuuumnniiiiiiiiiiiiiiiissnnnnnennneiiecccicsnnnnen. 35
RolES and Privileges. ....ccouiiiiiiii e 35
Creating and deleting USErs .........uuuuueeeeiiiiiiiiiiiiinnnnnnnneeieiiecicisssssnnnseseeeeeeeecees 36
Managing user lists With LDAP ..ot 38
Creating and deleting groups......ccccceeeeiiiiininreeeneennnneeeeeeeeeeecssssssssssssssssssssnnnnns 42
Configuring Redline colors..........uuuieeeiineeeencisnneeeniinnneeencsssnneescsssneeeessssaneeces 43

ii | A GUIDE TO QUARK PUBLISHING PLATFORM 10.5



CONTENTS

Maintenance and asset management..........cccceeeeeeeeeiicerennnnnnnnnes 44
Monitoring user activity and logging off users........cccceeverivrnnnnneeeiiiicccsssssssnens 44
Deleting assets........cccciiiinnnnnnnneiiiiiiiiciiiiisinnnnnsseeteeieccssssssssssnssssssssessesesssssssnens 45
Archiving assets......ieeiiiiieiniiiiiiinnnnnnnniietieensncsssssnssnssseeeeesessssssssssssssssases 45
ReStOriNG @SSetS..cccceeiiieireerenennnnnnnnnnnniniiiiiiiiiiiisncsscseeeeeeseeeeesssesssssssssssssssssssssses 46
(WET-T 111 =T o 7T 48
Roles, views, and content Structure oVervieW..........cceeereeererreecreceeeceecsancennees 48
The Workspace Browser WindOW.........ueueeeeeeeeiennicccsssssnnnnnneeeeesssecssssssssssssases 48
Workspace Browser WiNAOW.........ccceeeeeeeemeenneeeeeeseessssssssssssssssssssnnnssssssssssssssses 48
Workspace toolbar...... ... 50
View display Options.........cccooiiiiiiiiii i 54
[CON COIUMINS. ..ttt ettt ettt et 59
Preview pane.........ccooiiiiii 60
Menus (Quark Publishing Platform Client).........cccciiieiiiiiiiicvvsnnnneeniiiiccccssssssnens 62
Quark Publishing Platform Client menu (Mac OS only).......cccccvveniiinieniiicencennn 62
FIl@ MENUL ..ottt ettt et e st e et ee e ea 63
Bt MENU. et e 63
VIBW IMIENUL ettt ettt et e ettt e et e e s et e e e 63
ACHIONS MIBNULiiiiiiiiiiiii ettt e e e e e e ettt e e e e e e e s 64
GO TO MIEBNUL ettt ettt ettt et e seiaees 65
SEAMCI MIENMUL ..ttt ettt ettt ettt e aeeseeeennee 65
WiINAOW MeENU (MaC OS) ..o 66
HElP MENUL...iiii e 66
MeEnNUS (QCD)..ccciuiieieereenceecceeceectacasceoscssccsscascssssassssscssssssssssssssssssssssssssssnssnssnss 66
QuarkCopyDesk menu (Mac OS only).......ccccooiiiiiiiiiiiiiiiiiccc e 66
e LN o= o TF PSR RRTR 66
PlatfOrMM MENU. ..t iiiiiii ettt ettt ettt et e et e eebeesaeeabeeenaeenes 67
[\ =13 [T (), € 50 TSRt 67
QuarkXPress menu (Mac OS Only)....cceiiiiiiiie e 68
FIlE MIENU.. ittt et 68
PlatfOrmM MENU....iiiii ettt 68
a1 AT o= o T OSSP SUUSUURSRTI 70
WINAOW MIENUL ..ttt ettt et 70
Menus (Platform adapter for Microsoft Word, Excel and PowerPoint).......... 71
FIl@ MENUL ..ottt ettt e et e ettt e e s e e ntaeeenaeeens 71
L0111 48 -1 1S 74
Understanding how Quark Publishing Platform works........ccccceeeeiiiiccecsissnens 74
Quark Publishing Platform Server and Quark Publishing Platform client applications.74
Administering a Quark Publishing Platform workflow..........cccooiiiniiinie 74
Using XML Author with Quark Publishing Platform..........c.ccoceiiiiniiiin 74
Using Quark Author Web Editionwith Quark Publishing Platform..........c.ccccccc..... 75
Using the Quark Publishing Platform Adapter for Microsoft Office...........cccccce.... 75
Assigning and managing assets from QXP........cccoooiiiiiiiiiiiiieeeee e 75

A GUIDE TO QUARK PUBLISHING PLATFORM 10.5 | iii



CONTENTS

Routing and tracking.......cooueeriii e 79
Automating output @and EXPOIt.........c.ciiiiiiiiiiiiiiieicc e 80
Archiving and r@StOMNG ... ..ieiiiie ettt ettt ettt ettt e et e et eesbae e nteeeesaeeens 80
LOGQING ONu..cciiiiiiiiiieereeieeeeeeeeeennennsenssseiiiiiisssssssssssssesseetesesssssssssssssssssssssssssssses 80
Creating assets (QCD and QXP)....ccccceeereereereeeeeeeeneeeeeeneeneeeeeessssssssssssssssessnnenns 82
Working with collections......cccciiriiierrerenmmnmeneeeeeeesssssiiiisssnsssncsnennnninneeesessssssssses 82
Working with collection templates............ccoooiiiiiiiiiiiiiiiiii 82
Creating @ COIlECHION. ..ottt e 83
Editing COIECHIONS. ..cuiieiii e 1
Duplicating @ collection............ccooiiiiiiiiiiiiicccc 21
Deleting @ COllECTION .. .iiiiiieiie ettt 92
Appending content (QCD and QXP).......ceeeeeiiiiiiiiiiiissnnnnnneeeeeeccccsssssssenssssnees 92
Checking in @ssets.......ccceiiericiiiiiisnnnnnnneeieiennnsissssssssssnsseeeesesssssssssssssssssssssssssses 92
Check 1N coMMENG......coiiiiiiiiic e e 93
Check In Other command ........ooiiiiiiii e 94
Check in multiple @ssets..........c.ccooiiiiiiiiiii 94
Check In Project With Pictures (QXP only)......cccooviiiiiiiiaiiiiieecee e 95
Save to Server (Platform adapter for Microsoft Office)........cccccceuuuurureeeeernnne. 96
ASSIGNING ASSETS.....ciiiirmuuniiiiriinnnniiiiniinnmeiiicetissseisssstessssessssstsssssssssssssssssssssns 97
Assigning assets: Quark Publishing Platform Client..........ccoocoiiiiiiiinie 98
Assigning assets: QXP........iiiiiii e 99
Performing @ S@arch........ceeeeeeiiiiicccsssssscssssnnsnesniiisesssssssssssssssssssssssssssssssssens 99
Using the Quick Search feature........cccoieiiiiiiiiiiiii e 102
Performing a nested SEarch..........cooiiiiiiiie e 102
Performing a full-text Search.........cooeiiiiiiiii e 103
Performing a collection search...........ocioiiiii it 104
Search from NEre.. .. ..o 105
Working with saved Searches...........ccoouiiiiiiiiiiii e 105
Managing SEAICRES......cc.ciiiiiiiiiiiei et 106
SEAICH MESUILS. ...ttt 107
Checking out assets.....cccuvvureeeciirsneeeniissnneeencsssneeeccsssnneessssssseeessssssssesssssssanes 108
Checking out an asset: Quark Publishing Platform Client..........ccocovvvioiiieiinenne. 108
Checking out an asset: QCD........ccciiiiiiiiiiiee e 108
Checking out an article or project: QXP..........ccoooiiiiiiiiiiiiiiciccc 108
Checking out a project with attachments: QXP........cccccciiviiiiiiiniiniiiciicc, 109
Checking out and editing pictures: QXP & QCD...........ccocoviiiiiiiiiiiiiiicie 109
Using Advanced search: QCD and QXP ......ccciiiiiiiiiiiiiniiiienic e 109
Cancelling @ CheCkOUL ....ocuiiiiiiieci e 110
Quark Publishing Platform Adapter for Microsoft Office............cccccocooiiin 110
Working with templates........ccccceeeiiiiinnnnnnnnieiieieniciisiinnnnnnnneeeeeeeesesessssssssnsens 112
Attaching content to layouts........cccuuvuuununnnieiieieccciisisssnnsnnnneeeeeeeeccccssssssnnnens 113
Primary and secondary attachments.........ccoooiiiiiiiiiiii et 113
Attaching article components by dragging.........cccccceviiniiiiiiiniiiiinieenes 114
Attaching articles by dragging.....eeeeruierieiieiie e 114
Attaching articles by @assigning.......ccvevuieiiiiiieniii e 116
Attaching text files t0 layOULS.......ioiiiiiiiiie e 117

iv| A GUIDE TO QUARK PUBLISHING PLATFORM 10.5



CONTENTS

Attaching pictures to layouts.............ccooiiiiiiiiiiiiic 117
Attaching multimedia assets to reflow articles.........ccoocooiiiiiiiiiiiiiii 118
Tracking attaChmEntS.......cooiiiiiie e 118
Detaching COMPONENTS. .......ccuiiiiiiiiiiiiiiiii e 118
Attaching digital assets to 1ayoUuts......c.cieiiiiiiiiiiii e 119
Replacing article geometry...........eeueeeeeeeeeiiiiiiiiiinsnncnnnnnnnninnneeessssssssssssssssseses 119
Working with libraries...........cccciciiiiinnuunnnnnnieiiiiiiiiiiiiinssnneneeeeeieecccccssssssnnnens 120
Using Read-Only to view an asset.....ccccceeriumnnnnneereeeerenccsissssnnnnnnneeeceseescsssens 120
Publishing assets......ccccccoovnuummumnnieiiiiiiiiiiiisinnnnnnnnneieieeiciccssssssssnnssseseeesesscsssns 121
Viewing and editing attribute information............cccccuuuuuuueeeriiiiiiiiiiiinnnnnnns 121
Saving a revision of an asset........ceeeeeiiiiiicciiiiinnnssnnneniiiiiieessssssssssssssssssssene 122
Platform adapter for Microsoft Office...........ccooiiiiiiiiiiiii, 123
Customizing the search results pane.........ccccceeccunnunnnnnneeeiieiennciisisnnnnnnnneeeeens 125
Setting Quark Publishing Platform Client preferences........ccccoooevcuvunuanennnnns 126
GeNneral PaNE... ..o 126
WOrKSPace Pane€........c.cciiiiiiiiiiiiiiii i 129
Startup Mode Pane.........cccoiiiiiiiiiii i 130
ATCHIVE PANE.....iiiiiiiii s 131
Setting Quark Publishing Platform preferences: QXP ........cccooevevcunnnnenennnans 131
QXP preferences: General pane...........ccccciiiiiiiiiiiiii 131
QXP preferences: Workspace pane..........ccccocviiiiiiiiiiiiiicicicce e 134
QXP preferences: Project and Attachments pane...........cccoeiiiiiiiiciiiicncen 136
QXP preferences: Alerts pane.........cccccooiiiiiiiiiiiiiiiccccc 140
Setting Quark Publishing Platform preferences: QCD.........cccccceevcuuvunnenennnnns 142
QCD preferences: General pane...........ccocciiiiiiiiiiiiiiiiic 142
QCD preferences: Workspace pane...........cccccooiviiiiiiiiiiiiiiiiccecc e 145
QCD preferences: Article Pane..........ccccoiiiiiiiiiiiiieieeeeee 147
QCD preferences: Alerts Pane.........ccocociiiiiiiiiiiiiiicccecc 148
Setting preferences for Quark Publishing Platform Adapter for Microsoft Office.149
Platform adapter for Microsoft Office preferences: General tab.......................... 149
Platform adapter for Microsoft Office preferences: Connection Settings tab.......149
Platform adapter for Microsoft Office preferences: Search tab............................ 150
Platform adapter for Microsoft Office preferences: Advanced tab....................... 151
Redlining......ccooveeeemmnnniiiiiniienmnnniiiiineeennnnniiiieeneeeenneeeiicceneeeenes 152
Using Redline controls.........cuuueeieiiinueeeeniirnneeencsssneececsssnnececsssnneessssssneneeses 152
NOTES..ccciiiiirnnicrniecessiiencncercseessssocnnsecssseassssosensosessssssssssessosessscasss 154
Working With NOtes.......ccccineeeiiiiinnneeiniininnteenciinneeiccsisnneescssseeeessssssseeessssnes 154
Opening and closing NOTES.........cccuiiiiiiiiiiie et 154
Showing and hiding NOTES........coiiiiiiiiiii e 154
DlEtiNG NOTES....eiuiiiiii ittt ettt 154
Converting between Notes and teXt.........eiviiriiiiiiieee e 155
Viewing notes by author, date, name, or color...........ccooiiiiiiiiiiiiie e 155
MoViNg and reSiZING NOTES....c..eiviiiiiiiiieie ittt 155

A GUIDE TO QUARK PUBLISHING PLATFORM 10.5 | v



CONTENTS

PrNTING NOTES. .t 155
NOTES IN PDFS. . 155
Web Client.........ciiiiiiiiiiiiiiiiiiiiiiniiiiinnnnennnsseneseneeeneeeeeeeeeeeeeesessnn 156
Logging on with Quark Publishing Platform Web Client.............cccccccceeeun... 156
Changing PassWord.........cceeecciiiiiinnnnnneneeeieeccccssssssssssssssseseeesescsssssssssssssssssseeee 157
Customize search results display....cc.c.cccceeereirnneiinissnneeeniirsneeencsssneeeecssnnnes 158
Searching in Web Client........cccciiiiiiiiiiiiiinnennnnmnnneeeeeecnisisiiisssssescnnennnnneeeeneees 158
Archiving and Restoring in Web Client............ccccccovnuuunnnunnnnneceieiiicciissisnnnnns 158
Using display Options.......ccccuvueeeeiciisnneeecisinnneencsssnneeeecsssnseescsssnseesssssssseeeses 158
Previewing assets with Quark Publishing Platform Web Client.................... 160
Using the Publish features..........ccoueeeeniineeieniinnneeenninnneeeecnnsnneecscssneeeenes 160
Editing asset attributes.........uuuueiieiiiiiiiiiiiiinnnnnnnniiiiieieniciinneeeeeeeenens 160
Viewing asset reViSions....ceeeeeeeeeeeeeeeeeeeeenennnenniiiiseessseseeteeessssses 161
Viewing relationship information...........uueeiiiiiiiiiiiinininnnnnnnnniiiiicciiiciicnnnnnes 162
Creating articles in Quark Publishing Platform Web Client..............cccc........ 163
Creating projects from templates in Quark Publishing Platform Web Client.164
Editing articles in Quark Publishing Platform Web Client.............ccccccuuueeeen. 164
Editing texXt COMPONENTS......c..oiuiiiiiiiiiiii et 164
Editing picture compPoNnents..........ccoiiiiiiiiiiiiiiiceccce e 166
Managing COMPONENTS........cccuiiiiiiiiiiiiiiii e 167
Finding and replacing text in articles.............ccocooiiiiiiiiiiii e, 168
Adjusting background color for editing.........ccoooiiiiiiiiiiece e 169
Changing text size for @ditiNg........oooveiiei et 170
Working With RUDI.......oiiiiiii e 170
Working with Grouped Characters.............cccociiiiiiiiiiiiii e 171
USING NOTES 1N @ITICIES...ieiiiiieiiii et e e 172
Editing projects in Quark Publishing Platform Web Client............ccccccueeeen. 172
Callouts in Quark Publishing Platform Web Client...........c..cccceevevuuneiricnnnnnnes 172
Checking in Other files.........ccocoueeriiiinneiiiiiiinniiiiinieniicisneeeecsnseseesssnnens 173
Editing Other Files.........cccviinuueiiriirnneeeeniiinnieencsinneeeecissneeeecssssnneesssssseeeenes 173
Deleting, duplicating and getting a local copy of an asset.........cccerriiieeennne. 174
DElETING BN @SSET....ieiiiiiieiiie ettt 174
Duplicating @n @SSet........ccciiiiiiiiiiiii i 174
GETEING AN @SSET..uiiiiiieeiiiiiie ettt ettt e ettt e e ettt e e e sttt e e sttt e e e antbeeee s 174
Using the Web Client Preview pane...........ieeecinnneeeecinnnnecncsssnneenscsssneeeenes 175
Setting Quark Publishing Platform Web Client preferences..............ccccce..... 175
Script Manager ......eeiiiienniiiiieniiiiienniiniienieiteneeteneeseens 177
Quark Publishing Platform Script Manager configuration..........cccececuveeeerrees 177
Working with Quark Publishing Platform Script Manager.........cccccocuueeeenne. 178
Logging on with Quark Publishing Platform Script Manager..............ccccccocceene. 178
Creating @ SCrPt. oot 179
IMPOMING @ SCIIPT. ..ottt 180
Deleting and exporting SCripts..........ccooiiiiiiiiiiiiiccce e 181

vi | A GUIDE TO QUARK PUBLISHING PLATFORM 10.5



CONTENTS

Writing, editing, and triggering a script.......ccccceeciiiininnnnnnneneeeeecccccssssssnnnens 181
Accessing Quark Publishing Platform Server objects..........cccoceviiiiniiniiiincenn, 181
Loading @ SCript iN @ SCHPL..c.eeouieiiiieiieie et 181
Logging and debugging SCripts.........cccciiiiiiiiiiiiiiiiiicicccccc 182
Using utility methods in SCripts........ccooieiiiiiiiiic e 182
Triggering @ SCriPT...c.ciiiiiiiiiiiii 183
Quark Publishing Platform event-based script example............cccccociiiin. 184
Executing a script manually...........ocooiiiiiiiii e 185
Privileges.......cccouimrmmmuniiiiiiinnnnnnniiiiiiinnnnnnniiiiinnnnnnnneiiceceneenes 186
Content Privileges....... . ciiiiiiiiiininininniininneeenesennmseeeeeeeesssssssssssssssssssssssessseses 187
Content privileges: General.............ccocoiiiiiiiiii 187
Content privileges: Edit Attributes............ccocoiiiiiiii 188
Content privileges: Publish.............cc.ccoiiiii 188
Content privileges: Job Jackets..........ccccooiiiiiiiiiiiii 189
Content privileges: Edit Redlining.........cccooiiiiiiiiiiiiiiice, 189
Content privileges: Article COmMPOoNENts............ccociiiiiiiiiiiiiiicicccccecce 189
Content privileges: Edit Pictures............cccooiiiiiiiiiiiiiiccc 189
Content privileges: EitiNg......c.cccoiiiiiiiiiiiiiciiicicc e 190
Application privileges...........cciiiiiiiiiinnunnnnnnieiiiiiiiiiiiinnnnnnnneeeeieeeccessnneeenens 190
Application privileges: Administration.............cccocoiiiiiiiiiiii 190
Application privileges: Workspace...........ccccociiiiiiiiiiiiiiiiicicccc 191
€] 11331 o N 192
Legal Notices...cccciiiiiiiiiininnnnnnnnneneeeeeeeeeeeeeneeeneneeeseeneeeseeeeeeeeeeeeee. 203

A GUIDE TO QUARK PUBLISHING PLATFORM 10.5 | vii



INTRODUCTION

Introduction

Quark® Publishing Platform™ is a collection of networked applications for creative
workgroups. This Guide provides a high-level introduction to the Quark Publishing
Platform Client application and the functionality Quark Publishing Platform adds to
QuarkXPress® and QuarkCopyDesk®. You can use this Guide to learn what each
feature is, what it's for, how you can put it to work for you, and where you can find
it. For information about using Quark Publishing Platform with XML Author, see the
Quark XML Author for Quark Publishing Platform documentation.

Where we're coming from

This book assumes you are familiar with your computer and know how to:

Launch an application

Open, save, and close files

Use menus, dialog boxes, and palettes

Use the mouse, keyboard commands, and modifier keys

If you need help performing any of these tasks, consult the documentation resources
(user or reference guides) provided with your computer.

Conventions in this book

Formatting conventions in this guide highlight information to help you quickly find
what you need.

Bold type style: The names of all dialog boxes, fields, and other controls are set in bold
type. For example: "Click Storage in the Administration pane."

References: In descriptions of features, parenthetical references guide you in accessing
those features. For example: "The System Storage controls (Administration pane) let
you designate asset storage."

Arrows: You will often see arrows (>), which map the path to a feature. For example:
"Choose Administration > User Profiles to add a user."

Icons: Although many tools and buttons are referenced by name, which you can see
by displaying ToolTips, in some cases icons are shown for easy identification.
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INTRODUCTION

e Cross-platform issues: Some labels, buttons, key combinations, and other aspects of
Quark Publishing Platform client applications differ between Mac OS® and Windows®
because of user interface conventions or other factors. In such cases, both the Mac OS
and Windows versions are presented, separated by a slash, with the Mac OS
version presented first. For example, if the Mac OS version of a button is labeled Select,
and the Windows version is labeled Browse, you are directed to "Click Select/Browse."
More complex cross-platform differences are mentioned in notes or parenthetical

statements.

= Notes provide helpful information about particular features and general techniques

for using the software.
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ABOUT QUARK PUBLISHING PLATFORM

About Quark Publishing Platform

Quark Publishing Platform is a highly configurable solution for complete, automated,
end-to-end multichannel publishing. Quark Publishing Platform is purpose-built to
support end-to-end publishing needs, from complete manual publishing systems to
highly automated workflows.

The Platform consists of a set of core modules that can be combined in various ways
and integrated with third-party systems to accommodate almost any workflow. Its
capabilities can be described in terms of content creation, management, publishing,
and delivery.

Create
Quark Publishing Platform lets you:

e Design professional templates for different publications
¢ Author structured content in the familiar Microsoft Word environment
¢ Integrate content from databases with other forms of content

e Utilize multimedia content such as video, audio, and slideshows

Manage
Quark Publishing Platform provides:

e Workflow and collaboration tools
e Task and update notifications

e Component management

e Automated checks

e Version control

Publish
With Quark Publishing Platform, you can:

e Automatically assemble components of various types from various sources into
sophisticated layouts

e Automatically publish those layouts in a variety of formats for a variety of devices

10 | A GUIDE TO QUARK PUBLISHING PLATFORM 10.5
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Deliver
The automation features built into Quark Publishing Platform make it easy for you to
deliver content to your content consumers in both public and secure environments.

Platform concepts

In order to use Quark Publishing Platform effectively, you should understand some of
the key concepts that it uses.

Assets: An asset is a unit of independent content. Quark Publishing Platform stores,
tracks, and manages assets along with their metadata. The Platform also provides
version control of assets, with both major and minor versions. Versioning policy can
be configured for each content type within a collection. The Platform also supports
multiple renditions of assets (such as previews, thumbnails, XML representations, and
so forth), storing renditions along with each version of their original assets. Assets are
stored in a configurable repository; the default repository on a file server, but pluggable
third-party repositories are also supported.

Content types: Every asset has a content type. The content type concept is a unified
mechanism for associating metadata, workflows, relationships, privileges, and rendering
and publishing actions with different types of content. The Platform can automatically
detect a variety of different content types, including pictures, QuarkXPress projects,
DITA topics, and DITA for Business Documents. Assigning content types to assets
allows the Platform to apply different lifecycles, workflows, and publishing requirements
to different types of content. Content types are hierarchical, with child content types
inheriting from their parents, for easy and logical configuration. Child content types
can be fine-tuned by associating specific metadata and publishing activities with them.
In addition to the standard set of content types, the Platform allows you to define
your own and provides an auto-detection mechanism for so that they can be
automatically recognized.

Attributes: Assets can have attributes, which are containers for metadata that model
the intrinsic properties of those assets. The selection of attributes for an asset is
determined by its content type. You can use attributes to drive custom workflows and
publishing processes, and to reflect system-managed state. Attributes are created globally
and can be applied to one or more content types.

Relationships: A relationship links two assets with one another, with one asset being
the parent and the other being the child, and has some associated metadata. There
are different types of relationships, with different sets of associated metadata.
Relationships can be specific to a particular version of a child asset, or can apply to all
versions. Relationships enable component-content management use cases. There are
predefined relationships between QuarkXPress projects and article components, and
between QuarkCopyDesk article components and pictures, and there is a predefined
relationship for XML component references. You can also create your own relationships.

Component management and referencing features are available both for XML
content and for QuarkXPress/QuarkCopyDesk components. In this context, an asset
can be a single topic, a concept, an image, or a media file. Aggregated documents
(including DITA maps and QuarkXPress layouts) are also modeled as assets. The content
type of an asset determines its role.
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The Platform uses asset relationships to model content-component references. For
cases of content reuse, the Platform creates multiple relationships, which define such
things as a component’s location, its update status, and so forth. You can selectively
burst content when you check it into the Platform, for easy reuse. You can pin content
to a particular version, or be automatically updated when the master version of the
content changes.

Collections: A collection is a generic hierarchy that you can use to organize assets.
You can model departmental hierarchies, folders, or jobs. You can then map one or
more workflows to each collection, and the assets in each collection will follow that
collection's workflow. Collections also have users associated with them, and different
users can have different roles in different collections. You can apply collection-specific
routing rules and revision control settings, and assign collection-specific attributes,
and search on a collection-specific basis. A collection's Job Jackets file defines the
resources available for the projects and articles in that collection.

Workflows: A workflow helps you to manage the lifecycle of assets by providing a
named, ordered set of statuses for those assets to move through. A status-based
auto-routing feature helps keep everything on track. You can create different workflows
for different content types, use different forms to present attributes in different
workflows, and color-code the statuses in a workflow for easy identification. Each
workflow can have its own QuarkXPress/QuarkCopyDesk redlining settings and Job
Jacket rule evaluations, and you can apply status-based constraints for each attribute.

Publishing Services: The Publishing Service Framework is a server-side framework
that automates publishing and delivery tasks. You can create configurable and extensible
publishing processes that use a variety of renderers, including third-party renderers.

¢ A Publishing Process is a pipeline consisting of re-usable Activities that encapsulate
common tasks such as resolving XML component references and QuarkXPress
attachments, applying transformations, submitting content to the appropriate rendering
engine, packaging and collecting the output, and delivering the rendered output to a
CMS or via FTP or HTTP.

e A Publishing Channel is a specific configuration of a publishing process that can be
mapped to specific content types. The Platform ships with a library of commonly
required Activities and several pre-configured Publishing Channels.

e An SDK for developing custom Activities is also available.

Platform components

Quark Publishing Platform consists of a set of core modules that can be combined in
various ways with each other and with other systems. Depending on the needs of your
organization, you may choose to use some or all of these modules.

Quark Publishing Platform Server: The heart of Quark Publishing Platform. The
Server manages content, controls and coordinates workflows, provides a hierarchical
scheme for organizing assets and tracks the relationships between those assets,
implements automated versioning, and lets you keep track of users and their
permissions. A Web-based administrative interface lets you control and configure the
Server.
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Quark Publishing Platform Clients: A Platform client is any application that can talk
to Quark Publishing Platform Server. Available clients include QuarkXPress for Quark
Publishing Platform, Quark XML Author for Quark Publishing Platform, Quark Author
Web Edition, Quark Publishing Platform Web Client, QuarkCopyDesk for Quark
Publishing Platform, and desktop client for Mac and Windows. You can also implement
and integrate your own clients with the Quark Publishing Platform SDK. A sample
client for i0OS "Gateway Starter App" is also included with the SDK.

Quark XML Author for Platform: For XML content authoring and reuse in Microsoft
Word.

Quark Author Web Edition: Provides the ability to work with Platform using a rich
text editor to produce smart documents and content using a web browser.

Quark Publishing Platform Adapter for Microsoft Office Word: Provides the ability to
work with Platform from Microsoft Word natively.

Quark Publishing Platform Adapter for Microsoft Office Excel: Provides the ability to
work with Platform from Microsoft Excel natively.

Quark Publishing Platform Adapter for Microsoft Office PowerPoint: Provides the
ability to work with Platform from Microsoft PowerPoint natively.

QuarkXPress: For template development, custom layout, content authoring, and layout
and content review.

QuarkCopyDesk: For content authoring and review.

Quark Publishing Platform Web Client: For content authoring and review in a Web
browser.

Quark Publishing Platform Client: A generic desktop client, available for Windows
and Mac OS.

Work-in-Progress Repository: A repository that provides versioning and component
management capabilities for XML assets, QuarkXPress assets, and QuarkCopyDesk
assets. Once a publication is finalized, the published files can be archived in a system
of record.

Quark Publishing Platform Renderer: QuarkXPress Server, an engine that produces
published files from component assets. QuarkXPress Server can produce output in a
variety of formats, including PDF, ePub, and App Studio Article/App Studio Package
(for deployment to the iPad and other devices).

DITA Open Toolkit: An engine that produces published files from XML content that
uses the DITA schema. Working with an XSL-FO processor such as Antenna House,
the DITA Open Toolkit can produce output in PDF, HTML, RTF, and HTML Help
formats.

Quark Publishing Platform Script Manager: A scripting engine that allows you to
build sophisticated custom functionality into Quark Publishing Platform Server without
having to know a programming language.

Quark Publishing Platform SDK and REST interface: Robust interfaces that allow
you to easily develop your own custom Quark Publishing Platform clients.
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In addition to the clients listed above, Quark Publishing Platform can support custom
mobile client applications. The Platform includes the source code for a sample mobile
application called the Gateway iOS Starter App, which demonstrates how to create a
custom Platform client for iPhone or iPad. We also have the same for Windows 8.1, a
Gateway Starter App sample for Windows 8.1.

Platform architecture

Quark Publishing Platform is built using open industry standards such as SOA and the
Spring framework, to allow easy integration with existing business systems. The
architecture of Quark Publishing Platform is shown in the following diagram.
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Quark Publishing Platform architecture

At the center is Quark Publishing Platform Server, which is a Spring-based Java
application running in a Web container. This application has a number of services,
hosted using the Spring framework, which it uses to perform various operations such
as querying, honoring privileges, and maintaining metadata. You can also write your
own custom services for business system integration.

The Publishing Service provides a component-aware publishing framework that can
integrate with multiple renderers and delivery systems to publish content in multiple
formats, including PDF, eBooks, iPad content, RSS feeds , syndications, and so forth.

At the top of the diagram are the Quark Publishing Platform client applications. These
include desktop applications (such as QuarkXPress, QuarkCopyDesk, and Quark XML
Author), Web applications (including the Web client, Web administrator and Quark
Author Web Edition), and mobile clients such as the Gateway iOS Starter App. Such
client applications can communicate with Quark Publishing Platform Server via SOAP
or the REST interface, whichever is a better fit.

Also within the Web container are any adapters that are necessary for Quark Publishing
Platform Sever to talk to the Work-in-Progress repository or databases. Other adapters
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connect Quark Publishing Platform Server with output technologies such as the DITA
Open Toolkit and the Antenna House XSL-FO formatter.

The Web container also hosts Quark Publishing Platform Renderer, which provides
output in a variety of formats (shown in the boxes around the lower left corner). The
Renderer includes a load balancer called Server Manager and some number of
subrenderers running separately to handle requests as efficiently as possible.

Messaging within the system is handled with Java Message Service (JMS) messages,
managed by ActiveMQ.

The Platform can securely communicate with external resources such as LDAP servers
using either Kerberos or NTLM encryption. This enables the Platform to support single
sign-on and domain users.

Platform features

In addition to the features already discussed, Quark Publishing Platform offers the
following.

¢ Powerful content reuse features: You can easily use and reuse assets and XML content
in an interface that allows you to preview your changes as they will look at outlook
without leaving Microsoft Word. For more information, see the documentation for
Quark XML Author for Quark Publishing Platform.

¢ Versatile automation features: Using the Quark Publishing Platform publishing
framework, you can create publishing channels (for automatically building output) and
delivery channels (for delivering published content to its destination).

e Workflow management: Quark Publishing Platform lets you construct workflows
that can automatically route files to the appropriate parties based on their statuses,
notify those parties of their assigned tasks, add comments to drafts of document, track
and review changes, and divide the work on a single document so that different users
can work on it simultaneously.

¢ Collections hierarchy: The Work-in-Progress repository can be organized into whatever
kind of hierarchy works for your organization.

e Sophisticated query engine: Quark Publishing Platform clients can take advantage
of a powerful query engine, including metadata search and full-text search, using an
intuitive user interface. Queries can be named, saved, and shared among users.

e Server-side scripting: Quark Publishing Platform Server comes pre-configured with
the Rhino scripting engine for JavaScript. Scripting is implemented using the Apache
Bean Scripting Framework (BSF). All services, data transfer objects (DTOs), and JMS
messages are available to the script engines. Scripts are executed on the server in a
separate thread of the server process for maximum safety and efficiency. Scripts can
be triggered manually, by a schedule, or by a server-side event. For more information,
see "Script Manager ."

e Directory server integration: You can import users from LDAP servers to enable single
sign-on. For more information, see "Managing user lists with LDAP."
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Configuration

Users with the Administration role can configure and maintain a Quark Publishing
Platform workgroup's workflow. In addition to establishing structure for users and the
content they generate, Administrators control security, set defaults, specify storage
locations, and customize the parameters for tracking every asset in their workflow.

Administration client
To administer Quark Publishing Platform Server, navigate to the following URL in a
Web browser:
http://[1P address of Platform Server computer]:61400/admin

= You can also display the administration from the home page, which is http://[IP
address of Platform Server computer]:61400

The Quark Publishing Platform Web Administrator displays.

When you select User Activity, the admin client displays the list of all logged-on users,
including each user's name, the time and date each user logged on, each user's machine
name, and each user's application. If you need to log off a user, select the user's name
in the list and click Log Off Users. You can also log off users and send a message to a

logged-on user.
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System area

The System area includes the following controls:

e Storage: Use this control to specify one or more storage folders for assets and to
establish rules for storing different file types. For more information, see "Configuring
storage options."

e User Activity: Lets you view logged-on users. For more information, see "Administration
client."

Content Model area

The Content Model area includes the following controls:

e Content Types: Use these controls to specify which types of content the Platform is
managing. For more information, see "Working with content types."

e Attributes (also called "metadata" or "headers"): Use these controls to create and
configure attributes that can be associated with assets, article components, collection
types, and layout types. For example, you could create an attribute called "Image
approved" for picture file types. When a user approves an image, he or she can check
"Image approved" for the picture. When another user searches for approved pictures,
the user can include the "Image approved" attribute in the search criteria and limit
the search results to approved images. For more information, see "Defining attributes."

¢ Relations: Use these controls to configure the relationships available between Platform
assets. For more informaiton, see "Working with relationships."

Workflow area

The Workflow area includes the following controls:

¢ Workflow Definition: Use these controls to create and configure workflows. For more
information, see "Working with workflows."

Users and Groups area

The Users and Groups area includes the following controls:

¢ Roles and Privileges: Use these controls to create, delete, rename, and modify roles
and their associated privileges. For details about setting privileges, see "Privileges." For
example, you can create a role called "Editorial," and assign this role to your writers
and editors. All users with this role will have the same privileges to perform editorial
functions.

e User Profiles: Use these controls to create a user, assign a role to the user, assign a
password, and enable or disable the user's ability to log on. You can also delete, rename,
and modify user accounts.

e Groups: Use these controls to combine user profiles into groups to which assets can
be routed. When you route an assignment to a group, that asset appears in the
assignments for everyone in that group. The first person in the group who checks out
the asset gains control of that asset. You can also delete, rename, and modify groups.

¢ Redline: Use these controls to specify default redline tracking colors for each user.
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Configuring storage options

In versions of Quark Publishing Platform prior to 9.5, you could set up separate

repositories for different file types. In version 9.5 and later, you can simply set up a
single repository for all asset types. You can add additional repositories if you need
additional space, and change the priority of your repositories to control which one

new assets are written into.

To configure storage options, click Storage.

Adding repositories
To add a storage repository:

1 Click the Repository tab in the Administration: Storage window.
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Use the Repository tab of the Administration: Storage area to view and manage the
folders where Quark Publishing Platform assets are stored.

2 Click + to display the New Repository dialog box.
3 Enter a name for the repository in the Name field.

4 To specify a specific file system directory, choose fileRepositoryAdapter and then
specify a URL in the URL field (for example: /Users/Name/QPP Repository for Mac
OS, or C:\QPP Repository for Windows).

= For information about creating a SharePoint repository, see the Quark Publishing Platform
SharePoint Adapter ReadMe.

=P The storage location must include read/write permissions.

Deleting repositories
To remove a storage repository, click the Repository tab in the Administration: Storage
window, select the repository you want to remove, then click — (minus sign). A warning

message prompts you to confirm the deletion.
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Working with content types

Quark Publishing Platform supports a variety of different types of content, including
QuarkXPress projects, QuarkCopyDesk articles, picture files, multimedia files, and
XML files. The Content Types pane lets you control the way in which information
about each of these content types display in Quark Publishing Platform user interfaces.
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Content Types pane

Different types of content have different attributes. For example, the list of attributes
for a picture includes values for "Pixel width," "Pixel height," and "Resolution," and
the list of attributes for a text component includes values for "Word count" and "Line
count." Some attributes, such as "Checked out duration," are relevant only to Quark
Publishing Platform, and are stored only in Quark Publishing Platform.

For XML files that adhere to the DITA and BusDocs schemas, Quark Publishing Platform
provides access to specific file-level element and attribute values. For example, you
can use the Quark Publishing Platform user interface to view the values of a DITA XML
file's <title> and <author> elements without having to open the file.

By default, Quark Publishing Platform is configured to provide access to a variety of
attributes for four categories of content types:

Article components

Assets (of various types)

Quark Publishing Platform collection types (for more information, see "Working with
collection types")

QuarkXPress layouts
You can create new content types for asset, text components, and picture components.

You can also create new collection types. To add a new content type, select an eligible
parent content type, then click the plus button under the content type list on the left.

You can add new attributes to any content type. These can be existing attributes from
the Attributes pane, or entirely new attributes.
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e To add an existing attribute to the selected content type, click the plus button under
the attribute list on the right and choose Select from Existing.

* To create a new attribute, click the plus button under the attribute list on the right
and choose Create New. (For more information, see "Understanding attribute types.")
Any new attributes you create are automatically added to the attribute list displayed
in the Attributes pane.

There are two ways to disassociate an attribute from a content type:

¢ To permanently delete the attribute, select it, click the minus button under the attribute
list on the right, and choose Delete.

¢ To disassociate the attribute from the selected content type but leave it in the attribute

pool, select the attribute, click the minus button under the attribute list on the right,
and choose Remove Mapping.

Working with collection types

A collection type is similar to an asset type in that it has a particular set of attributes.
By applying a collection type to a collection, you enable users to view and edit attributes
for that collection and create a form for editing those attributes.

To configure a collection type, expand the Collection category in the content type
tree and select the collection type you want to configure.
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Configuring a collection type

Working with attributes

Each content type has its own set of attributes. For convenience, all attributes are listed
in the Attributes pane. You can assign attributes to content types in the Content
Types pane. For more information, see "Working with content types."

Defining attributes

Each asset in Quark Publishing Platform has a corresponding set of attributes that
describes the asset and its status in the Quark Publishing Platform workflow. Each
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content type can have its own set of attributes. These attributes include

system-generated information such as the date and time of the last modification,

default Quark Publishing Platform attributes such as Checked Out By, and any custom

attributes you create to meet the needs of your workflow. For example, you could

create an attribute called Image approved for picture file types. When a user approves

an image, he or she could check Image approved for the picture. When another user

searches for approved pictures, the user could include the Image approved attribute

in the search criteria and limit the search results to approved images.

You can create eight kinds of attribute types: Text, Date, Time, Number, Measurement,

Check Box, Drop-down Menu, and Date Time. Each attribute type can have a default

value. For each attribute, you can limit access so that only users with the privileges to

edit "limited-access" fields can edit the attribute values. Attributes are defined at the

server level, so each attribute can be used by multiple asset types and collection types.

= The attribute type Drop-down Menu, can have multiple values and hierarchial values.

To create, delete, and modify attributes, click Attributes in the navigation pane. The

right pane displays the list of attributes available in the system.
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Use the Attributes pane to create, edit, and delete attributes that help identify Quark
Publishing Platform assets.

Creating an attribute

To create an attribute:

1 Click + (plus sign) to display the Create Attribute dialog box.
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Specify the attribute name and type in the Create Attribute dialog box.

Choose an attribute type from the Type drop-down menu. (For more information
about attribute types, see "Understanding attribute types.")

Enter a name for the attribute in the Name field.

To allow only users with the "Edit normal- and limited-access fields" privilege to
access the attribute, check "Limited Access." For more information, see "Defining Roles
and Privileges."

Configure the remaining controls. These controls vary depending on which attribute
type is selected. For more information, see "Understanding attribute types."

To control which content types the attribute is applicable to, check the appropriate
boxes in the Applicable Types list.

Understanding attribute types

There are eight kinds of attributes: Text, Date, Time, Number, Measurement, Check
Box, Drop-down Menu, and Date Time.

Text

Use the Text attribute type to create text attributes.

e Enter a default value in the Default Text field.

¢ To indicate the maximum length of text in the field, enter a value in the Maximum

Length field.

Date

Use the Date attribute type to create date attributes.
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e Enter a default date in the Default Date field.

e To constrain users to a particular date range, enter a starting date in the Start Date
field and an ending date in the End Date field.

Time
Use the Time attribute type to create attributes where users can enter times.
e Enter a default time in the Default Time field.
e To constrain users to a particular time range, choose a starting time from the Start

Time drop-down menu and an ending time from the End Time drop-down menu.

=p Time values are determined by the Quark Publishing Platform user's locale setting.

Number

Use the Number attribute type to create attributes where users can enter only numbers.

e Enter a default number in the Default Value field.

e To constrain users to a particular numeric range, enter a minimum number in the
Minimum Value field and a maximum value in the Maximum Value field.

Measurement

Use the Measurement attribute type to create attributes where users can enter only
measurements.
e Enter a default number in the Default Value field.

e Use the Units drop-down menu to specify the unified unit of measure (for example,

Picas or Millimeters).

* To constrain users to a particular measurement range, enter a minimum value in the
Minimum Value field and a maximum value in the Maximum Value field.

Check box

Use the Check Box attribute type to create check box attributes. To display the attribute
with a checkmark by default, check Checked by Default.

Drop-down Menu

Use the Drop-down Menu attribute type to create drop-down menu attributes.
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Choose Drop-down Menu from the Type drop-down menu to create a Drop-down Menu
attribute type.

Drop-down menu attributes can display lists of values called attribute domains. For
example, if you create a drop-down menu attribute that requires the list of users on
your system, you can use the existing list of users with the attribute rather than entering
all the names manually.

1 To assign an attribute domain to a drop-down menu attribute, choose the attribute
domain from the Select Domain drop-down menu. The attribute domain's contents
display in the Menu Items list.

2 To allow the attribute to contain multiple values check the Allow Multiple Values
box .

3 To create a custom attribute domain, click ... to the right of the Select Domain
drop-down menu. The Attribute Domain dialog box displays.
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Attribute Domain ®

To add an Attribute Domain, dick the + button and enter the name of the new Attribute Domain in the first table.
Select the Attribute Domain name and click the + button in the second table to add Attribute Domain values,
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Use the controls in the Attribute Domain dialog box to create and view lists that you can
add to drop-down menu attributes.

The Domain Name list includes the available attribute domains. The Domain Values
column lists the values for the selected attribute domain.

4 To add an attribute domain, click + (plus sign) below the Domain Name column.

5 To enable users to add entries to the drop-down menu attribute, check the box in the
Allow Expansion column.

6 To warn users when they add an entry to the drop-down menu attribute, check the
box in the Display Warning column.

7 To alphabetically sort items in the drop-down menu attribute, check the box in the
Sort Items column.

8 To specify multi-values for the drop down menu., check the box in the Hierarchical
Domain column.

9 To rename the domain name, double-click its name.

10 To add values to the selected attribute domain, click + (plus sign) below the Domain
Values column.

11 For Hierarchial attributes, check the box in the Add as Child column.

12 Click Done to close the Attribute Domain dialog box and continue creating your
drop-down menu attribute.
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Date Time

Use the Date Time attribute type to create attributes for tracking both dates and times.

e Enter a default date and time in the Default Date field.

e To constrain users to a particular date/time range, enter a starting date and time in
the Start Date field and an ending date and time in the End Date field.

= Time values are determined by the Quark Publishing Platform user's locale setting.

Setting priority search attributes

Priority search attributes display at the top of the list of search criteria in the search
controls. After the priority search attributes, all search attributes display alphabetically.
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Priority Search Attributes dialog box

To designate priority search attributes, click Attributes in the navigation pane, and
then click Priority Search Attributes. The Priority Search Attributes dialog box
displays. To add an attribute to the list, select it in the list on the left and then click
the right arrow button.

Adding constraints to attributes

Users can edit asset attributes when they check in an asset, when they save a revision,
and by selecting an asset and clicking Edit Attributes. Constraints let a Quark
Publishing Platform administrator place some controls on how users edit attributes at
these times. For example, if you want users with the Editor role to explicitly approve
an asset when it reaches Final status, you can use the Require Value constraint to
require these users to indicate that the asset is approved or not approved. If a user does
not enter a value, "Errors found" displays in red at the bottom of the Check In, Save
Revision, or Edit Attribute dialog box. The attribute is also highlighted in red, and
the user cannot proceed until he or she provides a value.

= Only user-modifiable attributes can be constrained. In addition, you cannot constrain
the Workflow and Collection attributes because privileges determine whether these

attributes can be modified.

To constrain an attribute for a particular workflow:
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Click Workflows. The Workflows pane displays.
Select a workflow in the Workflow Name list.
Click the Attribute Constraints tab.

Select the attribute you want to constrain and click Add Constraints. The Add
Constraints dialog box displays.

Add Constraints *

Attribute Name: Has Children
Workflow Name: Default Workflow

View as: Status then Role 2

View Constraints

4[| New Status 001
[ Administrator
Copyeditor Preven
[ Editor ®  prevent Chan
[Ctayout Artist Require Value
[]Phatographer
[FProduction Require Change
[ writer

[T 5elect Al OK Cancel

Add Constraints dialog box

Choose an option from the View as drop-down menu. This value controls how the
information in the list of statuses and roles displays while you establish a constraint.
Options include:

Status then Role: Displays a hierarchical list with statuses as main headings and roles
as subheadings. You can apply the constraint to individual roles at specific statuses.
Role then Status: Displays a hierarchical list with roles as main headings and statuses

as subheadings. You can apply the constraint to individual statuses for specific roles.

If you change the View as option, the active setting will be retained, but will display
according to the View as drop-down menu hierarchy.

Check the box for the status or user role the constraint is for.

When you check a role or status in the list, the constraint types become available for
the selected line in the list. There are three kinds of constraints:

Prevent Change: Prevents users from altering the attribute's value.
Require Value: Prevents users from leaving an attribute's value unspecified.

Require Change: Forces users to change the attribute value.

To display the status only, check Select All. You can apply the constraint to all or
none of the roles at specific statuses. Unchecking Select All displays the roles only.

Constraints are applied based on the user's role and the asset's status at the time the
Check in, Save Revision, or Edit Attribute dialog box is displayed. The constraints
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in effect in these dialog boxes remain the same even if you change the value of the
Status drop-down menu.

You can use constraints to enforce automatic routing according to status. For example,
you can set up automatic routing for a collection at the status level and use Prevent
Change (in the Add Constraints dialog box) to disable modifications of the Route to
drop-down menu in the Check In dialog box. This will cause assets to be rerouted
when their status changes and prevent users from changing the routing of the asset.

Working with relationships

A relationship is an object that stores the metadata for the association between two
objects. Whenever you assign an article from a QuarkXPress layout, drag a picture into
alayout, or create an interactive object with App Studio, a relationship object is created
to store information about the link you've just created.

For example, if you drag a picture into a QuarkXPress layout, a relationship is created.
Among other things, that relationship stores the IDs of both the picture and the layout.
This makes it easy to find out which layouts are using a given picture, or how many
pictures are attached to a given layout.

There are six types of relationship:

Primary attachment: Stores information about a primary attachment.
Secondary attachment: Stores information about a secondary attachment.
Overlay attachment: Stores an information about an App Studio or ePub attachment.

Article component reference: Stores information about the association between an article
component and a linked asset such as a picture.

XML component reference: Stores information about a reference from one XML file to
another.

InDesign behaviour reference: This will create a relation between a Platform document
and a Platform asset used in Open file interactivity.

InDesign hyperlink reference: This will create a relation between a Platform document
and a Platform asset used in Hyperlinks.

Custom: Developers can create their own relationship types for custom applications.

For more information about attachments, see "Primary and secondary attachments."

Administrators can view the fields assigned to each type of relationship in the Relations
pane.
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Relations pane

Administrators can also add custom relationship types and assign atributes to them.
To view or edit the attributes associated with a relationship type, double-click the
relationship type.

In Quark Publishing Platform Web client, users can view the relationships for an asset
by displaying that asset in List View with Relationship Status. Other Platform clients
can view relationships with Relationship View.

Working with workflows

In Quark Publishing Platform terminology, a workflow is a set of steps that helps you
to publish a document. You define workflows at the server level and then apply them
to collections.

Each workflow has the following characteristics:

¢ A name.
e A list of the asset types to which it applies.

e A set of statuses, in a particular order. The order of the statuses reflects the order of
the steps necessary for completing the workflow. For example, you might specify that
assets begin with a status called "Assigned," followed by "In Progress," "In Review," and
"Completed." You can specify that an asset with the "Completed" status automatically
routes to an editor for final approval (for more information, see "Setting up auto routing").
You can also enable or disable Redline tracking, check-in layout evaluation, and output
layout evaluation for each status.

= Status transitions can be overridden per role.

e A list of asset attributes. Attributes are defined at the server level, so you can use an
attribute in any number of workflows. You can define constraints for some attributes
at the workflow level.

e An attribute form for each asset type. (The attribute form displays when you check an
asset in.)
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Creating a workflow

To create a workflow:

1 Click Workflows. The Administration: Workflows screen displays.

' PUBLISHING o |
PP§ pLaTFORM ,o
‘Administration «  Administration: Workflows
41U51 12205 Use this pane to manage Workiows and configure their Statuses and Atributes.
4+ System
= Storage - -
Name Status || Attmbute Constraints
& User Aciivity —
< E Staus Ham CheckIn Layout Evalustion _ Output Layout Evalustion
4 Content Model 22 e s Lo
B Gontent Types a2 O Rejected
B Atributes abc
% Relations i
+Workfow
& Workflows B
[ Forms Company Report Workflow ST
4 Users and Groups | | Defauitworkiow
B Roles and Privileges /|
m
No MV
pic
a
Q1and2
@
THE WORKFLOW
+ - -
N — |
= =

Administration: Workflows screen

2 To create a workflow, click + under the Name list. The Add Workflow dialog box
displays.

Add Weorkflow X
Specify 3 Workflow name and check e valid Asset Types for the Workflow
Hams: Carglevorkilaw
Content Typek afF 'L'.__"-‘Hl
& &) Deument
81 & Liyout Bescarce
8 L Library
0 Il Masia
< & Picture
#F = Projct
Sl T L

| Ml constrained Sl reditions
| Allow role based outing

Add Workflow dialog box
3 Enter a name for the workflow in the Name field.

4 Under Asset Types, check the asset types you want this workflow to be available for.
5 Check Allow constrained status transitions to enable the Transitions tab.
6 Check Allow role based routing to enable the Routing tab.

7 Click OK.

For information on configuring a workflow, see the following topics.
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Working with statuses
Each workflow has its own sequence of statuses. To work with a workflow's statuses:
1 Click Workflows. The Workflows pane displays.
2 Select a workflow in the Workflow Name list.
3 Click the Status tab.

4 To add a status, click + in the Status tab. The Create Status dialog box displays.

Create Status x

Name: ‘
Color: [ ]
[] Enable Redline Tracking
[] Check In Layout Evaluation
[] Qutput Layout Evaluation
Role: Administrator e

oK Cancel

Create Status dialog box
5 Enter a name for the status in the Name field.

6 Use the Color control to associate a color with the status. This color displays in the
Status icon column in the Workspace window.

7 To enable redline tracking for articles with this status in this workflow, check Enable
Redline Tracking.

8 Toautomatically evaluate layouts with this status in this workflow when their projects
are checked in, check Check In Layout Evaluation.

9 To automatically evaluate layouts with this status in this workflow when they are sent
to output, check Output Layout Evaluation.

10 You can give a status an associated set of privileges based on the role privileges defined
at the server level, or you can custom design a set of privileges for the status.

¢ You can specify that a status grants the privileges defined for a particular role at the
server level by choosing an option from the Role drop-down menu and checking Use
Server-level Privileges.

* You can choose an option from the Role drop-down menu and then modify the
settings in the Privileges list. This does not affect the role privileges settings at the
server level; rather, it creates an exception for privileges when assets reach the chosen
status.

11 Click OK.

12 Use the arrows at the bottom right of the Status area to set up the statuses so that they
occur in the proper order (from top to bottom).

To delete a status, select it in the Status tab and click -.

To edit a status, double-click its name in the Status tab.
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To duplicate a status, Option+click/right-click the status and choose Duplicate from
the context menu.

Working with attribute constraints

Each workflow has its own attribute constraints. To work with a workflow's attribute
constraints:

1 Click Workflows. The Workflows pane displays.
2 Select a workflow in the Workflow Name list.
3 Click the Attribute Constraints tab.

4 To add constraints to an attribute, select the attribute from the list and click Add
Constraints.

Add Constraints *

Attribute Name: Has Children
Workflow Name: Default Workflow

View as: Status then Role 2

View Constraints

4[| New Status 001
[ Administrator
Copyeditor Preven
[ Editor ®  prevent Chan
[Ctayout Artist Require Value
[]Phatographer
[FProduction Require Change
[ writer

[T 5elect Al OK Cancel

Add Constraints dialog box

5 Choose how to view the list of constraints by choosing between Status then Role and
Role then Status from the View as drop-down menu.

6 Choose a role or a status and select a constraint to apply from the drop-down menu.

7 Click OK.

Working with transitions

To work with a workflow's transitions:

1 Click Workflows. The Workflows pane displays.
2 Select a workflow in the Workflow Name list.

3 Click the Transitions tab.
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Select a role from the dropdown list, or select All Roles unless overridden to view all

roles in the workflow.

For each role in the workflow, select the statuses that the role can transistion to from

the list on the right.

Click Apply or Reset to discard changes and start over.

Working with routing

To work with a workflow's routing:

Click Workflows. The Workflows pane displays.
Select a workflow in the Workflow Name list.

Click the Routing tab.

Select Robes apphcable to the given statuses. This mapping will be wsed b route assets to users in these roles.

Status
Naw Status 001

Routing pane

Eles

Administrator
Administrator Copy
Anahyst

BAuithar

L Awthonized Writer
[7] chart Reviewer

| Comgliance

] Consumer

Coordinator
Creative Reviewer
Designer
Distributar

Editor
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4 For each status in the workflow, select the roles that the status can transistion to from
the list on the right.

5 Click Apply or Reset to discard changes and start over.

Working with forms

The Asset Form tab of the Forms pane lets you edit the asset forms for each of the
content types. The Collection Form tab lets you edit the forms associated with the
various collection types. To configure a form:

1 Click Forms in the navigation pane. The Forms pane displays.

Gl € [HE]S[=[a]a]E]

Forms pane
2 Click the Asset Form or Collection Form tab.

3 Select a content type or collection type in the tree on the left and click Form Designer.
The Form Designer dialog box displays.
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Form Designer x

Atribute Name Check-out Application:

Check-out Date and Time:
Check-out Duration:
Check-out File Path:

Check-out Machine Name:

Checked Out:
Checked Out by: X
Collected: |
Collection Path:
Content Creator: e

Content Type Hierarchy:
Created:
Creator: v

Current Billahle Hours:

V| Usa the default view for all fields Save Cancel
"1 Override all child content type forms

Form Designer dialog box

4 Todisplay all attributes in a default layout, check Use the Default View for All Fields.
To add individual attributes, drag them from the Attribute Name list to the grid. To
remove an attribute, click its close box at the upper left. Use each attribute's handles
to move and resize the attribute in the grid.

5 Click Save.

Defining Roles and Privileges

All users must belong to a role. A role defines the Quark Publishing Platform privileges
for its members.

Roles and Privileges
A role specifies a set of privileges for working within Quark Publishing Platform
applications. Each Quark Publishing Platform user belongs to at least one role. To
create, delete, rename, and modify roles and their associated privileges, click Roles
and Privileges.
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Define classifications for different workgroup members in the Administration: Roles and
Privileges area.

To add a role, click + (plus sign). A new role displays in the Roles column. The role's
content-type privileges display in a tree in the Content Privileges tab, and the role's
available application-specific privileges display in a tree in the Application Privileges
tab. Check privileges to enable them, and uncheck privileges to disable them. For
detailed descriptions of the available resources, see "Privileges."

To change the name of a role, Control+click/right-click the role, then choose Rename
Role from the context menu. You can also use the toolbar or the contextual menu to

rename a role.

To make a copy of a role, Control+click/right-click the role, then choose Duplicate
from the context menu.

To delete a role, click — (minus sign). An alert asks you to confirm the deletion. If users
are assigned to the role, you can assign them to a different role at this time.

Creating and deleting users

To create and delete user profiles, click User Profiles.
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Use the Administration: User Profiles window to add and delete users and override

user-role settings.

e To create a user profile, click +. In the Create User Profile dialog box, enter a user

name and password, enter the user's last name and first name, choose a role, and enter

the user's e-mail address and phone number. To prevent the user from logging on (for

example, if the user is on extended leave), check Disable Log On.

P 2]

Create User Profile Fal

User Mame: DBensan

Password: Pr—

Last Mame: Benson

First Mame: Denise

Role: Photographer 2
Email: dbenson@company.com

Phone: 3035559881

[] Disable Log On

OK Cancel

Specify a user's name, role, password, and access in the Create User Profile dialog box.

= You can edit a user name by double-clicking it or using the contextual menu.

=% When you add users, you can pull them from your Lightweight Directory Application

Protocol (LDAP) list. See "Managing user lists with LDAP" for instructions. You can add

Quark Publishing Platform users in addition to users you manage through the LDAP

service.

e To delete a user profile, select the profile and click—(minus sign). An alert prompts you

to confirm the deletion. If the user had assets routed to him or her, you can reroute

the assets at this time.
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e To duplicate a user profile, select the user profile and choose Duplicate from the
contextual menu.

Managing user lists with LDAP
Many system administrators use directory services to manage users on an enterprise
network, such as Lightweight Directory Application Protocol (LDAP). The LDAP protocol
provides global management over user names and passwords. Quark Publishing Platform
administrators are not required to use LDAP, but if they rely on LDAP for other systems,
such as e-mail, then Quark Publishing Platform can be configured so that Quark
Publishing Platform users can log on to Quark Publishing Platform Server with the
same domain username and password they use for other systems on their enterprise
network.

=% The LDAP service must exist within the same domain as your Quark Publishing Platform
Server.

= Quark Publishing Platform Server is the only Quark Publishing Platform application
that maintains communication with the LDAP service.

= Quark Publishing Platform Server works with LDAP v3, and X.500 DAP is not required
for or supported by this implementation.

= Refer to the Quark Publishing Platform Administration Guide and Quark Publishing Platform
ReadMe for more information about integrating LDAP and Quark Publishing Platform
Server.

Before you can integrate Quark Publishing Platform Server with an LDAP Directory
Server, you must create an LDAP profile and map the LDAP attributes to Quark
Publishing Platform user attributes. The topics below explain how to do this.

Managing LDAP profiles

Before you can import LDAP users into Quark Publishing Platform, you must create
an LDAP profile. An LDAP profile lets you supply the Active Directory Server credentials
that are necessary to allow you to import LDAP users.

To create an LDAP profile:

1 Click User Profiles.

2 Click Manage LDAP Profiles. The Manage LDAP Profile dialog box displays.
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Manage LDAP Profiles *®

LDAP Profiles Authentication Kerberas o
Type:

Realm:

User Name:

Password:

Servers:

Server Name Port Scheme

+ - Apply Reset

Done

Manage LDAP Profile dialog box
Click the + button under the LDAP Profiles list to create a new LDAP profile.
Enter a name for the LDAP profile in the Profile Name field.

Choose the LDAP server's authentication method from the Authentication Type
drop-down menu. Valid values include Kerberos, Digest-MDS5, and Simple.

Enter the realm name in the Realm field.

=@ The convention is to enter realm names in upper-case letters.

= Fach profile must have a unique realm name.

8

9

Enter the user name and password of a user who has read access to the Directory Server
(that is, the designated name in the Directory Server). This user authentication will
be used to retrieve the list of users from the Directory Server.

To add an LDAP server to the profile, click the + button under the Servers list.

Click Apply.

10 Click Done.

Mapping LDAP attributes

1

2

Before you can import LDAP users into Quark Publishing Platform, you must map the
LDAP attributes to Quark Publishing Platform user attributes.

To map LDAP attributes:

Click User Profiles.

Click LDAP Attribute Mapping. The LDAP Attribute Mapping dialog box displays.
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LDAP Attribute Mapping

Map User attributes to LDAP attributes,

User Name: samaccountname
Last Name: sn

First Name: givenname

Email: mail

Phone: telephonenumber
Authentication Name: | samaccountname

K

Cancel

LDAP Attribute Mapping dialog box
3 For each field in the dialog box, specify the corresponding LDAP field.

4 Click OK.

Importing LDAP users

To import users from your LDAP service:

1 Click User Profiles.

2 Click Import Users From LDAP. The Import Users From LDAP dialog box displays.

| tmport Users from LDAP x

Choose or create 2 seaRh definition, then use the amow buttons to add or remove users.

Search Definition: New Search Definition e
Profile Name: | Base String:
Search Criteria:
Count Mot Yet Counted Save Search
LDAP Quark Publishing Platform
Usar Name First Name Last Name | UserMame | FirstName  LastMame  Role

OK  Cancel

Use the Import Users From LDAP dialog box to add users to your Quark Publishing
Platform user list.

3 The search controls at the top of the dialog box let you specify which users you want
to be able to import. To create a search:
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e Choose the name of the appropriate LDAP profile from the Profile Name drop-down

mendu.

¢ Enter the search criteria in the Search Criteria field. For example, to import all LDAP
users that meet the criteria samaccountname=%*, enter samaccountname=*

e Enter the base string in the Base String field. In this string, ou is an abbreviation for
"organizational unit" and dc is short for "domain component." This string represents
the search base used to search for users in the Active Directory server computer's
hierarchy.

¢ Click Save to save the search and provide a name for the search in the dialog box that

displays.

4 Choose the search to execute. The matching users are listed on the left.

5 Select one or more names from the LDAP Users list on the left and click the right
arrow to add selected users to the Platform Users list on the right. The Assign Role
dialog box displays.

Assign Role *

Assign 2 Role to the selected users from the list below.

Role: Admin Class i
Admin Class
Administrator
Archival Class
Designer Class
Editorial Class
Managerial Class
Production Class
Service Provider
Traffic Class
Vendaor Class

Use the Assign Role dialog box to assign a Quark Publishing Platform user to a role.

6 Choose arole from the Role drop-down menu in the Assign Role dialog box and then
click OK.

= You can change the search criteria, execute more searches, and continue to add users
until you click OK in the Import Users from LDAP dialog box.

7 Click OK. The users in the list on the right are imported.

= If you duplicate a Quark Publishing Platform user that you imported from your LDAP
service, the duplicated user is not connected to your LDAP service (that is, it's like
creating a new user).

=¥ You cannot have two Quark Publishing Platform users with the same name. If you

attempt to add a user name that is the same as an existing user name, you will not be
allowed to add the duplicate user name.
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= A Quark Publishing Platform administrator must have the "Manage LDAP Users"
privilege for the Import Users from LDAP functionality to be available.

Creating and deleting groups

If you combine users into groups, you can route an asset to a group, and any user in

that group can check out the asset and work on it. To create and delete groups, click
Groups.
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Use the Administration: Groups screen to create, edit, and delete groups of users.

e To create a group, click + (plus sign). In the resulting dialog box, enter a group name.
Use the -> arrow to add users to the group and the <- arrow to delete users from the
group.

Create Group *

Name: Editorial

Existing Users Added Users

Admin JRoberts
DBenson TGarda
MSakamoto »

YHardy -

OK Cancel

Specify group members through the Create Group dialog box.

=¥ You can edit a group name by double-clicking it, using the toolbar, or using the
contextual menu.
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e To delete a group, select the group and click — (minus sign). An alert prompts you to
confirm the deletion.

¢ To edit a group, double-click the group name.

Configuring Redline colors

For users with redline privileges, administrators specify colors that identify each user's
changes.

To specify redline colors:

1 Click Redline. The Redline pane displays.

o ers
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The Redline screen lets you assign redline colors to users.

2 Select a user from the User Name list, then click the box in the Redline Color list to
display the Colors dialog box. Use the controls in the Colors dialog box to specify a
specific color to be applied to text when the user enters text with redlining enabled.

Alternatively, you can check Display All Redline Deletions in One Color to use a

single color for identifying deletions by all users.
3 Click Apply.

= QuarkXPress and QuarkCopyDesk users can specify default redline colors and styles
to differentiate insertions and deletions in WYSIWYG, Full Screen, and Galley views.
However, when a QuarkXPress or QuarkCopyDesk user is logged on to Quark Publishing
Platform and working on an article tracked by Quark Publishing Platform, the colors
assigned by the administrator override the colors specified in the Preferences dialog
box. See A Guide to QuarkCopyDesk for information about using the Redline feature
outside of a Quark Publishing Platform workflow.

You can turn the Redline feature on and off on a status-by-status basis. For more

information, see "Working with statuses."
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Maintenance and asset management

Quark Publishing Platform provides remote server monitoring and other tools to
promote effective server maintenance. Using the Quark Publishing Platform Client,
administrators perform asset management functions to archive completed projects,
restore archives, and so forth. This chapter explains how to use these tools.

Monitoring user activity and logging off users

When you select the server name in the Quark Publishing Platform Web Administrator,
information about Quark Publishing Platform Server and the users logged on to it
displays. To use this information:

1 Click User Activity. The displayed list includes the number of users who are currently
logged on to Quark Publishing Platform Server, their names, the time and date each
user logged on, each user's machine name, and each user's application (including
Quark Publishing Platform Script Manager).

==y

G- &) htp//1091.33396

File Edit View Fovorites Tooks Help

p-2ex ” (=) Quark Publishing Platform (=) Quark Publishing Platfor,.. | £ Quark Publishing Platf..
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pp} PUBLISHING
PLATFORM
Administration < | Administration: User Activity
410913339 The tabls bakow displays al of the Usars who are logged on to the Sarver. To b off one or mare Usars, salact ane o more Usar names and click Log OFF Usars.
4 System
= Storage
s Name Date Logged On Machine Name: Application Name.
& User Actiity = - -
i v Admin 4/15/14 10:24 AM 10813273 Quark Publishing Platform Admin
Bl Content Types Admin 4/15/14 9:48 AM 0:0:0:0:0:0:0:1 Quark Publishing Platform Admin
Admin 4/15/14 9:48 AM 0:0:0:0:0:0:0:1 Quark Publishing Platform Wb Clent
Admin 4/14/14 4:51 PM 0:0:0:0:0:0:0:1 Quark Publishing Platform Admin
| | Admin 4/14(14 4:56 PM SURESH-7 QPP XTension for QuarkXPress
Adrmin 4/15/14 10:24 AM 10813272 Quark Publishing Platfarm Wb Clent
& Usefs and Groups admin 4/14{14 4:54 PM SURESH-7 Quark Publishing Platfarm Clisnt
. Roles and Priuleges
o Admin 4/14/14 5:15 PM Monika's Mac mini QPP XTension for QuarkiPress
& User Profiles
B Geonipe Admin 4/14/14 5:47 PM Monika's Mac mini Quark Publishing Platform Cisnt:
& Rediine Admin 414{14 4:53 PM 0:0:0:0:0:0:0:1 Quark Publishing Platform Web Clent

10 Usr(s) logged on.
SendMessage | Log Off Users

H105% -

User Activity pane

2 To log off a user, select the user and click Log Off Users. You can select multiple users
to log off more than one at a time.
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Deleting assets

You can delete assets using Quark Publishing Platform Client, QuarkCopyDesk,
QuarkXPress, or Quark Publishing Platform Web Client. Your preference settings
determine how the deletion process for checked-out and attached assets works for
each application.

To specify how Quark Publishing Platform Client, QuarkCopyDesk, QuarkXPress, or
Quark Publishing Platform Web Client responds when you attempt to delete
checked-out assets and assets attached to QuarkXPress projects, use the Checked-out
Assets and Attached Assets drop-down menus in the Asset Deletion Options area of
the respective Preferences dialog box. The controls are identical for both options.
Choose Delete Asset Without Warning to delete checked-out or attached assets
without displaying a warning. Choose Never Allow Deletion to prevent the deletion
of checked-out or attached assets. Choose Ask Before Deleting to display an alert so
you can decide each time you delete a checked-out or attached asset.

To delete assets:

1 Display the search results pane and select one or more assets you want to delete.

2 Click Delete in the Quark Publishing Platform Client Workspace toolbar. If the selected
assets are not checked out or attached to a QuarkXPress project, they are deleted. If
the selected assets are checked out or attached, the delete process continues according
to your preference settings.

Archiving assets

You can use Quark Publishing Platform Client to archive Quark Publishing Platform
assets when you're finished with them, and Quark Publishing Platform provides a
restore mechanism if you need to reintroduce these assets to your Quark Publishing
Platform workflow. Archiving assets requires the "Enable Asset Archiving" privilege.

To archive assets:

1 Display the Workspace pane and select one or more assets to archive.

2 Choose Actions > Archive or click Archive in the Quark Publishing Platform Client
Workspace toolbar. The Archive dialog box displays.

3 Specity a folder for storing the archives, enter an archive name, and then click
Archive/Save.

4 The selected assets are copied to the location you specify, and the attribute information
for these assets is combined in a single XML file.

= If you check Delete Assets Afterwards in the Archive pane of the Preferences dialog
box (Quark Publishing Platform Client > Preferences), Quark Publishing Platform
asks you if you want to delete the assets after a successful archive operation. If Delete
Assets Afterwards is unchecked, the original assets remain on Quark Publishing
Platform Server.
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= Quark Publishing Platform confines an archive file and its corresponding XML file to
a single folder. When you name the XML file and the folder that contains it, you can
identify archive characteristics, such as the date the archive was created. Using
descriptive names will help you identify the archive if you need to restore the assets
later.

= Your archive preferences are stored on Quark Publishing Platform Server, so your user
log-on name determines the archive preferences, regardless of the workstation you use
to archive assets. However, archive log files are stored in the same folder where you
store archive files.

Restoring assets

You can restore Quark Publishing Platform assets that have been archived if you have
the "Enable Asset Archiving" privilege.

= [n versions 9 and later of Quark Publishing Platform, restoring a project also restores
the corresponding versions of all assets attached to that project, and all of those assets
are attached to the project. However, if you revert to a previous version of a project,
any attached assets are detached.

To restore assets:

1 Display the Workspace pane and choose Actions > Restore or click Restore in the
Quark Publishing Platform Client Workspace toolbar. The Restore dialog box displays.

= On Mac OS, you can add the Restore button to your Workspace toolbar.

NNee Restore
[«]»] [E{m) [ Archive Storage By [@search
!ﬁ | Archive.log |
&3
e [# pata |
]
i
B
A |
L=I = i

A

Use the Restore dialog box to locate the archive file you want to restore.

2 Select the XML file that corresponds to the archived assets you want to restore, then
click Restore.

= Using descriptive names for the archive folder and XML file when you create the
archive will help you identify assets for restoration.
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= [f one or more of the attributes for the archived assets are no longer part of the server
configuration, you can choose alternative attributes in many cases. However, when
switching attributes is not possible, the restore process skips to the next archived file.
You will need to re-create the missing attribute to restore these skipped assets.

= If an asset with the same name and file type is already checked in to Quark Publishing
Platform Server, an error occurs and identifies the asset in the log file.

=P Your "Restore" log files are stored in the same folder where you store archive files. If
you do not have write access to the folder where you store archive files, Quark
Publishing Platform Server will prompt you to specify a location.
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User interface

Users can access their Quark Publishing Platform workflow through the Quark
Publishing Platform Client application, Quark Publishing Platform Web Client, and
(using XTensions® software) QuarkCopyDesk and QuarkXPress. This chapter provides
an overview of the Quark Publishing Platform user interface on both Mac OS and
Windows. To learn how to perform application-specific tasks, see the other chapters

in this document.

Roles, views, and content structure overview

Before you can use Quark Publishing Platform, you must log on to the server. By
default, the Platform includes an existing user named "Admin" with a case-sensitive
password of "Admin." Administrators use this name and password to log on for the
first time, and Quark recommends enhancing administrative security by changing the

password the first time you log on.

For all users, the name and password you use to log on are associated with a particular
role. This role determines which privileges you have and which functions are available
to you. Consequently, your view of the Quark Publishing Platform user interface may

be different from someone else's.

= See "Privileges" to learn about specific privileges for a role.

The Workspace Browser window

The Workspace Browser window displays when you log on to Quark Publishing
Platform from any Quark Publishing Platform client application.

Workspace Browser window

You can use the Workspace navigation pane to work with files in Quark Publishing
Platform.
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Workspace pane

You can control what displays in the main area on the right by clicking items in the
Workspace navigation pane on the left.

Quick Search: Use the Quick Search field to search for Quark Publishing Platform
assets according to asset name, text within an asset, or a combination of asset name
and text content.

Favorites: Drag frequently used collections and searches to this area, and they will be
available in every Quark Publishing Platform client you use. (In Quark Publishing
Platform Web Client, you can Option+click/right-click an asset and use the context
menu to add it to or remove it from the Favorites area.)

Assignments: Displays all assets that are routed to you.

Attachments (QuarkXPress only): Displays all assets that are attached to the active
layout.

Depth (QuarkXPress only): Displays articles with text components that can fit in the
selected text box (within a certain range). For more information, see "QXP preferences:
Workspace > Workspace Browser."

My Searches: Displays all of your searches. Click a search to see its results in the search
results pane. To duplicate, delete or reload a search, Option+click/right-click it and
choose Duplicate Search, Delete Search or Reload Search. You can also
Option+click/right-click a search and choose Manage Searches in order to edit, share,
duplicate, rename and delete searches.

Shared Searches: Displays all of the shared searches that you have access to. Click a
search to see its results on the search results pane.

Unsaved Searches: Displays all unsaved searches that you have created. To delete an
unsaved search, Option+click/right-click it and choose Delete Search.

Collections: Displays, in tree format, all of the collections that the active user has
access to. You can add an asset to a collection by dragging the asset onto the collection
from elsewhere in the collections hierarchy, from the search results area, or from the
file system.
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= The options for Quark Publishing Platform Web Client are slightly different. For more
information, see "Web Client."

Workspace toolbar

The Workspace toolbar provides the commands listed in this section. The overflow
menu on the right side of the toolbar includes many other commands.

=% On Windows, the controls in the Workspace toolbar are presented using the Windows
ribbon interface. This provides additional features, including the Quick Access Toolbar
feature.

Button Description

ey Use the Assign drop-down menu to display the assignment options: Text File, Graphic,
: ﬁ QuarkCopyDesk Article, QuarkCopyDesk Article Template, QuarkXPress Project, and
QuarkXPress Project Template. QuarkCopyDesk Article displays a submenu with options to

o
L
. create an assignment based on an existing article or based on default specifications from your
Assign Quark Publishing Platform Server.
Click this button to open and display the asset selected in the Workspace Browser window. The
G button accommodates different conditions. If you select a checked-in asset, this button checks the
e | asset out. If you select an asset that you have checked-out, this button opens it. If you select an
asset that you have open, this button brings that asset's window to the front.
Check Out

When you check out a file, Quark Publishing Platform automatically copies the asset to your
computer, stores it in a folder that you have designated for storing checked-out assets (or, if this
is your first checkout, prompts you to designate the folder), and opens the asset.

Click Cancel Checkout to cancel an asset checkout without updating Quark Publishing Platform
'ﬁ_}x Server with a revision. However, if you made any changes, an alert notifies you that your changes
E might be lost. If you saved a revision of the asset on Quark Publishing Platform Server, the revision
becomes the current version. You can also cancel the checkout of assets that you have currently

Cancel checked out in other applications.

Checkout

Click Read Only to display an asset with read-only access. You can view the asset's contents, but
Gﬁ you cannot change the asset.

Read Only

= Click Get to move a copy of the selected asset to your computer. If you have the privilege to check
5' 2 in new files, you can rename the asset and check it in.

Get

» Click Get Collection to move a copy of the selected collection to your computer.

I..'-'II
Get
Collection

@ Click Check In to check in a checked-out asset selected in the search results pane.

—_—

Check In
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Button

Description

2.

Check In
Other

(MAC OS client) Click Check In Other to display the Check In Other File dialog box. This dialog
box lets you navigate to one or more assets stored locally or on a network. You can specify an
asset's attributes before checking in the asset. This dialog also lets you choose folders on the disk
to be checked in along with its content and any sub folders and their contents.

(Windows client ) Use the Check In Other drop-down menu to display the options: Check In File
and Check In Folder. Click Check In File to display the Check In Other File dialog box. This
dialog box lets you navigate to one or more assets stored locally or on a network. You can specify
an asset's attributes before checking in the asset. Click Check In Folder to check in a folder and
all of its subfolders.

'IE'-I_
=
H]

Save Revision

Click Save Revision to display the Save Revision dialog box and update Quark Publishing Platform
Server with the most current content from the selected asset.

E}

Click Publish to publish the selected asset in one of the following formats:

App Studio Article: publish the selected asset as an HTMLS article. You must supply App
Studio Publishing Portal credentials in QuarkXPress Server in order to be able to upload App
Studio articles to the Portal; for more information, see A Guide to QuarkXPress Server

QuarkXPress Project: publish the selected asset as a QuarkXPress project.

Publish
Collect for Ouput: deliver the selected asset, along with all references (images, audio, videos,
reference XML), to the configured delivery channel or to a particular location.
HTML: publish the selected asset in HTML format.
PDEF: publish the selected asset in PDF format.
App Studio Package: publish the selected asset as an App Studio Package.
ePUB: publish the selected asset in ePUB format.
Rich Text Format: publish the selected asset in RTF format.
—— When you click Refresh, Quark Publishing Platform performs the active search again and refreshes
E‘fﬁ A the search results pane.
Refresh
D Click Edit Attributes to display the Edit Attributes dialog box for the asset selected in the window.
Attributes are known as metadata in other systems, and they were called "headers" in earlier versions
s of Quark Publishing Platform. If you have the privilege and an attribute is available, you can change
a4 the attribute value in this dialog box and then click Update.
Edit
Attributes
Use the Displays drop-down menu to control how assets display in the search results pane. For
more information, see "View display options."
For users who have the "Enable Enhanced Search Displays in Workspace Browser" privilege,
this menu also includes Project, Project and Page, Collections, and Relationships options for
Displays asset searches. Also, the dialog box that displays when you choose Custom includes Group By
and Attachment tabs.
; Click New Search to create a search with new search criteria.
New Search

=N

Use the Saved Searches drop-down menu to execute saved searches. The Saved Searches list also
includes shared searches from other users. Choose Manage to display the Manage Saved Searches
dialog box, which lets you add, edit, share, duplicate, and delete search operations.
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Button Description
Saved
Searches
= Click Preview to display a large preview of the selected image, QuarkCopyDesk article, or
— QuarkXPress project. The preview window also displays navigation controls for previewing different
= pages of the asset.
. The Preview window remembers the last location and size.
Preview

By default, Quark Publishing Platform asset previews include the first five pages of a PDF and the
first 20 pages of a QuarkXPress project or QuarkCopyDesk article. Quark Publishing Platform
administrators can adjust the number of pages in a preview by editing configuration files. See A
Guide to Quark Publishing Platform Administration for details.

I
|
L
Selection
Information

Click Selection Information to display the Selection Information dialog box. This dialog box
contains information about the selected asset or assets, such as whether you can check out the
assets or delete components.

|ﬂ| =
4

Click Relationship Information to view the primary attachments, secondary attachments (if any),
and revision number for the asset selected in the window. For files, the Relationship Information
dialog box also displays Layout Name, Page Name, Page Index &, and Component Name. For
QuarkCopyDersk files, it displays Component Name. For XML files, it displays XPath.

Relationship
Information
1. Click View Revisions to display the Revisions dialog box. This dialog box contains information
2 3" % about the revisions tracked by Quark Publishing Platform Server for the selected asset. You can

print a revision, open a read-only copy of a revision, delete a revision, or revert to an earlier
version to designate a revision as the current version.

View

Revisions

it

Index Again

Click Index Again to receive updated previews from QuarkXPress Server for articles and projects.

Click Delete to remove the selected asset from Quark Publishing Platform Server.

—

L]
Delete

e Click Asset Information to display the More Info window, which lists all the attributes and values

_E for the selected asset.

Y
Asset
Information

s

View
Slideshow

Click View Slideshow to display a slideshow of the selected assets.

ohe

Duplicate

Click Duplicate Item to create a copy of the selected asset on Quark Publishing Platform Server.
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Button Description

You can export the results of a search as an HTML file, an XML file, a tab-delimited file, or a

% comma-delimited file.

Export Search
Results
Click Archive to display the Archive dialog box to choose the archive location for the selected
|_|'J\,I;'\ asset. For more information, see "Archiving assets" and "Restoring assets."

Archive

Click Restore to display the Restore dialog box to restore one or more archived assets. For more
information, see "Archiving assets" and "Restoring assets."

[,
&

Restore

Click Print to print the search results.

IE

Print

(Windows only) Click Print Preview to display a preview of printed output.

IE

Print Preview

On Mac O§, click Customize to display the Workspace toolbar icon controls. Clicking Customize
has the same effect as control-clicking the Workspace toolbar and choosing Customize Toolbar.

o
a0

Customize

Compact View (Mac OS only)

Click Compact View to reduce the size of the Workspace Browser window and include
fewer controls. Many of the other controls automatically move to the overflow menu,
and the window identifies the name of the active application. For example, if you
choose Compact View and then switch to TextEdit, the Quark Publishing Platform
Client window displays the name of the active application and provides buttons for
checking in assets, checking out assets, viewing revisions of assets, and searching for
other assets.

Customizing the Workspace toolbar

You can customize your display on Mac OS by control-clicking the Workspace toolbar
and choosing Customize Toolbar. A window displays that allows you to add an icon
by dragging it to the toolbar or remove an icon by dragging it from the toolbar. You
can add the Customize icon to more quickly access this window. You can also add
spacing and dotted-line separators to the Workspace toolbar.

On Mac OS, use the Show drop-down menu at the bottom of the window to display
controls (such as the Check In button) with text and icons, text only, or icons only.
You can also control the size of the icons.
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On Windows, you can add a command to the Quick Access Toolbar by right-clicking
the command.

If you decrease the size of the Workspace Browser window, increase the size of icons,
and display icons and text, the Workspace toolbar automatically generates an overflow
menu that displays on the right side of the palette to include the controls that don't
fit on the toolbar.

View display options

View display options let you control how assets display in the workspace. These options
are available from the View menu (Mac OS only) and from the icons above the
workspace area in the Workspace Browser window.

Name view

The Name submenu includes the following options.

Choose List View to display assets in a list format.

®% » Home » Docs * Reports

L Name « Content Type Workflow Routed to Collection
* [ ] &' BikeTek Bike Picture Base Workflow Admin Reports
* L @ g;' Report A.gxj QuarkXPress Proje  Base Workflow Admin Reports
* LN g;' Annual Repc QuarkXPress Proje  Base Workflow Admin Reports
* £ @ = [a Profile.ged  QuarkCopyDesk A1 Base Workflow Admin Reports
* A @ QuarkCopyDesk &  Base Workflow Admin Reports
* L @ 32 (3 Annual Repc QuarkCopyDesk A1 Base Workflow Adrnin Reports

[# [A|Caption Body
[ [A|Short De Body
[ [A|Headline Body
# |A|Body  Body

|&| region  Body

|l Image  Body

| Brand  Body

List view

In list views, you can show and hide all columns except the Name column.

To sort (or reverse sort) the search results according to a column, click the column
title.

To show or hide a column, Control+click/right-click the column title and choose the
attribute.

To show or hide multiple attributes, Control+click/right-click the column title and
choose Customize Current View. The Configure Columns tab includes all the attribute
fields for you to show or hide.

You can add the Thumbnails column to display thumbnail asset previews.

To reposition a column, click and drag the column title.
To resize a column, click and drag the column edge.
Quark Publishing Platform assets that match your search criteria but are not attached

to projects are listed below Unattached. Quark Publishing Platform assets that match
your search criteria but are attached to projects that have never been checked in to
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the Platform Server are listed below Attached to other projects. Attached assets can
display below multiple projects if they are attached to multiple projects.

Choose Relationship View to display the relationships between assets. This lets you
determine which assets are used by other assets. Assignment notification regarding
new asset checkin is not shown in this view.

®% collections » Home * Docs ¢ Reports

¢« v = Name 4 Content Type Workflow Routed to Collection
X @ t‘ Annual Repc QuarkCopyDesk & Base Workflow Admin Reports
A ® t‘i Annual Repc QuarkCopyDesk &1 Base Workflow Admin Reports
A 8 & Annual Repc QuarkXPress Proje  Base Workflow Admin Repaorts
i @ Quark¥Press Proje  Base Workflow Admin Reports
[ ] & BikeTek Bike Picture Base Workflow Admin Reports
A & Catalog - Int: QuarkXPress Proje  Base Workflow Admin Reports
[ ] & Erichjpg Pictura Base Workflow Admin Reports
L ] & EvolvedMec! Picture Base Workflow Admin Reports
[ ] & Main Floor.jj Picture Base Workflow Admin Reports
[ ] & Paul.jpg Picture Base Workflow Admin Reports
X @ t‘i Profile.qcd  QuarkCopyDesk A1 Base Workflow Admin Reports
£ @ & Report A.gxj QuarkXPress Proje  Base Workflow Admin Reports
[ ] = Stacyjpg Picture Base Workflow Admin Reports
L & Tina.ipg Picture Base Workflow Admin Reports

Relations view

Choose Thumbnails to display small previews of assets. You can display the color of
an asset's status in the border of the thumbnail preview by checking the Show Status
Color around Thumbnails preference (Quark Publishing Platform Client >
Preferences > Workspace). The status color border displays when you choose
Thumbnails, Filmstrip, or Detailed Thumbnails View from the Displays > Name
submenu.

» Home * Docs ¢ Reporis

T
L

BikeTek Bike Image.jpg Report A.qxp Annual Report_Source P Profile.gcd
* a +* X o * A . * L|e
S ~
Annual Report CP Articl... Annual Report CP Articl...
* AL . +* X o

Thumbnails view

Choose Filmstrip to display a large preview of the selected asset with all other assets
below it.
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-DHumemeSPRewﬂs

Annual Report CP Article 2.qcd

i.j m

-

BikeTek Bike Imag... Report A.gxp Annual Repori_So... Profile.gcd Annual Report CP...
* L] + L@ + L. + X|® + A e
4 | »

Filmstrip view

Choose Snippet View to display a thumbnail preview for each asset, with a thumbnail
preview and other asset information to the right of the preview.

" collections * Home b Docs b Reports

Annual Report CP Article 1.qcd =]

A QuarkCopyDesk Article
434 KB

‘Your personal dedicated team of financial experts!

Annual Report CP Article 2.qcd
A QuarkCopyDesk Article
434 KB

‘Your personal dedicated team of financial experts!

Annual Report.qxp

QuarkXPress Project
243 KB
Last modified by Admin on 10/2/2012 11:11-54 AM

Annual Report_Source Project vi.gxp

3 QuarkXPress Project
500 KB
Last modified by Admin on 10/2/2012 11:00:42 AM

: . m |

Snippet view

Project view

Project view displays search results in a hierarchical structure with QuarkXPress projects
at the top. Articles and pictures attached to each project are listed below their respective
projects.
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@ fir| v @ Name ¥ [ Workflow Status Routed to Collection

e » r'; WinWF.gxp All Proof srinivas Tribune
v 8 v IL; WinWF.gxp All Proof srinivas mac2
[T [ ] b,;‘ ye.gcd All Proof srinivas mac2
o L oww2.xt All Design srinivas mac2
[T ® »g Wwigcd All Proof srinivas mac2
2R » 5 Wi.qed All Design srinivas mac2
ma X ) Tum H...py.mp3 All Design srinivas mac2

28X | Trailer...py.mév Al Design srinivas Tribune
0 % ] b,; §55.qcd All Proof srinivas mac2
7% =" Picture JPEG All Design srinivas mac2
b e D,;' ml.qed All Proof srinivas mac2
I % P,;' h5.qcd All Design srinivas mac2
b o @ »#]Docdoc All Proof srinivas mac2
X * =" BIOSTAR.eps All Design srinivas mac2

Project view

Project and Page view

Project and Page view displays search results in a hierarchical structure with
QuarkXPress projects at the top. Each page is listed below its respective layout. Articles
and pictures in the layout are listed below their respective pages.

If one item attached to a layout matches the search, the project and all the other
attachments of the project also display.

An article or picture can display below more than one page if it is attached to multiple
pages in a project.

" » Home » Docs » Reports =
4 v e Name 4 Content Type Workflow Routed to Collection
* [ ] &' BikeTek Bike Picture Base Workflow Admin Reports
* £ @ é‘ Report A.gxj QuarkXPress Proje  Base Workflow Admin Reports
* £ @ é: Annual Repc QuarkXPress Proje  Base Workflow Admin Reports
* X @ 3 {;a Profile.ged  QuarkCopyDesk A1 Base Workflow Admin Reports
. L . QuarkCopyDesk & Base Workflow  Admin Reports
* ¥ @ =2 {3 Annual Repc QuarkCopyDesk & Base Workflow Admin Repaorts

|A|Caption Body
& | A | Short De Body
|A | Headline Body
# |A|Body  Body
|&| Region  Body
|&l Image  Body
|&d{Brand  Body

Project and Page view
= This view is not available when you are browsing collections. To see the assets attached

to a project, use List View with Attachments.

Collections view

Collections displays search results in the hierarchical structure of the collections tree.
Assignment notification regarding new asset checkin is not shown in the view.

= This view is not available when you are browsing collections.
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@@ v @ Name 4 | Content Type 4 Workflow Status Routedto  Collection

-« ¥ i Home General

b ¥l Mac General

) o New2 General

- i Tribune General
Y X e » /] Doc.doc Microsoft Word All Proof  srinivas  Tribune
» = _JMP9994.jpg Picture All Design  srinivas Tribune
% = aAORGUUOA@# Copy.jpg Picture All Design  srinivas  Tribune
b2 < t33.jpg Picture All Design  srinivas  Tribune
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Collections view

Custom view
Custom view displays search results in a hierarchical structure based on four levels of
attributes you specify. Choosing Custom displays a window with three tabs: Configure
Columns, Group By, and Explore By.

800 Customize Current View...
PRI eI E Group By | Explore By |
- Name |

Asset Checksum
Assigned Length
Attachment Checksum
Audience (DITA)
Author (DITA)
Auxillary Data

Box Height

Box Width

Brand (DITA)

| |By-line (IPTC)

|| Select All

| | Remember Column Changes

| Reset | | Cancel | [I]

Use the Configure Columns tab to specify the attributes you want to display as columns
in the search result.

T Configure Columns | Group By | Explore By e

Select the Attribute to further group the display of your
search results. Then select ascending or descending.

Attribute: Asset Type j E]
Then By: File Extension j E]
Then By: None j E]
Then By: None =

Use the Group By tab to specify up to four hierarchical groups within which you can group
your search results. This option is not available in Quark Publishing Platform Web Client.
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[ Configure Columns =~ Group By | Explore By ]

(*) Show Attachments Information

|_| Show Asset Usage (Project Mode)
E Show Attachments
E Show Layout and Page

\:, Show Collections Hierarchy

| — { Cancel ) 6 )
( Reset ) ( Cancel ) OK

Use the Explore By tab to display QuarkXPress projects and attached assets or to display
assets in the collections hierarchy. This option is not available in Quark Publishing Platform
Web Client.

List View with Relationships

List View with Relationships displays assets in a list view where you can expand
projects to see their relationships, and expand articles to see their components.

® = "= Sample Document xml
=l XML Component Reference

L ] (= *= Section 1 from Server.xml
= XML Component Reference
L. L ] (=] * Section 2 from Server.xml
= XML Component Reference
?..n [ ] & 2013-Challenger-hemiengine-2 Copy 1.jpg
%,a L] =} Kalimba.mp3
Y o |7 test_mpd4_full_HD.mp4

List View with Relationships view

List View with Relationship Status

List View with Relationship Status displays assets in a list view where you can expand
projects to see their relationships and view their statuses.

Icon columns

In Quark Publishing Platform Client and QuarkCopyDesk, the Workspace Browser
window displays four icon columns that provide information about each asset. The
Workspace Browser window in QuarkXPress displays a fifth icon column called Local
Attachment. These icons display in columns on the left side of the Search Results
list in all extended views and List View, as well as under each asset's icon in
Thumbnails View and Filmstrip View. In order from left to right, the icons are as
follows:

¢ Clear Diamonds: A diamond indicates each asset's status, relative to the last search
performed in the Workspace Browser window. A green diamond # indicates the asset

has been added to the list since the current search was executed. A white diamond %*
indicates that an asset's attributes have been updated since the current search was
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executed, but the asset still meets the search criteria. A gray diamond € and gray shade
to the line indicate that another user changed the asset's attributes and the attributes
no longer match the search criteria. However, if you made the same change to the
asset's attributes, the asset would simply be removed from the Workspace Browser
window. If you click the Clear Diamonds icon at the top of the column, all diamonds
are removed, the Workspace Browser window is updated, and the assets no longer
matching the search are removed from the display.

= Press Option/Alt while clicking the Clear Diamonds icon at the top of the column to
lock or unlock the Clear Diamonds column. When the Clear Diamonds column is

locked @, asset attribute changes do not display in the Clear Diamonds column.

= Clicking the diamond next to an asset name removes the diamond for that asset, but
the rest of the Clear Diamonds column in the Workspace Browser window does not
change.

¢ Global Attachment: A symbol indicates whether each asset is attached to a QuarkXPress
project as a primary or secondary attachment. Select an attachment in the Workspace
Browser window and click Attachment Information to determine attachment status.
You can also position your mouse over the Global Attachment icon for the asset to
display a tooltip (for example, "Indirect Picture Attachment" and "Secondary Global
Attachment").

e Local Attachment (QuarkXPress only): A symbol indicates any local attachments for
the active project (that is, "local" project). Select an attachment in the Workspace
Browser window and click Attachment Information to determine attachment status.
You can also position your mouse over the Local Attachment icon to display a tooltip
(for example, "Unattached Secondary Attachment" and "Secondary Local Attachment").

¢ Checked Out: A symbol indicates whether assets are checked out. If an asset is checked
out by the logged-on user, a green checkmark displays. If an asset is checked out by
another user, a red checkmark displays. If the logged-on user cannot check out the
asset, a red X displays.

e Status: A color-coded circle indicates the Quark Publishing Platform status for the
selected asset. Your Quark Publishing Platform administrator defines these statuses
and associates a color with each status. A tooltip for each color-coded circle displays
the status name.

Preview pane

The Preview pane on the right side of the Workspace window displays additional
information about the selected asset.
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Refers To | Where used | Attributes |
Attribute Name Value
Mams CCDArticle. god
Content Type CuarkCapyDezk Article
Collection Home
20 HiH MNerwr Status 00
Rowted te Admin
Ty Rewisions ®

Preview pane

The Preview pane displays a preview of the selected asset.

If the asset is a project or article, the Preview pane displays a spread preview of all
pages. If the asset is a project, the Preview pane can display a preview of every layout
in the project. If the project has multiple Print, Interactive, and/or App Studio layouts,
a tab displays at the top for each layout.The Preview pane supports multiple previews
based on the publishing channel, and contains a drop down menu allowing you to

choose multiple ways to preview the files.

Preview

2 C

Refers To I Where used | Attributes

Preview
HTML

PARENT

Attribute Name
Name
Content Type
Collection
Status
Routed to

Value
Parent.xml
Business Document
Test
Draft
Admin

[y Revisions
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=% You cannot preview projects that contain Web layouts in the Preview area.

Beneath this area are the following tabs:

¢ Refers To: Displays all assets that the selected asset refers to (including assets that are
attached to it). You can right-click on a referenced asset and select Open Collection.
This takes you to the collection of the referenced asset..

* Where used: Displays all assets that refer to the selected asset..

e Attributes: Displays all of the asset's attributes. Right-click on any attribute to display
the Configure Attributes dialog box.

e The Revisions area displays the number of asset revisions. Click Revisions to display
the View Revisions dialog box. This dialog box allows you to see the full list of
revisions, view a read-only copy of a revision, revert to a previous revision, or print

the asset revision list.

w=p Context menus are provided for references in the Refers To and Where used tabs.

wp If articles or projects do not display in the Preview Pane, select the assets and click
Index Again in the Workspace toolbar to receive updated asset previews from

QuarkXPress Server.

Menus (Quark Publishing Platform Client)

The commands in the Quark Publishing Platform Client application window's menus
vary depending on the active application, the user's role, and the pane selected on the
left side of the window.

=% Only the Mac OS version of the Quark Publishing Platform Client application has
menus. On Windows, use the ribbon interface.

Quark Publishing Platform Client menu (Mac OS only)

The Quark Publishing Platform Client menu includes the following commands:
e About Quark Publishing Platform Client: Displays information about Quark
Publishing Platform Client, including the version number.

e Preferences: Enables you to specify default settings and customize the way Quark
Publishing Platform Client performs on your workstation.

e Log On/Log Off: The Log On command displays the Log On dialog box. The Log
Off command logs off the user but does not exit the application.

¢ Quit Quark Publishing Platform Client: Exits the application.

= If you click the close icon in the upper-left corner of the Quark Publishing Platform
Client window on Mac OS, the window closes. Click the Quark Publishing Platform
Client icon in the Dock to open a new window.
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=% This menu also contains some commands supplied by Mac OS.

File menu

The File menu provides commands for printing the Quark Publishing Platform Client
window on Mac OS and Windows, as well as the Quit and Log Off commands on
Windows.

e New Window: Displays a new Workspace Browser window.

e Page Setup: Lets you configure the printed version of the active window.

e Print: Prints the active window.

e Close: Closes the active Workspace Browser window.

e Export Search Results: Lets you export the search results displayed in the search results
pane as an HTML file, an XML file, a tab-delimited file, or a comma-delimited file.

Edit menu

The Edit menu includes the following commands:

¢ Undo <Last Operation>: Reverses the last operation performed on content.

* Redo <Last Operation>: Reverses the last Undo command performed on content.
e Cut: Removes the selected content and stores it on the Clipboard.

e Copy: Copies the selected content and stores it on the Clipboard.

e Paste: Pastes the Clipboard content at the text insertion point.

e Select None: Deselects all the contents of the active document, Workspace window,
or field.

e Select All: Selects all the contents of the active document, Workspace window, or
field.

e Rename: Lets you rename the selected item.

e Add: Adds a new instance of the selected item.
e Edit: Lets you edit the selected item.

e Duplicate: Makes a copy of the selected item.

e Program Language: Lets you change the language of the Quark Publishing Platform
interface.

¢ Delete Selection: Removes the selected content or item.

e Special Characters: Displays the Character Palette with the character options for
available fonts.

View menu

The View menu includes the following commands:

e Displays submenu: Use this submenu to control how assets display. For more
information, see "View display options."
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e Compact: Use this command to change the Workspace display from Expanded View
to Compact View.

e Navigation Pane: Use this command to show or hide the navigation pane on the left.

Actions menu
The Actions menu includes the following commands: for assigning assets, checking
assets in and out, opening copies of assets, opening read-only versions of assets, viewing
asset information, viewing asset revisions, editing asset attributes, and checking in
assets in third-party file formats that cannot be opened with File > Open in QuarkXPress
or QuarkCopyDesk.

e Assign: Use the Assign drop-down menu to display six assignment options: Text File,
Graphic, QuarkCopyDesk Article, QuarkCopyDesk Article Template, QuarkXPress
Project, and QuarkXPress Project Template. QuarkCopyDesk Article displays a
submenu with options to create an assignment based on an existing article or based
on default specifications from your Quark Publishing Platform Server.

¢ Check In: Click Check In to check in a checked-out asset selected in the Workspace
Browser window.

e Check In Other: Click Check In Other to display the Check In Other File dialog
box. This dialog box lets you navigate to one or more assets stored locally or on a
network. You can specify an asset's attributes before checking in the asset.

e Check Out: Click Check Out to open and display the asset selected in the Workspace
Browser window.

¢ Read Only: Click Read Only to display an asset with read-only access. You can view
the asset's contents, but you cannot change the asset.

e Get: Click Get to move a copy of the selected asset to your computer. If you have the
privilege to check in new files, you can rename the asset and check it in.

e Publish > Publish as ePUB: Click Publish as ePUB to create an ePUB document fom
a layout's Reflow view.

e Publish > Publish as Collect for Output: Click Publish as Collect for Ouput to deliver
the selected asset, along with all references (images, audio, videos, reference XML), to
the configured delivery channel or to a particular location.

¢ Publish > Publish as App Studio Package: Click Publish as App Studio Package to
publish the selected asset as an App Studio Package.

e Publish > Publish as App Studio Article: Click Publish as App Studio Article to
create an HTMLS App Studio article from a layout and upload it to the App Studio
Publishing Portal. Note that you must supply App Studio Publishing Portal credentials
in QuarkXPress Server in order to be able to upload App Studio articles to the Portal;
for more information, see A Guide to QuarkXPress Server.

e Publish > Publish as PDF: Click Publish as PDF to create a PDF version of an asset.

e Publish > Publish as HTML: Click Publish as HTML to create an HTML version of
an asset.
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e Publish > Publish as QuarkXPress Project: Click Publish as QuarkXPress Project to
create a QuarkXPress project from a layout.

e Publish > Publish as RTF: Click Publish as RTF to create an RTF file from a layout.

¢ Cancel Checkout: Click Cancel Checkout to cancel an asset checkout without
updating Quark Publishing Platform Server with a revision. However, if you made any
changes, an alert notifies you that your changes might be lost. If you saved a revision
of the asset on Quark Publishing Platform Server, the revision becomes the current
version. You can also cancel the checkout of assets that you have currently checked
out in other applications.

e Edit Attributes: Click Edit Attributes to display the Edit Attributes dialog box for
the asset selected in the window. Attributes are known as metadata in other systems,
and they were called "headers" in earlier versions of Quark Publishing Platform. If you
have the privilege and an attribute is available, you can change the attribute value in
this dialog box and then click Update.

e View Revisions: Click View Revisions to display the Revisions dialog box. This dialog
box contains information about the revisions tracked by Quark Publishing Platform
Server for the selected asset. You can print a revision, open a read-only copy of a
revision, or revert to an earlier version to designate a revision as the current version.

¢ Asset Information: Click Asset Information to display the More Info window, which
lists all the attributes and values for the selected asset.

e Edit Collection Template: Click Edit Collection Template to edit collection templates.

¢ Restore: Click Restore to display the Restore dialog box to restore one or more archived
assets.

e Archive: Click Archive to display the Archive dialog box to choose the archive location
for the selected asset.

Go To menu

When the Workspace pane is selected, you can choose Go To > Assignments to
display all assets routed to you.

If you have administrator privileges, you can use the Go To menu to navigate to the
various administration panes.

Search menu

The Search menu includes the following commands:

e New Search: Creates a search.

e Saved Searches submenu: Choose a search from the Saved Searches submenu to
perform a search with predefined criteria. Choose Manage to display the Manage
Saved Searches dialog box. This dialog box lets you view and modify saved searches,
as well as view and share searches.

e Shared Searches: Choose a search from the Shared Searches submenu to use searches
that have been shared with you. The name of the user who shared the search displays
in parentheses.
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Window menu (Mac OS)

The Window menu includes the following commands:

e Minimize: Stores the active window in the dock.

e Zoom: Displays the active window on your entire monitor.

Bring All to Front: Brings all active Quark Publishing Platform Client windows to the
front.

e The area at the bottom of the Window menu identifies the active window with a
checkmark and lists all other open windows.

Help menu

The Help menu displays the Quark Publishing Platform Help file.

Menus (QCD)

See A Guide to QuarkCopyDesk for a detailed explanation of QuarkCopyDesk menu
commands. The information below applies only to QuarkCopyDesk in a Quark
Publishing Platform environment.

=% When you Control+click/right-click in the layout or on an item, the Platform submenu
makes it easy to get to the commands that are appropriate in the current setting.

QuarkCopyDesk menu (Mac OS only)

The QuarkCopyDesk menu is a part of QuarkCopyDesk for Mac OS. This menu includes
the following Quark Publishing Platform related commands:

e Preferences > Quark Publishing Platform: Enables you to specify default settings
and customize the way QuarkCopyDesk works on your computer. Use the Quark
Publishing Platform area to specify Quark Publishing Platform specific parameters.
See "Setting Quark Publishing Platform preferences — QuarkCopyDesk" for more information.

File menu

The File menu displays when you install the Quark Publishing Platform XTensions
software module in the "XTensions" folder in your QuarkCopyDesk application folder.
This menu includes the following commands:

e Open from Server: Displays the Check Out dialog box. This dialog box allows you
to search for and check out a QuarkCopyDesk article or template (or open a read-only
version of a QuarkCopyDesk article).

e Save to Server and Close: Updates the Quark Publishing Platform Server with your
most current changes, checks in and then closes the article.

¢ Save Revision to Server: Updates the Quark Publishing Platform Server with your
most current changes while leaving the article checked out and open for more editing.

e Discard Changes: Discards the checkout, closes the article and makes it available for
others to check out. An alert displays, allowing you to save or discard any changes
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made since your checkout. If you saved a revision on Quark Publishing Platform Server,
it becomes the current version when you cancel a checkout.

¢ Revert to Saved: Reverts the checked out article to the last saved version, discarding
any changes made since opening the article.

¢ Revert to Server Copy: Reverts the checked out article to the version on the Platform
server, discarding any changes made since opening the article.

¢ Revert to Specific Revision: Allows you to revert the checked out article to the a
specific version saved on the server, discarding any changes made since opening the
article.

Platform menu
The Platform menu displays when you install the Quark Publishing Platform XTensions
software module in the "XTensions" folder in your QuarkCopyDesk application folder.
This menu includes the following commands:

e Attach Picture: Displays a dialog box that makes it easy for you to attach a picture to
the selected checked-out picture component or direct attachment. By default, all
pictures routed to you display, but you can also browse and search for other pictures.

e Replace Picture: Displays a dialog box that makes it easy for you to replace the picture
in the selected checked-out picture component or direct attachment with a new picture.
By default, all pictures routed to you display, but you can also browse and search for
other pictures.

e Edit Article Attributes: Displays the Edit Article Attributes dialog box. This dialog
box allows you to view and change attribute information for the active QuarkCopyDesk
article.

e View Revisions > Article: If you have an article checked out and displayed on screen,
this command displays the Revisions dialog box. This dialog box allows you to display
aread-only version of the article, revert the article to an earlier revision, and print the
contents of the Revisions dialog box.

e View Revisions > For All Articles: If you have the privilege and no checked-out articles
are displayed on screen, this command displays the Revisions dialog box. This dialog
box allows you to view article names, display read-only versions of articles, revert an
article to an earlier revision, and print the contents of the Revisions dialog box.

e Workspace Browser: Displays or hides the Workspace Browser window.

e Log On/Log Off: Logs the user on to or off of a Quark Publishing Platform Server.

Menus (QXP)

See A Guide to QuarkXPress for a detailed explanation of QuarkXPress menu commands.
The information below applies only to QuarkXPress in a Quark Publishing Platform
environment

=¥ When you Control+click/right-click in the layout or on an item, the Platform submenu
makes it easy to get to the commands that are appropriate in the current setting.
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QuarkXPress menu (Mac OS only)

The QuarkXPress menu is a part of QuarkXPress for Mac OS. This menu includes the
following Quark Publishing Platform related commands:

¢ Preferences > Quark Publishing Platform: Enables you to specify default settings
and customize the way Quark Publishing Platform-related tasks are performed within
QuarkXPress on your computer. Use the Quark Publishing Platform area to specify
Quark Publishing Platform specific parameters.

File menu

If Quark Publishing Platform XTensions software is installed in the "XTensions" folder
in your QuarkXPress application folder, the File menu displays in QuarkXPress. This
menu includes the following commands:

e Open from Server: Displays the Check Out dialog box. This dialog box allows you
to search for and check out a QuarkXPress project or template (or open a read-only
version of a QuarkXPress project or template).

e Save to Server and Close: Updates the Quark Publishing Platform Server with your
most current changes, checks in and then closes the project or template.

e Save Revision to Server: Updates the Quark Publishing Platform Server with your
most current changes while leaving the project or template checked out and open for
more editing.

¢ Discard Changes: Discards the checkout, closes the project or template and makes it
available for others to check out. An alert displays, allowing you to save or discard any
changes made since your checkout. If you saved a revision on Quark Publishing
Platform Server, it becomes the current version when you cancel a checkout.

¢ Revert to Saved: Reverts the checked out project or template to the last saved version,
discarding any changes made since opening the project or template.

¢ Revert to Server Copy: Reverts the checked out project or template to the version on
the Platform server, discarding any changes made since opening the project or template.

¢ Revert to Specific Revision: Allows you to revert the checked out project or template
to the a specific version saved on the server, discarding any changes made since opening
the project or template.

Platform menu

If Quark Publishing Platform XTensions software is installed in the "XTensions" folder
in your QuarkXPress application folder, the Platform menu displays in QuarkXPress.
This menu includes the following commands:

e Check Out > Project: Displays the Check Out dialog box. This dialog box allows you
to search for and check out a QuarkXPress project or template (or open a read-only
version of a QuarkXPress project or template).

e Check Out > Article: Lets you check out the article selected in the layout.

e Check Out > Picture: Lets you check out the picture attached to the selected picture
box.

e Check Out > Library: Lets you check out a library.
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Check In > Project: Displays the Check In Project dialog box. This dialog box allows
you to check in the active QuarkXPress project.

If you also have one or more attached articles checked out when you choose Check
In Project, all articles are checked in along with the project.

You can check in a QuarkXPress template by choosing Project Template from the
Content Type drop-down menu in the Check In dialog box.

Check In > Project With Pictures: Displays the Check In dialog box with attached
and imported pictures displayed in a list on the left. This dialog box allows you to
check in the active QuarkXPress project and its pictures.

Check In > All Local Pictures: Lets you check in all pictures that have been locally
imported into the active layout. The pictures are not attached to the layout.

Check In > Article: Lets you check in the article selected in the layout.
Check In > Picture: Lets you check in the picture attached to the selected picture box.
Check In > Library: Lets you check in the frontmost library.

Cancel Checkout > Project, Cancel Checkout > Article, Cancel Checkout > Picture,
Cancel Checkout > Library: Removes the asset from your computer and makes it
available for others to check out.

Save Revision > Project, Save Revision > Article: Updates Quark Publishing Platform
Server with your most current changes while leaving the project or article open for
more editing.

Save Revision > Picture: Saves a revision of the picture attached to the selected picture
box.

Save Revision > Library: Saves a revision of the frontmost library (if it has been
checked out from Quark Publishing Platform).

Assign as Article: Assigns the selected text and/or picture boxes as an article.
Assign as Picture: Assigns the picture in the selected box as a direct attachment.

Attach Picture: Displays a dialog box that makes it easy for you to attach a picture to
the selected picture box or checked-out picture component. By default, all pictures
routed to you display, but you can also browse and search for other pictures.

Replace Picture: Displays a dialog box that makes it easy for you to replace the picture
in the selected checked-out picture component or direct attachment with a new picture.
By default, all pictures routed to you display, but you can also browse and search for
other pictures.

Detach: Detaches any articles or pictures assigned to the selected boxes.

Add Component: To add a new component to an article in the active layout, select
one or more boxes and choose this option. If the layout contains more than one article,
the Select Article dialog box lets you choose which article you want to add to.

Edit Attributes > Project, Edit Attributes > Article, Edit Attributes > Picture: Displays
the Edit <Project/Article/Picture> Attributes dialog box. This dialog box allows you
to view and change attribute information for the active QuarkXPress project,
QuarkCopyDesk article, or picture.
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e View Revisions > Project, View Revisions > Article: If you have the privilege, this
command displays the Revisions dialog box. This dialog box allows you to view project
names or article information, display read-only versions of projects or the active article,
revert a project or article to an earlier revision, and print the contents of the Revisions
dialog box.

e View Revisions > Picture: If you have the privilege, this command displays the
Revisions dialog box for the picture attached to the active picture box.

e View Revisions > For All Projects: If you have the privilege and no checked-out
projects are displayed on screen, this command displays the Revisions dialog box.
This dialog box allows you to view project names, display read-only versions of projects,
revert a project to an earlier revision, and print the contents of the Revisions dialog
box.

e Update > Update All: Updates all content and geometry in the active project.

e Update > Content: Updates all the content in the active box or boxes to include the
current content of attached assets stored on Quark Publishing Platform Server.

e Update > All Content: Updates all the content in the active QuarkXPress project to
include the current content of attached assets stored on Quark Publishing Platform
Server.

e Update > Geometry: Updates Quark Publishing Platform Server to include the current
page geometry of the active box or boxes. This enables a QuarkCopyDesk user who is
working on an article attached to the active box or boxes to have exact copyfit
information for the assignment.

e Update > All Geometry: Updates Quark Publishing Platform Server to include the
current page geometry of the active QuarkXPress project.

e Workspace Browser: Displays and hides the Workspace Browser window.

¢ Log On/Log Off: Logs the user on to or off of Quark Publishing Platform.

Utilities menu

If Quark Publishing Platform XTensions software is installed in the "XTensions" folder
in your QuarkXPress application folder, the Utilities menu includes the following
command.

e Redline: Displays the Redline palette. For more information, see "Redlining."

Window menu

If Quark Publishing Platform XTensions software is installed in the "XTensions" folder
in your QuarkXPress application folder, the Window menu includes the following
command.

e Article: Displays the Articles palette.

¢ Project Attachments: Displays the Project Attachments palette, which lists the assets
attached to the active layout.
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Menus (Platform adapter for Microsoft Word, Excel and PowerPoint)

The Quark Publishing Platform Adapter for Microsoft Office provides the ability to
work with Platform from Microsoft Office applications natively.

The information below applies only to Microsoft Office in a Quark Publishing Platform
environment

File menu

The File menu includes the following commands.

e Save to Server & Close: Updates the Quark Publishing Platform Server with your most
current changes, checks in and then closes the document.

e Open from Server: Displays the Open from Server dialog box. This dialog box allows
you to search for and check out a Microsoft document or template (or open a read-only
version of a Microsoft document or template) from the Platform server. Allows you to
search, used saved searches and change the view.

Info tab

The Info tab includes the following commands:

e Save to Server & Close: Updates the Quark Publishing Platform Server with your most
current changes, checks in and then closes the document.

e Save Revision to Server: Updates the Quark Publishing Platform Server with your
most current changes while leaving the document checked out and open for more
editing.

¢ Discard Changes: Discards the checkout, closes the document and makes the document
available for others to check out. An alert displays, allowing you to save or discard any
changes made since your checkout. If you saved a revision on Quark Publishing
Platform Server, it becomes the current version when you cancel a checkout.

e Edit: This will close the document and then re-open an editable checked out version
of the document. This option is only available if you have a read-only copy of a
document open.

New Document from Server tab

The New Document from Server tab includes the following commands:
¢ New Document from Server Template: Allows you to create a new document based
on a template. This displays the Select Template dialog box. Click

e New Document from Existing Document: Allows you to create a new document
based on an existing document. This displays the Select Document dialog box.

Preferences tab

The General tab of the Preferences dialog box enables you to specify location and
deletion options for checked-out documents.

A GUIDE TO QUARK PUBLISHING PLATFORM 10.5 | 71



USER INTERFACE

Preferences

Gerersl | Connection Settings | Search | Advanced |

Loscaticn Oiptions
Checioedhcut Documsents:

Chlsers\lswansonDocsments\Guark Softaare Inc\Office !ﬂi‘hﬂ-

Deletion Options
Dedete the Original File from the Local System on Sene and Close

| &5k Betore Deteting =

[ o [ cancel

General pane of the Preferences dialog box

The Connection Settings tab of the Preferences dialog box enables you to specify the
connection settings for Quark Publishing Platform.

Prefererces o

| Geraral Connection Settengs S-emthj-ﬂdnnobd

Server Name: | r Bl400
Prosoeak & HTTR HTTES
& |ogin with oament user credentials

Log in a5 & Quark Publishing Platform user

User Nama:

Passwand:

iy SEttings

[ ox [ camcer |

Connection Settings pane of the Preferences dialog box

The Search tab of the Preferences dialog box enables you to specify the search settings
and to control how revision comments are displayed

Preferences [

| Beneral | Connection Settings | Sessch | Advanced |
Search Optloms

Choose search option
Mame and Conbent -

Revition Comments
Choose whisn you want 10 deplay nEvepcn comments.

_Nm =]

ok J[ comcel

Search pane of the Preferences dialog box

The Advanced tab of the Preferences dialog box enables you to reset all preferences
to their default state and to change the default configuration.
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Preferenced

[ General | Conmection Settings | Search | Advanced |

Chcl “Reset to Default”™ to reset sl preferemoes to their defsult state. Click
“Charge Configuration.” to change the default configuration.

[ Resetobetasn || crange Configuration.

[oe) (o]

Advanced pane of the Preferences dialog box
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Client tasks

Many Quark Publishing Platform operations work the same way in all Quark Publishing
Platform client applications. Following a brief overview of the Quark Publishing
Platform workflow concepts, this chapter explains how to log on to a Quark Publishing
Platform Server, change your password, check assets in and out, assign assets, search
for assets, get read-only copies of assets, save revisions of assets, and set application
preferences.

Understanding how Quark Publishing Platform works

Quark Publishing Platform provides the tools for teams of people to integrate their
writing, designing, and editing skills and produce content for audiences to view and
read. This section describes how Quark Publishing Platform works in practice.

An ideal publishing workflow looks like a linear progression from start to finish. But
in truth, the process often requires changes, and Quark Publishing Platform
accommodates these changes.

Quark Publishing Platform Server and Quark Publishing Platform client applications
The full Quark Publishing Platform software suite includes a Quark Publishing Platform
Server that tracks all assets and a collection of client applications for writers, designers,
artists, editors, and managers to work on assets. Quark Publishing Platform users
transfer assets to one another using client applications, and Quark Publishing Platform
Server dynamically maintains a record of this activity for all Quark Publishing Platform
users to see.

Administering a Quark Publishing Platform workflow
The Quark Publishing Platform administrator defines the workflows for Quark
Publishing Platform, creates the list of users, and assigns each user to a specific role
that governs the privileges available to that user. The Quark Publishing Platform
administrator also controls where assets are stored, the progression of steps in each
workflow, default specifications for new assets, and the attributes (descriptive metadata
fields such as name and due date) that are attached to every asset in Quark Publishing
Platform. All Quark Publishing Platform users can track assets based on these attributes.

Using XML Author with Quark Publishing Platform

With the Quark XML Author for Quark Publishing Platform, you can create XML
content in the familiar Microsoft Word interface, and use the Platform to store it and
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generate output. You can also break your content down into components and reuse
them, as needed, for maximum efficiency. For more information, see the XML Author
for Quark Publishing Platform documentation.

Using Quark Author Web Editionwith Quark Publishing Platform

With the Quark Author Web Edition, you can create Smart Document content, and
use the Platform to store it and generate output. You can also break your content down
into components and reuse them, as needed, for maximum efficiency. For more
information, see the Quark Author Web Edition documentation.

Using the Quark Publishing Platform Adapter for Microsoft Office
With the Quark Publishing Platform adapter for Microsoft Office (Word, Excel,
Powerpoint), you can use the familiar Microsoft Office interface, and use the Platform
to store, retrieve and manage content.

Assigning and managing assets from QXP
A Quark Publishing Platform workgroup for a brochure might include a QuarkXPress
user responsible for page layout, a QuarkCopyDesk user who writes the brochure copy,
a graphic artist who uses an image-editing application, and a remote editorial manager
who uses Quark Publishing Platform Web Client to work on text through a Web
browser.

Quark Publishing Platform users with an alternate workflow might rely almost entirely
on Quark XML Author.

Quark Publishing Platform Server

[ Platform Clientj ( Platform XTs ) (Platform Hdapters] Web browser with ] [ Web browser with ] [ Quark Author ]

Platform Web Client Platform UWeb Admin Web Edition

[ QuarkXPress j ( Quark XML Author ]

(QuarkCopyDeskJ ( Microsoft Office ]

Quark Publishing Platform Server is the central repository of Quark Publishing Platform.
Quark Publishing Platform users connect to Quark Publishing Platform Server from Quark
Publishing Platform clients, which include Quark Publishing Platform Client, QuarkXPress
(with Quark Publishing Platform XTensions software), QuarkCopyDesk (with Quark Publishing
Platform XTensions software), XML Author (with the XML Author Quark Publishing Platform
Adapter), Microsoft Office (with the Quark Publishing Platform Adapters for Word, Excel
and PowerPoint) and a Web browser with Quark Author Web Edition, Quark Publishing
Platform Web Client and Quark Publishing Platform Web Admin.

Let's consider a sample workflow. Note that this is only a sample; different organizations
set up their Quark Publishing Platform workflows in different ways. In this workflow,

the QuarkXPress user often works as the content manager through which all other
work flows.

The layout artist uses QuarkXPress to create the page layout by drawing boxes for text
and graphics. Once the layout artist has created the page, he or she checks it in to
Quark Publishing Platform Server. The layout is now backed up on the server, and
every time the layout artist checks it out and back in, a new revision is created.
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Quark Publishing Platform Server

— 1 ___ S
Quark Publishing QuarkXPress QuarkCopyDesk

Platform Client Platform XT Platform XT

——

Image-editing
application|

EEEEEE———

The layout artist checks in the layout.

Using Quark Publishing Platform, the layout artist assigns articles to QuarkCopyDesk
users and picture boxes to artists working in image-editing applications. The writers

and artists receive notification of these assignments, which can also include instructions
and other useful information in the attributes for the asset. Here, a designer has been
assigned to create a picture asset, and a writer has been assigned to write the brochure

text.
Quark Publishing Platform Server
] /
Quark Publishing QuarkXPress QuarkCopyDesk
RIticuniClEnt Platform XT Platform XT
R

Image-editing
application

SE———————

The designer receives the picture assignment, and the writer checks out the article in
QuarkCopyDesk.

It is important to note that an article created from a layout comes with geometry, which
is a description of the article's size and shape within the layout. Geometry tells the
writer exactly how much space he or she has to fill.

Having received their assignments, writers and artists can now do their part to complete
the layout. The designer creates the picture, and the writer writes the text.
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Quark Publishing Platform Server

p— g

— R S
Quark Publishing QuarkXPress QuarkCopyDesk
Pk (Gl Platform XT Platform XT
N

Image-editing
application

EEEEEE———

The designer creates a picture to the layout artist's specifications, and the writer writes an
article of the appropriate length.

Next, the designer and writer check in their work to update Quark Publishing Platform
Server. Now, like the layout, the picture and article are backed up in a central location,
and revisions of the assets will be saved. When the layout artist refreshes the layout,
the layout updates to show the work of the designer and the writer.

Quark Publishing Platform Server

\

Quark Publishing QuarkXPress QuarkCopyDesk
Lk (G Platform XT Platform XT
~

Image-editing
application

Once checked in, pictures and articles can be viewed in the layout with which they are
associated.

So far we've been looking at a linear workflow. However, workflows are not always
linear. For example, what happens if the layout artist decides that the picture should
be larger and the text should be shorter? If a layout artist changes the size of a text
box in an assigned article, Quark Publishing Platform can automatically update the
page geometry to reflect the new size of the box. The writer can then add or remove
text to fit the updated page design.
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Quark Publishing Platform Server

/
QuarkXPress QuarkCopyDesk

Platform XT

The layout artist updates the layout in Quark Publishing Platform. This automatically updates
the geometry in the article. Quark Publishing Platform notifies the writer of the change.

The writer updates the text to fit the available space, checks in the article, and all is
well.

Quark Publishing Platform Server

QuarkXPress QuarkCopyDesk

Platform XT Platform XT

The writer updates the text to match the updated geometry and checks in the article. The
layout updates to show the updated text.

Now, let's assume the copy editor assigned to fact checking is in another location, and
does not have access to the network where Quark Publishing Platform Server is running.
The copy editor can simply launch a Web browser, log in through Quark Publishing
Platform Web Client, check out the story, and do the copyediting. And because Quark
Publishing Platform Web Client is aware of article geometry, the copy editor knows
exactly how much space is available.
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Quark Publishing Platform Server

/
QuarkXPress Web browser

with Platform
Platform XT Web Client

The remote editor copyedits the article using Quark Publishing Platform Web Client.

As mentioned above, this layout-driven workflow is only one option. An organization
might instead choose to use a content-driven workflow, where the designer and writer
do their work first, and the layout artist then designs the layout to fit the content. In
such a workflow, the designer creates a picture and checks it in with Quark Publishing
Platform Client, and the writer creates an article from scratch in QuarkCopyDesk and
then checks it in with the Quark Publishing Platform XTensions software.

When this is done, the layout artist creates a layout and attaches the picture to the
layout by dragging the file icons from the Workspace Browser window to a picture
box, thus creating a relationship between the layout and the picture. The layout artist
can use the same method to attach the text of the article to a text box.

In addition, QuarkXPress users can attach the same article in separate QuarkXPress
projects. The first attachment is called the "primary attachment," or and all other
attachments are "secondary attachments." If the article content changes, all instances
are updated.

While working on an assignment, a Quark Publishing Platform user can update the
entire workgroup with the status of that assignment by using the Save Revision
command. This command updates Quark Publishing Platform Server with the most
current version of the assignment. For example, if a QuarkCopyDesk user finishes four
of five sections in a brochure assignment and then chooses Save Revision, the editor
can open a read-only copy of the text and preview it before the assignment is complete.

Routing and tracking

Many Quark Publishing Platform workflows include a sequence of hand-offs from one
team member to another. In Quark Publishing Platform, this is called routing. For
example, when a QuarkCopyDesk user completes an assignment, he or she might
route the asset to an editor who reads first drafts. Using Quark Publishing Platform
Web Client or QuarkCopyDesk, this first-draft editor might finish the job and route
the asset to a copy editor, who in turn might route it to a managing editor. As the
asset moves from workgroup member to workgroup member, other team members
can track the asset's movement using the Quark Publishing Platform search interface.
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The Quark Publishing Platform Copytasting feature lets users view the first 255
characters in a QuarkCopyDesk article in the Workspace Browser window. Users can
also view a list of all revisions of an asset, open a read-only copy of any revision, open
a read-only copy of any current asset, and Get (retrieve) a fully editable copy of any
asset tracked by Quark Publishing Platform.

Automating output and export

Organizations often report that the final step in the publishing process — output —
requires too much time and money to accommodate last-minute changes. Quark
Publishing Platform users can streamline much of the output process by using the
Quark Job Jackets controls within QuarkXPress and Quark Publishing Platform Server
to eliminate problems before the output stage.

For final output, Quark Publishing Platform provides three ways to automate tasks.

Within QuarkXPress and QuarkCopyDesk, users can create output styles that specify
every aspect of output. With an output style, a single action can trigger output for one
or more assets.

Working with Automation Services or the Quark Publishing Platform Script Manager
application for Quark Publishing Platform Server, administrators can write automation
profiles or scripts that automate output based on conditions within the Quark
Publishing Platform workflow. For example, when a user changes the status of a
QuarkXPress project to "Ready for Output," an automation profile or script can output
or export the project in any of the supported formats (PostScript®, PDF,
PDF/X-1a,PDF/X-3, SWF, PPML, XML, or native QuarkXPress or QuarkCopyDesk
format). Automation Services can also transform content from one format to another
and upload content to a Web server.

If an organization requires more automation, the open architecture of Quark Publishing
Platform allows third-party developers to fine-tune the output process with XTensions
software.

Archiving and restoring

When a project is complete, all the assets can be gathered for archiving within the file
system. If the designer needs to revise the brochure or create a similar project in the
future, he or she can use the Quark Publishing Platform Restore function to access the
content. For more information, see "Archiving assets" and "Restoring assets."

Logging on

You must log on to a Quark Publishing Platform Server to access assets on that server.

The Log On dialog box displays when you launch the Quark Publishing Platform
Client application, QuarkCopyDesk, or QuarkXPress. Quark Publishing Platform Web
Client users log on through the Quark Publishing Platform Welcome screen that
displays in the Internet browser window when the user enters the correct URL. If you
do not log on at launch, note that Log On displays in the Quark Publishing Platform
Client menu for Quark Publishing Platform Client, the Platform menu for QuarkXPress
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and QuarkCopyDesk, and the Welcome screen of Quark Publishing Platform Web
Client.

' PUBLISHING
PP bLaTFORM

User Name: |Admin

Password: ssses [e=A]

Server Name: |localhost [+]: 61400

Protocol: (=) HTTP () HTTPS

| Remember Me

Do Not Show This Dialog Box Again

| Cancel |

Use the Log On dialog box to access your Quark Publishing Platform Server and, if
necessary, change your password.

e The values in the User Name and Password field are defined for each user by the
Quark Publishing Platform administrator. For Quark Publishing Platform sites that use
Lightweight Directory Application Protocol (LDAP) to manage user lists, Quark
Publishing Platform users log on with their network user names and passwords. Log-on
passwords may or may not be case-sensitive, depending on the Quark Publishing
Platform administrator's specifications.

e The Server Name drop-down menu displays Enter the Server Name by default. But
after you have logged on to one or more Quark Publishing Platform Servers, the Server
Name drop-down menu displays the machine names and IP addresses of separate
Quark Publishing Platform Servers (if your site runs more than one Quark Publishing
Platform Server). Choose an option from the drop-down menu or enter the Quark
Publishing Platform Server's IP address and port number in the fields that display.

The Protocol controls let you choose whether to use HTTP or HTTPS for communication
with Quark Publishing Platform Server. If you're not sure which to use, ask your Quark
Publishing Platform administrator.

To automatically enter your user name and password the next time you log on, check
Remember Me.

e To bypass the Log On dialog box the next time you log on, check Do Not Show This
Dialog Box Again and Remember Me. If you want the Log On dialog box to display
again the next time you choose the command, choose Quark Publishing Platform
Client > Preferences, click the Startup Mode icon, and uncheck Do Not Display Log
On Dialog Box.

To change your password, click the Change Password button. Enter your old password,
your new password, and confirmation of your new password.

=¥ When using the Quark Publishing Platform adapter for Microsoft Office (Word, Excel
and PowerPoint) there is no login dialog, you set your connection settings in the
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Connection Settings tab of the Preferences dialog (File > Preferences). The connection
settings for the Quark XML Author Adapter for BUSDOC/DITA are set in the same way.

Creating assets (QCD and QXP)

In addition to creating QuarkCopyDesk articles and QuarkXPress projects according
to application defaults (File > New), QuarkCopyDesk and QuarkXPress users who are
logged on can create assets with default settings defined in Quark Publishing Platform
Server. For QuarkCopyDesk, the command is File > New > Article From Server Ticket.
For QuarkXPress, the command is File > New > Project from Server Ticket.

When you choose either of these commands, a New Article/Project from Server
Ticket dialog box displays. Choose the collection where you want to store the asset
from the Collection drop-down menu, then choose the Job Ticket that should define
the characteristics of the new article or project. If there is more than one Job Jackets
file associated with the collection, you can select the Job Jackets file and Job Ticket
template you want to use. (The default Job Jackets file for the collection displays in
bold.) When you're finished, click Continue. Quark Publishing Platform creates an
article or project using the Job Ticket template you select.

When creating a new article from Job Ticket, QuarkCopyDesk uses the dimensions
and margins defined in that Job Jackets file's default Print Layout resource. (Resources
that are not required for article creation are ignored.) If there is no such resource,
QuarkCopyDesk displays a dialog box where you can specify page dimensions and
margins. In any case, only one master page is used.

You can also create projects and articles from templates in Quark Publishing Platform.
For more information, see "Working with templates."

= In QuarkXPress and QuarkCopyDesk, you can also create Quark Publishing Platform
assets by attaching or importing text or picture content and updating the Quark
Publishing Platform Server.

= [f you want to create a file based on a checked-out article or project, choose File > Save
As to create an asset outside of Quark Publishing Platform. If you want to check in the
asset, you must have the privilege to check in new files.

Working with collections

A collection is a group of related assets. Each collection can have one or more associated
workflows (optionally with automatic routing rules), a set of Job Jackets, a number of
associated users and groups, and revision settings for each asset type. A Quark
Publishing Platform server contains a hierarchy of collections.

Working with collection templates
Collection templates make it easier to create and maintain collections. For example,
assume you have several publications, and each publication needs its own identically
configured "Images" subcollection. Rather than creating each "Images" collection
manually from scratch, you can create an "Images Template" collection template, then
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create each "Images" collection from that template. If you later need to add a user or
make a change to the auto routing rules used by the "Images" subcollections, you can
simply make the change to the "Images Template" collection template, and the change
is automatically applied to all collections that use that collection template.

To create a collection template, Option+click/right-click a collection and choose New
Collection Template, then configure the template the way you want it (for more
information, see "Creating a collection").

= Collection template icons are different from collection icons.

To create a collection from a collection template, Option+click/right-click a collection
and choose New Collection From Template, then choose a collection template in
the New Collection From Template dialog box and click Continue. Quark Publishing
Platform creates a collection from the template you indicate, as a child of the collection
you clicked. Note that you cannot change any of the settings of the new collection
(except for the name), because the collection pulls all of its settings from the collection
template.

To determine which collection template a collection is based on, look at its Collection
Template attribute. To see which collections are based on a collection template, click
that collection template in the collection tree. The collections based on that collection
template display in the Collections pane.

To break the link between a collection and its collection template,
Option+click/right-click a collection and choose Edit Collection, then uncheck Link
to Collection Template and click OK. The collection retains all of the template's
settings, but loses its link to the collection template. Any changes you make to the
collection template after this will not be applied to the collection.

= There is no way to relink a collection with a collection template.

=¥ ]t's generally a good idea to create a collection named "Collection Templates" at the
root level of your collections hierarchy, and store all of your collection templates in
that collection.

=% You cannot check assets into a collection template.

Creating a collection

To create a new collection, Control-click/right-click the new collection's parent and
choose New Collection from the context menu. The New Collection dialog box
displays. Enter a name for the collection in the Collection Name field, then choose
a collection type from the Collection Type drop-down menu. The attribute form for
the selected collection type displays. (For more information, see "Working with collection
types.") The new collection will be inserted as a child of the collection you click.
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00 New Collection
Settings General
[d) Workflows Collection Name: ||
&, User Profiles Collection Type: | General ﬂ
EJ Groups

7 Auto Routing
| Job Jackets

[+ Revision Contrels

( Cancel ) @

Use the New Collection dialog box to set up a collection.

= By default, a new collection inherits all of the characteristics of its parent collection
except for its name and attributes. However, you can change these characteristics if

you want.

To edit an existing collection, Control-click/right-click a collection and choose Edit

Collection.

Adding workflows to a collection
Each collection can have one or more workflows. You can use the same workflow for
all assets in a collection, or use different workflows for different asset types. Users can
switch an asset to a different workflow at any time.

= Only users with the appropriate privileges can add workflows to a collection or change
an asset to a different workflow. For more information, see "Privileges."

To add workflows to a collection:

1 Control+click/right-click the collection and choose Edit Collection. The Edit
Collection dialog box displays.

2 Click Workflows in the list on the left. The Workflows pane displays.
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New Collection

Settings Workflows

General

Use this pane to manage Workflows for this Collection.

£, User Profiles
Name

£, Groups @ Metro International
)} Auto Routing
b | Job Jackets

[# Revision Contrels

() (50

Workflows pane

800

Add workflows to assign to this collection.

Available Workflows |
I CrcagoMagazne Cover 13
@ ChicagoMagazine_!Destinations

@ ChicagoMagazine_!Features

@ ChicagoMagazine_ITOC

@ ChicagoMagazine_Arena

@ ChicagoMagazine_Cheers

@ ChicagoMagazine_ChicagoGuide
@ ChicagoMagazine_Classifieds
@ ChicagoMagazine_Contributors
@ ChicagoMagazine_DealEstate
@ ChicagoMagazine_Fashion

m ChicagoMagazine_Feedback v

[

Workflow Mapping dialog box

m ChicagoMagazine_Books El

3 To add a workflow, click +. The Workflow Mapping dialog box displays.

| selected Workflows
m Chicago Magazine

(Gnee) @00

V]

4 To add a workflow to the collection, select it in the list on the left and then click the
right arrow button. To remove a workflow from the collection, select it in the list on
the right and then click the left arrow button.

5 Click OK.

Adding users to a collection

Each collection can have its own list of users. To add users to a collection:

1 Control+click/right-click the collection and choose Edit Collection. The Edit

Collection dialog box displays.

A GUIDE TO QUARK PUBLISHING PLATFORM 10.5 | 85



CLIENT TASKS

2 Click User Profiles in the list on the left. The User Profiles pane displays.

OO0 New Collection
| Settings User Profiles
General X . . .
Use this pane to manage Users for this Collection and configure their Roles.
[&] Workflows
m | |User Name Last Name First Name Role E-
£, Groups & Admin Administrator Administrator
)} Auto Routing & Advertisi...irector N Advertising Directors
cﬂ- adyer Dyer Andrew Administrator
EWlehiiaukets 4, akmahajan Mahajan Akshay Administrator 4 al
[ Revision Controls 2, arsingh Singh Arminder Administrator
& Art Director N Art Director Directors
£ ArtistN Artist Artists
& Copy Editor N Copy Editor Editors
& Designer N Designer Designers
£, Editor N Editor Editors
‘-"‘- eowens Owens Edward Lewis Administrator  + €€
& Graphic Artist N Graphic Artist Artists
£, Managing Editor N Managing Editor | Managing Edi..
‘ﬂ. mailke Gilke Matthias Administrator
Cﬂ- MGuenther Cuenther Marthias Administrator
4, mmoranz Moranz Markus Administrator
‘.'!- pg Bartlett PG Administrator
£, Photo Editor N Phota Editor Pheto Editors
& Prepress N Prepress Vendors - 3
£ peadurti_anacer N Broductinn P 7SI B A
[ — - | sty
=
o)

User Profiles pane

3 To add a user, click +. The User Mapping dialog box displays.

800 User Mapping |

Add users who can access this collection.

Available Users | | Selected Users |
& Advertising Director N & Admin

& Art Director C & adyer

& Art Director N & akmahajan

&Artistc &arsingh

D, Artist N El P, eowens
&Cop\f Editor C & magilke

& Copy Editor N - & MGuenther

& Designer C & mrmoranz

& Designer N & rheckmann

& Editor C & sdayras

& Editor N & Advertising Director M

& Graphic Artist C 1 & Art Director (Associate) M 13
£, Graphic Artist N v [, Art Director M v

Ccancel) 06

¥

User Mapping dialog box

4 To add a user to the collection, select it in the list on the left and then click the right
arrow button. To remove a user from the collection, select it in the list on the right
and then click the left arrow button.

5 Click OK to return to the Edit Collection dialog box.

6 To change a user's role within this collection, choose a different user role for that user
from the drop-down menu in the Role column.

7 Click OK.
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Each collection can have its own list of groups. To add groups to a collection:

1 Control+click/right-click the collection and choose Edit Collection. The Edit
Collection dialog box displays.

2 Click Groups in the list on the left. The Groups pane displays.

New Collection

| Settings Groups

General
Use this pane to manage the Groups for this Collection. These Groups will be
] Workflows available when Users check files into this Collection.

£ User Profiles i~
ame
B o cown
)'.Au(o Routing t'\:,Praduclion Group N
o £, Vendor Group N
%44 Job Jackets £, Web Group N
E“: Revisien Contrels

( Cancel ) OK

Groups pane

3 To add a group, click +. The Manage Groups dialog box displays.

8060 Manage Groups

Select from the list of available Groups.

| Available Groups Selected Groups

(:‘;, Editorial Group M E‘Q,Mminislrall've Group C
(:‘;, Editorial Group N C'!},Crealiv: Group C

£, Graphics Group M £, Legal Review Group C

18, Page Design Group M £, Localization Group C

£, Production Group M £, Marketing Group C

£, Production Group N £, Marketing Review Croup C
48, Proof Readers Group M @« MPMGowc

£, Vendar Group M
£, Vendor Group N
£, Web Group M
£, Web Group N

[ Cancel ) @

Manage Groups dialog box

4 To add a group to the collection, select it in the list on the left and then click the right
arrow button. To remove a group from the collection, select it in the list on the right
and then click the left arrow button.

5 Click OK.

A GUIDE TO QUARK PUBLISHING PLATFORM 10.5 | 87



CLIENT TASKS

Setting up auto routing

Routing rules let you automatically route assets to a particular user or group when
those assets reach a certain status.

=% You must create workflows, users and/or groups, and statuses before you can specify

workflow routing.

To set up automatic routing:

1 Control+click/right-click the collection and choose Edit Collection. The Edit
Collection dialog box displays.

2 Click Auto Routing in the list on the left. The Auto Routing pane displays.

New Collection

Settings Auto Routing
General )
Select a Workflow and define a routing rule for each of the Workflow's Statuses.
] Workflows
i Rl Workflow | Metro International | &
:_f_ Croups
| Name Destination
Unassigned No Auto Routing
7 Job Jackets Hold No Auto Routing
B Assigned: Layout Template No Auto Routing
isRevslnContol: Assigned: Photo|Graphic No Auto Routing
Assigned: Text No Auto Routing
Content: Creation (WIP) No Auto Routing
Content: Edit No Auto Routing
Content: Review|Proofing No Auto Routing
Content: Reteuching No Auto Routing
Content: Final No Auto Routing
@ Page: Layout No Auto Routing
@ Page: Proofing No Auto Routing
@ Page: Error No Auto Routing
@ Ready for Print No Auto Routing
@ Publish to Web No Auto Routing
Page Printed No Auto Routing
Archive No Auto Routing
@ Delete No Auto Routing

( Cancel ) @

Auto Routing pane

3 You can use this pane to set up auto routing for any of the workflows associated with
this collection. Choose the workflow you want to configure from the Workflow
drop-down menu. The sequence of statuses for that workflow displays.

4 Select a status name and click the Destination column to choose the user or group to
whom assets with this status should be routed.

¢ To specify that these assets should retain their current Route to value from the previous
status, choose No Auto Routing.

¢ To specify that these assets should not be routed to a specific user or group, choose
No Group or User.

¢ To specify that these assets should be routed to a specific group, choose the group
name.

¢ To specify that these assets should be routed to a specific user, choose the user name.
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5 Click OK.

Setting up Job Jackets
A Job Ticket is a package of QuarkXPress resources (preferences, style sheets, colors,
and so forth). A Job Jackets file is a container for Job Tickets. In QuarkXPress, you can
pre-configure a new project by creating that project from a Job Ticket that contains
the desired resources.

In Quark Publishing Platform, you can use a Job Jackets file to define a Job Ticket with
a collection of default resources for each collection. You can also open and edi ta
Platform Job Jacket from the Job Jacket Manager dialog.

=% Job Jackets files must be created in QuarkXPress. For more information, see A Guide to
QuarkXPress.

=% When you are configuring resources (for example, style sheets, colors, and H&Js) at
the collections level, make sure you do not have more than 80 resources per Job Ticket.
A larger number of resources can hinder performance in QuarkCopyDesk, QuarkXPress,
and Quark Publishing Platform Web Client. If you require more than 80 resources per
Job Ticket, you can improve performance by adding unique resources through separate
Job Tickets for each collection.

To assign Job Jackets:

1 Control+click/right-click the collection and choose Edit Collection. The Edit
Collection dialog box displays.

2 Click Job Jackets in the list on the left. The Job Jackets pane displays.

New Collection

Settings Job Jackets

General
Use this pane to import Job Jackets and apply their associated Job Tickets to this
] Workflows Collection.

& User Profiles

%, Groups Name Date Modified
“-‘ ) " 141 CM-Book Sectian Job Jacket Thursday, Octeber 1, 2009 M
73 Auto Routing 4 CM-Chicage Gu...ection Job Jacket Wednesday, September 30, 2009 |
4 CM-Deal Estate Section Job Jacket Wednesday, September 30, 2009 |
Revision Controls ") 4 CM-Destination Section Job Jacket Wednesday, September 30, 2009 |
Rt )44 CM-Fashion Section Job Jacket Wednesday, September 30, 2009 |
f e | CM-Features Section Job Jacket Wednesday, September 30, 2009 :
7 {4 CM-Politics Section Job Jacket Wednesday, September 30, 2008 |
") CM-Restaurant Section Job Jacket Wednesday, September 30, 2009 |
L] CM-Table Section Job Jacket Wednesday, September 30, 2009 ]
4 CM-TOC Section Job Jacket Wednesday, September 30, 2008 |
(@) (] Default Job Jacket Sunday, June 1, 2008 |
~ (@ [F] Default Job Ticket :
j Enterprise Brochure 2008 Job Jacket Sunday, October 4, 2009 |
§ Enterprise Brochure 2008 Job Jacket Sunday, October 4, 2008 |
i (A Enterprise InfaSheet Job Jacket Friday, October 9, 2009 |
j Enterprise Whitepaper Job Jacket  Sunday, October 4, 2009 w/
4 Metro-usnyc Ad Job Jacket Thursday, October 1, 2009
A Metro-usnyc Front Page Job Jacket Friday, October 9, 2009 A
8 e | Metro-usnyc News Job Jacket Thursday, Octeber 1, 2009 v
mcia
( Cancel ) @

Job Jackets pane
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To import a Job Jackets file, click +, navigate to the target Job Jackets file, and then
click Open.

To specify which Job Jackets file to use with the collection, select the Job Jackets file.

To specify which Job Ticket to use with the collection, expand its Job Jackets file and
then select the Job Ticket.

Controlling asset revision handling

1

To specify asset revision parameters for a collection:

In the Workflow navigation pane, Control-click/right-click the collection and choose
Edit Collection. The Edit Collection dialog box displays.

2 Click Revision Controls. The Revision Controls pane displays.

New Collection

Revision Controls

|| General
Configure revision control settings for this collection.
Workflows
£, User Profiles Asset Type: Asset E
£, Groups Create a Version: (=) Major () Major and Minor
¥ Auto Routing Optionally limit the number of versions:
4 Job Jackets \;J Keep All
[ Revision Controls QLYY
Keep first
revisions and
keep last
revisions.
( | By Days
Keep first

revisions and
keep last revisions

days.

Note: In addition to the revisions specified above, the system keeps the
current revision (master file).

| Cancel | [0k ]

Revision Controls pane.

3 You can specify different parameters for different file types. For example, you might

choose to retain all versions of text files because they have relatively small file sizes,
but you might save only the original picture and the most recent revision for larger
picture files. Choose an option from the Asset Type drop-down menu.

4 To control the default versioning for asset check-in, click Major or Major and Minor

under Create a Version.

5 Configure revision settings for the chosen asset type:

e To retain every revision of the chosen asset type, click Keep All.

¢ To limit automatic revision retention to a specific number of early and recent versions,

click By Number and then enter values in the Keep first and keep last fields.

e To limit automatic revision retention to a specific number of days, click By Days and

then enter values in the Keep first and keep last fields.
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Editing collections
To edit a collection, Control-click/right-click the collection in the Workspace
navigation pane and choose Edit Collection from the context menu. The Edit
Collection dialog box displays. This dialog box is very similar to the New Collection
dialog box (see "Creating a collection").

All of the panes in the Edit Collections dialog box include the Apply settings to child
Collections drop-down menu.

Apply settings to child Collections:

Merge
' | Override
(" Cana Bl

Apply settings to child Collections drop-down menu

You can use the options in this drop-down menu to control how the changes you
make in each pane affect the active collection's child collections.

* None: No changes are made to child collections.

e Merge: This option adds the parent collection's settings to all of its child collections.
Only settings that are not already present in child collections are added to the child
collections. For example, if a child collection has a workflow named "W1," and you
assign a workflow named "W2" to the parent collection, then after the operation the
child collection has both the "W1" and "W2" workflows. If a user has different roles
assigned in the child collection and the parent collection, the role assignment for the
child collection is not changed.

e Override: This option overrides all settings for child collections with the new settings
for the parent collection. For example, if a child collection has a workflow named
"W1," and you assign a workflow named "W2" to the parent collection, then after the
operation the child collection has only the "W2" workflow.

= |f someone make changes to a collection, an asterisk displays in the label for the
Collections area in the Workspace navigation pane, and the collection's name displays
in italics for everyone except the user who made the change. To update the collection,
Control-click/right-click the collection in the Workspace navigation pane and choose
Refresh Collection from the context menu.

= [f you want to change a collection that is based on a collection template, you must
change the collection template or unlink the collection from the collection template.
For more information, see "Working with collection templates."

Duplicating a collection
When you duplicate a collection, Quark Publishing Platform creates a duplicate of
that collection, but not of the assets the collection contains. You can specify whether
you want to simply duplicate the collection or also duplicate the hierarchy inside the
collection.
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To duplicate a collection, Control-click/right-click the collection in the Workspace
navigation pane and choose Duplicate Collection from the context menu.

Deleting a collection

To delete a collection, Control-click/right-click the collection in the Workspace
navigation pane and choose Delete Collection from the context menu.

=% You cannot delete a collection if it or any of its subfolders contains assets.

Appending content (QCD and QXP)
&Y
In QuarkXPress and QuarkCopyDesk, you can use the Append Content button F¥E

in the Workspace Browser window toolbar to add text from an article component to
an article component or a QuarkXPress text box. To use the Append Content button:

1 Select a text box in QuarkXPress or text component in QuarkCopyDesk.
2 Select a text component or article in the Workspace Browser window.

3 Click the Append Content button in the Workspace Browser toolbar. The text flows
into the text box or text component.

= (Mac OS only) If the Append Content button is not visible, add it to the toolbar. For
more information, see "Customizing the Workspace toolbar."

= If you are working in QuarkXPress and select an article that contains multiple
components in step 5, the Select Text Component dialog box displays, which allows
you to select a text component. If you are working in QuarkCopyDesk, text in all the
components is appended. Picture components are not appended.

= The appended text is no longer linked to the article component from which it was
appended. If you change the text in the original article component, the change is not
updated in the text box or text component.

= [f you selected text before clicking Append Content, the appended content replaces
the selected text.

Checking in assets

Although the fields in the Check In dialog box may vary, the check-in process is
fundamentally the same for all Quark Publishing Platform client applications. The
steps vary slightly if you are checking in an asset you have checked out or if you are
checking in an asset for the first time. You can also use the Check In Other command
to check in new QuarkCopyDesk articles, QuarkXPress layouts, and files in third-party
formats.
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Check In command
The Check In command is available as a menu command and an icon.
1 Open the asset you want to check in to Quark Publishing Platform Server.

2 Choose Actions > Check In or select the checked-out asset in the Quark Publishing
Platform Client toolbar and click the Check In button. The Check In dialog box

displays.
Check In
Name File Name: .gdl.ch
¥4l 943.qcd
(A Body 1 Content Type: QuarkCopyDesk Article
Vi Bodv2 Collection: | Home/GM =
|A| 4324432 Workflow: | All
|a] wewa - o -
Status: | Design : Route to: | srinivas +|
¥ || RGE Pict _— —_
& Direct Att.tif Revision: (=) Major () Minor Check In as: 3.0

Revision Comments (11/2/12 9:47 AM)

P Form View

| Cancel | [ ok |

Use the Check In dialog box to add an asset to Quark Publishing Platform Server (or return
a checked-out asset to Quark Publishing Platform Server control).

The Name list on the left shows all of the components that will be checked in along
with this asset. For example, if you're checking in an article with a picture component
and two text components, the Name list displays an item for the article, plus two child
items for the text components, plus a child item for the picture component. In addition,
the picture component has a child item for the picture in the picture component.

You can supply different attribute values for each item. If you do not specify values
for the child items, the child items inherit the values specified for the parent item.

3 Choose a target collection from the Collection drop-down menu.

= You can use the search field to find a collection quickly. Mouse over each search result
to see its collection path.

4 Choose a workflow from the Workflow drop-down menu.

5 To indicate the asset's current status, choose an option from the Status drop-down

menu.

6 To send the asset to a particular user or group, choose an option from the Route to
drop-down menu. (Note that if your workflow relies on automatic status-based routing,
the Route to drop-down menu value might change automatically when you choose
an option from the Status drop-down menu.)

= If you do not choose any name from the Route to drop-down menu when you check
in an asset for the first time, the asset is routed to the active user.

7 To specify whether the asset is saved with a major or minor version number, click
Major or Minor under Revision.

A GUIDE TO QUARK PUBLISHING PLATFORM 10.5 | 93



CLIENT TASKS

= Access to the Minor option is controlled by privileges.

8 Use the Revision Comment field to enter a revision comment for the version of the
asset you are checking in. The revision comment will be stored with the asset.
Depending on the preference setting of the user who checks out the asset, the revision
comment displays during the check-out process. The revision comment also displays
when you view revisions of the asset.

9 Modify any other available attribute fields as appropriate. Note that access to these
attribute fields is determined by your privileges.

10 Click OK. Depending on your preferences, when the check-in process completes, Quark
Publishing Platform Server may delete the local copy of the asset.

Check In Other command

The Check In Other command lets you check in new QuarkCopyDesk articles,
QuarkXPress layouts, and files in third-party formats.

(MAC OS client) To use the Check In Other command, click the Check In Other
button. (Quark Publishing Platform Client users can also choose Actions > Check In
Other). Then navigate to the target asset and follow the procedure in the "Check In
command" section. Click Check In Folder to check in a folder and all of its subfolders.

(Windows client ) To use the Check In Other command, click the Check In Other and
the drop-down menu displays the options: Check In File and Check In Folder. Click
Check In File to display the Check In Other File dialog box.Then navigate to the
target asset and follow the procedure in the "Check In command" section. Click Check
In Folder to check in a folder and all of its subfolders.

=% The Last Modified and Last Modifier attributes indicate the name of the user who
checks in a file, as well as the time and date the file is checked in.

Check in multiple assets

You can check in multiple assets in one check-in process with Quark Publishing
Platform Client, QuarkXPress, and QuarkCopyDesk. The process is different if you are
checking in assets you have checked out or if you are using the Check In Other
command to check in new assets.

1 To check in new assets using Quark Publishing Platform Client, (MAC OS client) Click
Check In Other or choose Actions > Check In Other. (Windows client ) Use the Check
In Other drop-down menu to display the options: Check In File and Check In Folder.
In QuarkCopyDesk and QuarkXPress, display the Workspace Browser window and
click Check In Other. A directory dialog box displays for you to select one or more
assets.

2 You can select a range of assets or non-consecutive assets in the list. To select a range
of assets, press Shift, select the first asset in the range, select the last asset in the range,
then click Open. To select non-consecutive assets in the list, press Command/Ctrl,
select an asset, select one or more other assets you want to check in, then click Open.

94 | A GUIDE TO QUARK PUBLISHING PLATFORM 10.5



CLIENT TASKS

Check In

Name File Name: | QuarkCopyDesk Article
vr'*"} QuarkCopyDesk Article
1§l 943.acd Content Type: QuarkCopyDesk Article
o
Y
4! 16-acd Collection: |Home/GM q
¥ (5 QuarkxPress Project —
() 0003.axp waorkflow: | All
9g.gxp - —
£ Status Design 5 Route to: | srinivas
&) hB.axp — :
¥ (3 QuarkXPress...ect Template Revision: () Major () Minor Check In as: 1.0
o All.gpt

T Revision Comments (11/2/12 9:52 AM)

s image001l.jpg
& srijpg

¥ Form View

~Cancel | oK

The Check In dialog box lists the assets on the left. Articles, pictures, and other files are
listed in separate groups.

3 Select an asset in the list on the left, and modify the attribute information on the
right.

= The asset selection on the left determines the attribute options on the right. You can
specify attributes once for multiple assets in a group.

4 After you specify attributes for the assets, click OK.

5 To check in multiple assets you have checked out, select the assets in the Workspace
Browser window and click Check In. The Check In dialog box displays sequentially
for each asset. If Quark Publishing Platform Client users select checked-out QuarkXPress
projects or QuarkCopyDesk articles in addition to other checked-out files, the articles
and projects are not included in the sequence of Check In dialog box displays. See
"Check In command" for more information about the Check In dialog box.

In Quark Publishing Platform Client, QuarkXPress, and QuarkCopyDesk, you can also
check assets into a collection by dragging the assets from the file system to the
collection's icon in the Workspace Browser window.

Check In Project With Pictures (QXP only)
If a checked-out project contains imported pictures, you can attach the pictures and
check them in when you check in the project by choosing Platform > Check In Project
With Pictures. This command allows you to specify Quark Publishing Platform
attributes for each imported picture. See "Check in multiple assets" for more information
about the Check In dialog box for multiple assets.

1 In QuarkXPress, open a project that contains at least one imported picture.

2 Choose Platform > Check In Project With Pictures.The Check In dialog box displays
with the project name and picture names in separate groups on the left. If the project
contains only one imported picture, the picture name displays below the layout name.

3 Click the project name at the top of the list. The available attributes apply to the
project.

4 Click one or more pictures in the Pictures group. The available attributes apply to the
pictures.
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5 Follow the instructions in the "Check In command" section to check in the project and

its imported pictures.

Save to Server (Platform adapter for Microsoft Office)

You can save a Microsoft Office (Word, Excel and PowerPoint) document to the Platform
server by using the following command::

e The Save to Server & Close command from either the File menu or the Info tab of

the File menu. This command will update the Quark Publishing Platform Server with
your most current changes and then close the document.

Selecting this command will bring up the Save dialog:

Save i
@ search ]
= [E]

= Searches Documentation Transiation,doex -

[ER. Assigrements Microscdt Word

11
& ai 1725 K8
G cusbam query Last modified by Admin om 4732004 200:26 PM

G machas condition

G Mew Search mat asset
G Search Assets SheZl
G Search Assets Eldbd

6.29 kB
= Collections ‘ [Dacument Title]
+ [ Hame

i Copy.aup .

P n e ey Draiman

[Document Title].xml
Buginers Dacurment

File Mame; Documentation Translationdocs

Major Yersion [2.00 @ Minor Version (1.2

# | ore Optons

Contert Type: | Macrosoft Word ! Warkdloee [TEST -
Snatus: | e z Routed 100 | pigepta 1:.__
Rarvision Comments:
Form Vira:
Anahyst i
Charsctir {oat
Checined it
Checloed Out by | Adrmin

Chegk-gan Application

Choose a target collection from the collection list..
Enter a file name for the document in the File Name field.

To specify whether the asset is saved with a major or minor version number, click
Major Version (1.0) or Minor Version (0.1).

Access to the Minor Version (0.1) option is controlled by privileges.
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4 Choose a content type from the Content Type drop-down menu.
5 Choose a workflow from the Workflow drop-down menu.

6 To indicate the asset's current status, choose an option from the Status drop-down

menu.

7 To send the asset to a particular user or group, choose an option from the Routed to
drop-down menu. (Note that if your workflow relies on automatic status-based routing,
the Routed to drop-down menu value might change automatically when you choose
an option from the Status drop-down menu.)

= If you do not choose any name from the Routed to drop-down menu when you check
in an asset for the first time, the asset is routed to the active user.

8 Use the Revision Comment field to enter a revision comment for the version of the
asset you are checking in. The revision comment will be stored with the asset.
Depending on the preference setting of the user who checks out the asset, the revision
comment displays during the check-out process. The revision comment also displays
when you view revisions of the asset.

9 Modify any other available attribute fields as appropriate. Note that access to these
attribute fields is determined by your privileges.

10 Click Save. Depending on your preferences, when the check-in process completes,
Quark Publishing Platform Adapter may delete the local copy of the asset, based on a
confirmation dialog.

Assigning assets

Assignments make it easy for each user to know which jobs they should be working
on. When you check in an asset, you can assign it to a particular user or group, or to
No One. When you assign an asset, the following things happen:

¢ A dialog box displays for the user to whom the asset is routed, indicating that the asset
is assigned to them.

e The asset is listed in the Assignments area in the Workflow navigation pane for the
user to whom the asset is routed.

= If the asset is routed to a group, the above is true for every user in that group.

Each user can view the assets assigned to them from any Quark Publishing Platform
client in the Assignments area in the Workflow navigation pane.
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% 2\ @ | Quark Publishing Platform Client
Search  Information

Bl 28 ¥|6)O

Assign Publish | Refresh

Only
Assign Check Out it Publish Search
‘Workspace: Assignments

Name 4 Content Type ‘Workflow Routed to

{2l Annual Report_Seurce Pro; QuarkitPress Proje Common Admin
&l Projects.axp QuarkXPress Proje Common Admin
&l Projectd.qxp QuarkxPress Proje  Common Admin
&l Projects.axp QuarkXPress Proje  Common Admin

B A " E ) Report A.gxp QuarkxPress Proje  Common Admin
! Assignments i —
~ Collections

"% Home

orr—

Assignments

Assignments displayed in the Workspace Browser window

Assigning assets: Quark Publishing Platform Client

Quark Publishing Platform Client users can make seven kinds of assignments from
the Actions > Assign submenu.

To make an assignment from Quark Publishing Platform Client:

1 Click Workspace in the Quark Publishing Platform Client window.
2 To assign a text file, choose Text File.
3 To assign a graphic file, choose Graphic.

4 To assign a QuarkCopyDesk article based on Quark Publishing Platform Server default
settings, choose QuarkCopyDesk Article > From Defaults.

5 To assign a QuarkCopyDesk article based on an existing QuarkCopyDesk article, choose
QuarkCopyDesk Article > From Article.

6 To assign a QuarkCopyDesk article based on a QuarkCopyDesk template, choose
QuarkCopyDesk Article Template.

7 To assign a QuarkXPress project based on an existing QuarkXPress project, choose
QuarkXPress Project.

8 To assign a QuarkXPress project based on an existing QuarkXPress template, choose
QuarkXPress Project Template.

=% You can click the Assign button in the Workspace toolbar to access the Assign
submenu.

=% When you create a graphic assignment, Quark Publishing Platform Client checks in a
placeholder image that can be opened in an image-editing application and replaced
with picture content.

=% The Content Creator field is empty when you check in a placeholder.
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Assigning assets: QXP
When you route an asset to another user, you effectively assign it to that user. But
Assign is also a specific command in the Workspace Browser window. To assign an
asset from QuarkXPress:

1 Open or display a QuarkXPress project.
2 Draw a box.
3 Display the Workspace Browser window (Platform menu).

4 Do one of the following things:

e With the box selected, click the Workspace Browser window and choose Assign. (If
you are assigning from picture boxes, you can select more than one.)

e Choose Platform > Assign as Article or Platform > Assign as Picture.

¢ Control+click/right-click the box and choose Platform > Assign as Article or Assign
as Picture from the context menu.

e Click Assign in the Project Attachments palette.

5 If you choose Assign as Picture, the Assign Picture Options dialog box displays with
options to assign a picture asset or a picture component of a QuarkCopyDesk article.
Choose an option and click OK. The Check In dialog box displays.

If you selected a box containing text before choosing Assign, the Check In dialog box
displays. Follow the instructions for "Check In command."

=¥ You can enter asset attribute information in the Check In dialog box.

= You can assign an article as a QuarkCopyDesk article or a QuarkCopyDesk article
template by choosing an option from the Content Type drop-down menu in the
Check In dialog box.

To display the Assign Picture dialog box when you drag a picture from the Workspace
Browser window to a box in a QuarkXPress project, uncheck Attaching a picture
under Do not show Assign dialog box when in the Attachments tab of the Alerts
pane in the Preferences dialog box.

= 1f you duplicate a picture box that contains an attached picture, the picture attachment
displays as two separate attachments in the Project Attachments palette after you
save a revision of the project or check it in.

=P To see which projects and articles are assigned to you, choose Platform > Workspace
Browser.

Performing a search

You can use a variety of methods to search for assets and collections in Quark Publishing
Platform. You can click Assignments in the Workspace navigation pane to display
all assets routed to you. You can click New Search to specify parameters for a new
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search. And you can choose from predefined search operations that you have created
or that other users have shared with you.

To create a search:

In the Quark Publishing Platform Client, click the Workspace navigation pane.

Click New Search in the toolbar. Alternatively, you can Option+click/right-click a
saved search in the Workspace navigation pane and choose New Search from the

context menu.

806 Quark Publishing Platform o
v
v w ( ick Se ch
- g @“ @Q. E Q
Workspace
Favorites New Search 01

Find Items: Assets + linall Collections

7 Assignments

[——
b My Searches (1) L

Where: | Name K contains + | Brochure

¥ Unsaved Searches (1)
£ New Search 01

¥ Collections i
» il Home Count | Not Yet Counted Save Go

& | @ Name 4 Workflow Status Routed to

A new, unsaved search

Use the drop-down menus at the top of the window to specify search criteria.

Choose a file type and collection from the two drop-down menus in the Find Items
search criteria row. To search the subcollections of the selected collection as well as
the selected collection itself, check the box on the right end of the row.

Use the controls in the Where row to narrow the search. To add a row of search options

and further narrow the search, click +.

To specify inclusive or exclusive criteria, choose And or Or. Choosing And narrows
your search. Choosing Or widens your search.

To delete a row, click the — (minus symbol) button for that row.

In the Where dropdown, to specify a search based on Date or Datetime attributes, you
can use TODAY and NOW as values.

You can form different values combinations using the + and —operators. For example,
(TODAY +/- number of days), or NOW +/- number of hours, minutes or seconds (h,
mors).

To retrieve assets matching a date/time within the last 8 hours use: now - 8h

Find: Assets v ofall types v in al Collections
Where: Doc Datetime v|lis v | [now-8h

Court |1 results found. Save. o |

Name

Articlet.qed
QuarkCopyDesk Article

96.00 KB

this i w Article

Last modifid by Admin on 212515 1:42 Pt
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When you finish defining your search criteria, you can click Count to see how many
assets match the criteria.

If the Count value is too high, you can refine your search and save time by displaying
a smaller search.

If you plan to save this search and use it to search for different values, you can use the
Ask feature. To use this feature, choose an attribute from the drop-down menu, then

click the gray Ask icon [2J. The Ask icon displays orange [,

When someone executes the search, the Ask dialog box will display.

Ask

Specify the attributes for which you want the search to provide a value when
performing the search.

1. MNarme contains

Ecancel) @ Y
[ Cancel ) oK

Ask dialog box

To add a saved search to the conditions of a search, click New Search, add a row in
the search criteria, choose Asset matches search or Asset does not match search
from the attribute drop-down menu, and then choose a saved search from the
drop-down menu to the right of the attribute drop-down menu. You can add as many
conditions as you want on subsequent rows.

If you choose Asset matches search or Asset does not match search, searches that
contain an "Ask" parameter are not included in the list.

To execute the search, click Go.

To save a search for future use, click Save and specify a name for the search. The search
name is added to the My Searches area of the Workspace navigation pane and the
Search drop-down menu.

To execute a search again, Control+click/right-click the search in the Workspace
navigation pane and choose Reload Search from the context menu or click Refresh
in the toolbar.

In QuarkXPress and QuarkCopyDesk, if you add the Save as PDF button to the

Workspace Browser toolbar, you can create a PDF of your search results display. See
"Customizing the Workspace toolbar" to learn how to add the Save as PDF button.
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Using the Quick Search feature

You can quickly find Quark Publishing Platform assets with the Quick Search feature,
regardless of the active application. To use the Quick Search feature, click the magnifier
icon at the top of the Workspace navigation pane.

o

¥ Name

Content
Mame and Content

Use the Quick Search control to search for assets according to text contained in the assets.

Choose an option from the drop-down menu.

e Choose Name to search according to asset name exclusively.
* Choose Content to search according to asset content exclusively.

e Choose Name and Content to search according to asset name and content.

Performing a nested search

You can narrow a search by creating a nested hierarchy of search conditions. In the
example below, the search uses a nested search to look for all assets routed to Tracy
or Pat.

1 Click New Search.
2 To add a row of search options, click +.
3 To add a nested condition, choose Asset matches condition from the Where

drop-down menu. The Asset matches condition dialog box displays.

Asset matches condition

Where: | Name 3 contains 3 [Repont 1 [@] +
and 4| Routedto 4 | contains 4 [par =) [©] -
JRoberts
MSakamoto
TGarcia !
Tracy
| Cancel | Join

Asset matches condition dialog box

4 Specify an attribute and choose a condition. You can click + in the Asset matches
condition dialog box to combine multiple conditions.

=% You can also click the Ask icon[#]in the Asset matches condition dialog box to display
a prompt when a user performs a conditional search.

5 After you specify parameters in the Asset matches condition dialog box, click Join.
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D © Quark Publishing Platform

Ry
- ‘1' Eﬁﬁ !& &. Q- Quick Search
» TR
New Search 01 & 2 B SR
> (B 2
‘ Find ltems: | Assets % inall Collections - +
Where: | Asset matches co... +  [(Where: Name contains Report and Routed to contains -l

| Count | Not Yet Counted | save |

© v @ Name 4 Workflow Status Routed to Collection

B ==

Nested search

“# The Nested icon [E] displays when you specify a nested search.

Performing a full-text search

The Quick Search control lets you search for assets according to text contained in the
assets.

1 Click the Quick Search control to display the Quick Search drop-down menu.

Q- |

¥ Name

Content
Name and Content

Use the Quick Search control to search for assets according to text contained in the assets.

2 Choose Content to search according to asset content exclusively. Choose Name and
Content to search according to asset name and content.

3 Enter text in the Quick Search field and press Enter. The Workspace Browser window
displays the results of your Quick Search. The search is also displayed in the Unsaved
Searches area in the Workspace navigation pane.

= By default, only assets with all the text you enter in the Quick Search field are returned.

4 To refine your full-text search, you can use the following in the Quick Search field:

¢ Phrase search: You can specify exact wording for more than one word by enclosing
your phrase in quotation marks, such as "Bike History." A space between words in a
phrase functions like the "AND" operator, and all the words in quotation marks must
be together to display in the search results.

e Proximity search: Use "~<number of words>" after a phrase search to specify the
number of words that can exist between the words in your phrase. For example, if you
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enter "Bike History" ~10, the search will find instances of "Bike" and "History" within
10 words of each other.

Wildcard search (single character): Use "?" to specify a search with a single wildcard
character, such as "r?de" to find "ride" and "rode."

Wildcard search (multiple characters): Use "*" to specify a search with multiple wildcard
characters, such as "ride*" to find "rider" and "riders."

Fuzzy search: Use "~" to specify a search with a range of possibilities for a single word,
such as "gearing~" to find "hearing," "gears," and "gearing."

Boolean operators (AND): You can narrow a search by using the "AND," "&&," and
"+" operators to search for exact word combinations. For example, you can search for
"Bike" and "History" by entering Bike AND History in the Quick Search field. Use "+"
before search terms to search for one mandatory term and another possible term. For
example, use +Bike History to find instances where "Bike" exists and "History" might
or might not exist.

Boolean operators must be entered in ALL CAPS.

Boolean operators (OR): You can expand a search by using the "OR" operator to search
for one or more words. For example, if you enter "Bike" OR "History" in the Quick
Search field, the results can include one or both words.

By default, a space between search terms works like the "AND" operator.

Boolean operators (NOT): You can limit a search by excluding certain words after
"NOT" in the Quick Search field. For example, if you enter "Bike History" NOT "History
of Skiing," the search results will not include the "History of Skiing" text string
combinations.

You can use "!" or "-" instead of "NOT."

You cannot use the "NOT" operator with a single term, such as NOT "Bike History."

Performing a collection search

You can use a collection search to locate a collection that has specific attributes. To
perform a collection search:
Click the Workspace navigation pane.

Click New Search in the toolbar. In Quark Publishing Platform Web Client, click New
Search in your browser window.

In the Find Items drop-down menu, click Collections to make collection options
available.

To search a particular collection, choose the collection's name from the following
drop-down menu. You can also type the collection's name in the Quick Search field.

To search the selected collection's subcollections, check the box at the end of the first
TOW.
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6 Use the drop-down menus at the top of the window to specify search criteria.

e Use the controls in the Where row to narrow the search. To add a row of search options
and further narrow the search, click +.

¢ To specify inclusive or exclusive criteria, choose And or Or. Choosing And narrows
your search. Choosing Or widens your search.

e To delete a row, click the — (minus symbol) button for that row.

When you finish defining your search criteria, you can click Count to see how many
collections match the criteria.

= If the Count value is too high, you can refine your search and save time by displaying
a smaller search.

7 To execute the search, click Go.

=% Not all view options are available for the results of collection searches.

= To save a search for future use, click Save and specify a name for the search. The search
name is added to the My Searches area of the Workspace navigation pane and the
Search drop-down menu.

=p To execute a search again, Control+click/right-click the search in the Workspace
navigation pane and choose Reload Search from the context menu or click Refresh
in the toolbar.

=p In QuarkXPress and QuarkCopyDesk, if you add the Save as PDF button to the
Workspace Browser toolbar, you can create a PDF of your search results display. See
"Customizing the Workspace toolbar" to learn how to add the Save as PDF button.

Search from here
To create a search that starts from a particular collection, Option+click/right-click that
collection and choose Search from Here. Quark Publishing Platform creates an unsaved
search in that collection and includes its subcollections.

= You can limit the search to that particular collection by unchecking Search this
Collection and its Subcollections (on the right end of the first row in the search

interface).

Working with saved searches
To save the active search for future use, click Save and specify a name for the search.
The search name is added to the My Searches area of the Workspace navigation pane
and the Search drop-down menu.

To return to an unsaved search, click the search in the Unsaved Searches area in the
Workspace navigation pane. Unsaved searches are named "New Search XX," where
XX is a number.
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To execute a saved search, click the search in the Saved Search area in the Workspace
navigation pane. To re-execute a saved search, Control+click/right-click the search
and choose Reload Search from the context menu.

Managing searches

Use the Manage Saved Searches dialog box to create, edit, share, duplicate, rename,
and delete searches. To display this dialog box, click Saved Searches in the Workspace
toolbar and choose Manage (Mac OS only) or choose Search > Saved Searches >
Manage.

0

Manage Saved Searches

WA S om B U

MWew  Edit  Share  Duplicate ~ Rename Delete

Saved Searches

Name

3% ALL Articles @

.‘-;‘: ALL Graphics|/lmages
'{ ALL Interactive Content
';'K ALL IPTC Image Data
‘{ ALL Layouts

'{ ALL QCD Article Templates -

v Search Criteria

Find Items of Asset Types {Aricles} in all Collections.

Use the Manage Saved Searches dialog box to create, modify, duplicate, share, and
delete searches.

To create a search, click New. The Edit Search dialog box displays. Enter a name in
the Search Name field, and then specify search criteria according to the instructions
for "Performing a search." Click Save, then click Done to close the Manage Saved
Searches dialog box.

To edit an existing search, select a search in the Manage Saved Searches dialog box
and click Edit. The Edit Search dialog box displays. Update the criteria, then click
Save. Click Done to close the Manage Saved Searches dialog box.

To share a search with other members of your Quark Publishing Platform workgroup,
select the search name and click Share. Then use the controls in the Select the Users
to share the saved searches with dialog box to choose the users with whom you want
to share the search.

To duplicate a search, select the search name and click Duplicate. A new search with
the word "Copy" added to the name displays in the Saved Searches area.

To rename a search, select the search name and click Rename. The search name
becomes editable.

To delete a search, select the search name and click Delete.

Only the user who shares a search can modify it. Other users can delete the shared
search from their lists, but they cannot edit the search.
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Search results

Right-clicking on any search result will display the following context menu:

| & Check Out Cirl+T

Read Only

L

22 [«

of  Edit Attributes... Ctrl+I

o Get
o Duplicate
f1 Delete Selection Ctrl+Delete

i View Revisions..,
21 Selection Information...

b*  Relationship Information...

on Index Again

&  Preview..,

Open Collection

4
5

Clicking on Open Collection will take you to the collection that particular asset
belongs to and will show all assets belonging to that collection in the search results.

Specifying search result display options
Use the View > Displays submenu (Mac OS only), the Display drop-down menu in
the Workspace window, or the buttons at the top of the pane to specify how search
results display. For more information about asset display options, see "View display

options."

= Some of these options are not available for collections searches. For more information,
see "Performing a collection search."

= Quark Publishing Platform assets that match your search criteria but are attached to
QuarkXPress projects that have never been checked in to the Platform are listed under
the Attached to other projects attribute (in the Name attribute column). Attached
assets can display under multiple projects if they are attached to multiple projects.

= [f an item attached to a project matches the search, the project and all the other assets
attached to the project also display.
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= An article or picture can display under more than one page if it is attached to multiple
pages in a project.

= [f you change the view display options for a saved search or collection, the new options
are saved for you for that particular collection or search.

Checking out assets

To check out an asset, use one of the following methods.

Checking out an asset: Quark Publishing Platform Client
To check out an asset in Quark Publishing Platform Client, click the Check Out icon

in the Quark Publishing Platform Client Workspace toolbar or choose the Check Out
command in the Actions menu.

Checking out an asset: QCD
To check out an article in QuarkCopyDesk, display the article in the Workspace
Browser window and click Check out, Open, or Display. Or, you can choose
Platform > Check Out Article. The Check Out dialog box displays with the user's
assignments displayed by default.

LR Check Out
mlcE
Workspace
Favorites Reports_QCD
| BE | 88 Bl
@ v @ Name & |workflow Status Routed to Coll
7 Assignments ® » ‘7 QCDArticle.gcd  wl New Status 001 Admin Hot
¥ My Searches (1)
. Reports_ QCD
¥ Collections
» [l Home
Read Only Cancel Check Out

Select the search and asset options in the Check Out dialog box.

Choose a saved search from the My Searches area. Then select the asset in the list and
click Check Out.

=% You can select an article in the Workspace Browser window, and click Read-Only to
open a read-only copy of the article.

Checking out an article or project: QXP
To check out an article in QuarkXPress, you begin by checking out the project to which
the article is attached. You can select the text box in the active project that contains
the article and choose Check Out > Article (Platform menu) or
Control+click/right-click the box and choose Platform > Check Out Article . You can
also click the Check Out button in the Workspace Browser window.
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To check out a project in QuarkXPress, choose File > Open from Server. Then select
the target project asset in the Check Out dialog box and click Check Out. You can
also click the Check Out, Open, or Display button in the Workspace Browser window.

=% You can select a project and click Read-Only to open a read-only copy of the project.

Checking out a project with attachments: QXP

When you check out a project, you can check out the project's attachments at the
same time with a single operation.

1 Display a Workspace Browser window in QuarkXPress.

2 Click the Check Out with Attachments icon and drag it to the toolbar of the
Workspace Browser window.

3 Select a project in the Workspace Browser window that contains attachments and
click Check Out with Attachments.The project and its attachments are checked out.

Checking out and editing pictures: QXP & QCD
You can check out and edit attached pictures in QuarkXPress by choosing Platform >
Check Out Picture. After a picture is checked out, it is located in the folder you specify
for storing checked-out files (QuarkXPress/Edit > Preferences > Quark Publishing
Platform > General).

If the Edit Original XTensions software is installed, you can also check out and edit
attached pictures. Double-click a box that contains an attached picture to display the
Edit Original dialog box and check out the picture in the background.

You can also Control-click/right-click a picture box that contains an attached picture
and choose Edit Original from the context menu.

=P Whether you use Edit Original or Platform > Check Out Picture, you must check in
the picture or save a revision to update Quark Publishing Platform Server.

= You can also choose Platform > View Picture Revisions to view revisions of the image
or revert to a previous version.

In QuarkXPress, you can also check out pictures that are not attached to a layout.
When you check out such a picture, it opens in the default image-editing application.

Using Advanced search: QCD and QXP

You can create a search by choosing Advanced Search from the drop-down menu
attached to the Quick Search field. You can use this search once, or you can save it
with your other searches.

1 Choose Advanced Search. The advanced search interface displays.
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0,06 Check Out
[B] (Q- Quick search
Workspace
e New Search 01
.. Home e S m——
| B= 2
Find Items: | Assets 4 [in all Collections -l
[+ Assignments et
¥ My Searches (1) Where: Name = contains * | Report
[, Reports - QCD
¥ Unsaved Searches (1)
s, New Search 01
¥ Collections | Count | Not Yer Counted | Save | E
» ., Home
& v | @ Name 4 Workflow Status Routed to
Read Only | Cancel | | Check Out

Use the advanced search mode to specify search criteria.

2 To save the search, enter a name in the Search Name field, specify search criteria, and
click Save to execute and save the search. If you do not want to save the search, click
Go after you specify criteria.

3 Select a file and click Check Out.

Cancelling a Checkout

To cancel a checkout of an asset, select the asset in the Workspace window and click
Cancel Checkout. The asset is removed from your computer and any changes made
since checkout are discarded. However, if you made any changes, an alert notifies you
that your changes may be lost. If you saved a revision of the asset on Quark Publishing
Platform Server, the revision becomes the current version.

You can also cancel the checkout of assets that you have currently checked out in
other applications.

Quark Publishing Platform Adapter for Microsoft Office

Open from Server

You can open a Microsoft Office (Word, Excel, PowerPoint) document from the Platform
server by using the following command:

e The Open from Server command from the File menu.

Selecting this command will bring up the Open from Server dialog:
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Open from Server

l cmwgﬁrmwme | |

1= Searches

Business Process.docx
E2 Assignments - Microsoft Word
B Collections 30
1673 KB
Process Name: Input the name of the process you are investigating
Information Collected from: Department Name
V.| Process Purpose: Brief description of: -
What the process is intended to achieve
Why we need to store the information

il Home

Document2 Copy.docx
Microsoft Word
10
1774 KB
AGENDA
Call to Order
V) RoliCall
Approval of Previous Meeting Minutes
Chairperson's Report

Document2.docx
Microsoft Word

30

17.74 KB

AGENDA

Call to Order

ead On Cancel

1 From the list of collection on the left side of the screen, navigate to the collection
containing the document you wish to open.

= You can use the search field to find a document or collection quickly. You can also
use the search to access Assignments, and saved searches that the logged in user has
access to.

2 Select the document you wish to open from the list on the right side of the screen.

3 Click Open to open an editable copy of the document or Open as Read-Only to open
a read-only copy of the document.

= You can open a read only earlier version of the document by clicking on the View
Revisions icon at the top right of the dialog.

Discard Changes

To discard any changes you have made to a document, close the document and makes
the document available for others to check out, use the following command:

e The Discard Changes command from the Info tab of the File menu. This command
will discard the checkout, close the document and makes the document available for
others to check out. This option is only available for a checked out document.

An alert displays, allowing you to save or discard any changes made since your checkout
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Platform Adapter for Microsoft Office l-_‘.,l

! . Do you want to revert the changes?

Yes Mo

Editing a read-only copy

If you have a read-only copy of a Microsoft Office (Word, Excel, PowerPoint) document
open and you now want to make changes to that document you can do that by using
the following command:

The Edit command from the Info tab of the File menu.

Selecting this command will close the document and then re-open an editable checked
out version of the document. This option is only available if you have a read-only
copy of a document open. dialog:

Working with templates

In order to maintain consistency in your workgroup, you can create articles from article
templates and create projects from project templates.

To create an article template, design an article in QuarkCopyDesk, choose File > Save
As, and choose Article Template from the Type drop-down menu before you click
Save. QuarkCopyDesk article templates have a suffix of .qct.

To create a project template, design a layout in a QuarkXPress project, choose File >
Save As, and choose Project Template from the Type drop-down menu before you
click Save. QuarkXPress project templates have a suffix of .qpt.

You can check article templates and project templates into Quark Publishing Platform
like you would articles and projects.

To create a new project from a template in QuarkXPress, choose File > New > Project
from Server Template. In the dialog box that displays, you can choose any project
template available to you in Quark Publishing Platform.

To create a new article from a template in QuarkCopyDesk, choose File > New > Article
from Server Template. In the dialog box that displays, you can choose any article
template available to you in Quark Publishing Platform.

=% You can use Quark Publishing Platform article templates to create and replace geometry

in QuarkXPress layouts. For more information, see "Attaching articles by dragging."
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Attaching content to layouts

In some workflows, content is created in QuarkCopyDesk or another application, and
then added to a layout by a layout artist. In other workflows, the layout is created first,
and then boxes in the layout are assigned to content contributors as articles. Both
adding content from Quark Publishing Platform to a layout and assigning articles from
a layout are examples of attaching content to a layout.

When you attach an asset to a layout, the Assign dialog box may display, depending
on whether the asset is attached as a primary or secondary attachment to the layout
(see "Primary and secondary attachments"). You can use this dialog box to make any
necessary changes to the asset's metadata. For example, you might change the status
to indicate that it is now in layout, or add to the revision comment.

To see which assets are attached to the active layout in QuarkXPress, click Attachments
in the Workspace navigation pane of the Workspace Browser palette.

= [f you attach an asset to a layout in a project that has not yet been checked in to Quark
Publishing Platform, that asset is referred to as a local asset. Once you have checked
the project in, the asset is referred to as a global asset.

Primary and secondary attachments

There are two kinds of attachments: primary attachments and secondary attachments.
An article can be a secondary attachment to layouts in multiple projects, but can be
a primary attachment for only one layout. The layout that has an article as a primary
attachment determines the article's geometry. You cannot edit secondary attachments
directly, but you can update them to reflect changes to the contents of the primary
attachment.

If an article is a primary attachment for a layout, Quark Publishing Platform sends
notifications when certain modifications are made to that article.

e When a layout artist alters the geometry of such an article and then chooses Platform
> Update All Geometry, an alert displays for the QuarkCopyDesk user who is working
on the text of the article, allowing that person to update the article with the latest
geometry from the layout. This allows the QuarkCopyDesk user to respond to any
changes in component size. Geometry is also updated at check-in and check-out when
the QuarkXPress user checks in the project if Auto update geometry on: Check In
and Auto update geometry on: Check Out are checked in the Project and
Attachments preferences pane in QuarkXPress.

e If a layout artist updates the geometry for an article, but then cancels the checkout of
the project, the geometry is updated to restore it to its original settings if your
preferences allow it to.

¢ If a QuarkCopyDesk user updates the content of such an article and then saves a
revision, Content Differs displays in the Update State column of the Workspace
Browser window for that article. A QuarkXPress user can then update the content by
Control+clicking/right-clicking the article and choosing Update Content, clicking
the Update Content button in the toolbar of the Workspace Browser window, or
double-clicking the asset's icon in the Attachments view in the Workspace Browser
window. This allows the QuarkXPress user to respond to any changes in text or picture
content. Article content is automatically updated when you check out a project if Auto
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update content on: Check-Out is checked in the Project and Attachments preferences
pane in QuarkXPress. Article content is automatically updated when you save a revision
of a project, check in a project, or output a project if Auto update content on:
Check-Out Check-In/Save Revision/Output is checked in the same pane.

Pictures are always secondary attachments, because they do not have geometry. Unlike
articles, though, pictures can be attached multiple times in the same layout.

A QuarkXPress user can also update geometry with the Update Geometry drop-down
menu icon in the Workspace Browser window and by Control+clicking/right-clicking
the asset icon and choosing an option from the Update Geometry submenu.

When a layout artist updates an article's geometry, Geometry Differs displays in the
Update State column of the Workspace Browser window for that article.

To override an article or component's primary attachment, press Shift and then drag
the article or component to a layout. This makes the article or component a primary
attachment to the current layout, and converts the old primary attachment into a
secondary attachment.

Attaching article components by dragging

To attach a single article component by dragging, drag the article component from
the Workspace Browser window to a text or picture box. If the type of the target box
does not match the component type, you can press Command/Ctrl to force the box
to accept the content.

To attach multiple components, drag them from the Workspace Browser window to
a blank part of the page.

You can also drag and drop multiple components by dragging them to a group of
boxes. A dialog box allows you to map the components to the appropriate boxes.

When you attach a component to a layout, Quark Publishing Platform assigns the
component's type and name to the component's box (whether or not the component
has geometry). QuarkXPress users can view a box's component information in the
Component tab of the Modify dialog box (Item menu).

Attaching articles by dragging

You can attach an article by dragging either an article or an article template to a layout.
The topics below explain how.

= To cancel a drag-and-drop operation, press Escape before you release the mouse button.

Dragging articles
The following table explains what happens when you drag an article to various targets

in a layout.

Target

Result

Blank area on the page Quark Publishing Platform creates boxes for all of the components in the article. If the

article has geometry, Quark Publishing Platform uses that geometry (including any
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Target Result

relative geometry) when it creates the boxes for the components. If the article has text
or pictures, they are added to the layout. Text box links are maintained.

The Assign dialog box displays. The list on the left side of the Assign dialog box lets
you change the attributes of all of the components from a single dialog box. When you
click OK, the entire article is attached to the layout.

One of two or more Quark Publishing Platform attempts to map the components in the article to the selected
selected boxes without boxes based on content type, component type, and component name. If it cannot, it
attachments displays the Map Components to Boxes dialog box (see below) so that you can

manually map the content to the boxes.

The Assign dialog box displays. The list on the left side of the Assign dialog box lets
you change the attributes of all of the components from a single dialog box. When you
click OK, the mapped components are attached to the layout.

If you press Option/Alt, the existing box is ignored and everything works as if you had
dragged the article to a blank area on the page.

Box without attachment | If the article has one component, Quark Publishing Platform attempts to map the
component to the box. If the article has multiple components, Quark Publishing
Platform displays the Select Component dialog box so that you can specify which
component should be mapped to the box.

The Assign dialog box displays. When you click OK, the component is attached to the
layout.

If you press Option/Alt, the existing box is ignored and everything works as if you had
dragged the article to a blank area on the page.

Box with attachment Nothing happens.

If you press Option/Alt, the existing box is ignored and everything works as if you had
dragged the article to a blank area on the page.

Map Components to Boxas

To map a component to a box, choose the component from the Components
menu, choose the corresponding box from the Boxes menu, and then click "+".

Component: Box:
[® Body 3(Body) [+] —=— [ @ sody 1ody) B O (+)

Component Mapping List

Components Bowxes

A Body 3(Body) KA Body 3(Body)
X Body 4(Body) = Body 13(Body)
Body 1(Body) Body 1(Body)
Body 2{Body) Body 2{Body)
Body 5(Body) Body S(Body)
Body 10{Body) Body 12(Body)

| Remowe Mapping )

( Cancel ) (0K

Map Components to Boxes dialog box

In the Map Components to Boxes dialog box, the list on the left shows the component
names of the boxes in the article, and the list on the right shows the component names
of the boxes in the layout. To map a component to a box, choose the component's

name from the Component drop-down menu, choose the box's name from the Box
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drop-down menu, and then click +. Repeat this procedure until all desired components
have been mapped, then click OK. You do not have to map every component to a
box.

=% To remove a mapping, select the mapping and click Remove Mapping.

= [f you map a text component to a picture box or a picture component to a text box,
the box type changes to accommodate the component content.

= [f you drag a multipage article or article template with geometry into a layout, and
there are enough pages in the layout to accommodate the content from the article or
article template, Quark Publishing Platform places the first page's content at the drop
point and then places each remaining page of content on a subsequent page. If there
are not enough pages in the layout, Quark Publishing Platform stacks the content from
any remaining pages in front of the content on the last page.

Dragging article templates
The following table explains what happens when you drag an article template to

various targets in a layout.

Target Result

Blank area on the page Quark Publishing Platform creates boxes for all of the components in the article
template. If the article template has geometry, Quark Publishing Platform uses that
geometry (including any relative geometry) when it creates the boxes for the
components. If the article template has text or pictures, they are added to the layout.
Text box links are maintained.

Quark Publishing Platform also automatically creates an article from the template
and displays the Assign dialog box. The list on the left side of the Assign dialog box
lets you change the attributes of all of the components from a single dialog box.
When you click OK, the new article is attached to the layout.

This makes it easy to create documents using standard layouts from article templates.

Box without attachment The existing box is ignored and everything works as if you had dragged the article
template to a blank area on the page.

Box with attachment See "Replacing article geometry."

If you press Option/Alt, the existing box is ignored and everything works as if you
had dragged the article template to a blank area on the page.

= [f you drag a multipage article or article template with geometry into a layout, and
there are enough pages in the layout to accommodate the content from the article or
article template, Quark Publishing Platform places the first page's content at the drop
point and then places each remaining page of content on a subsequent page. If there
are not enough pages in the layout, Quark Publishing Platform stacks the content from
any remaining pages in front of the content on the last page.

Attaching articles by assigning

To attach an article to a layout by assigning:

1 Create one or more text boxes and picture boxes for the article.

2 Select all of the boxes that should be in the article.
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3 In the Workspace Browser window, click the Assign button E&. You can also
Option+click/right-click the box and choose Platform > Assign as Article. If the box
is a picture box, you can choose Platform > Assign as Picture to create a direct
attachment.

4 A dialog box displays. Fill out any desired fields. For example, you would probably
want to set a status and route the article to someone.

5 Click OK.

Attaching text files to layouts

You can attach text files in the following formats to a layout:

e Microsoft Word
e RTF

e Plain text

To attach a text file to a layout, drag it to a text box or to a blank area on the page.
(You can also press Command/Ctrl and drag the file to a picture box or no-content
box.) Quark Publishing Platform treats a text file as an article with a single text
component and no geometry or page picture.

After you attach a text file to a layout, you can check the text file out in QuarkXPress,
QuarkCopyDesk, or Quark Publishing Platform Client and make changes. (Note,
however, that you cannot do this when using Quark Publishing Platform with InDesign
and InCopy.)

In QuarkXPress and QuarkCopyDesk, you can check out an attached text file, make
changes to the content in QuarkXPress or QuarkCopyDesk, and then check it back in

as a new revision.

Similarly, a Quark Publishing Platform Client user can check out a text file that is
attached to a layout, make changes to the content in a text editing application, and
check it back in. In any QuarkXPress layout or InDesign document that has the text
file as an attachment, the Update State column in the Workspace Browser window
displays Content Differs, and you can choose Update Content to get the latest version
of the text file's contents.

Attaching pictures to layouts
There are two types of picture attachments: Direct attachments and component
attachments. In a direct attachment, you attach only the picture to the layout. In a
component attachment, you attach a new article with one picture component (and
the picture it contains) to the layout.

To attach a picture asset to a layout, drag the picture file to a picture box or to a blank
area on the page. (You can also press Command/Ctrl and drag the file to a text box or
no-content box.) The Assign Picture dialog box displays, allowing you to change the
picture's attributes.

= You can attach a picture to an anchored picture box, but only as a direct attachment.
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Attaching multimedia assets to reflow articles

When you are working with a reflow article in QuarkXPress, you can associate picture,
audio, and video Quark Publishing Platform assets with picture boxes, for display in
exported ePUB e-books. To use a Quark Publishing Platform audio or video asset in a
reflow article, add an audio or video component as described in A Guide to QuarkXPress.
When the Interactive Attributes dialog box displays, click the Quark Publishing
Platform button instead of the Attach button.

Tracking attachments

Attachments make it easy for an administrator to determine which assets are being
used in which layouts. Administrators can get information about asset usage in the
following ways:

¢ In the Workspace Browser window, Control+click/right-click an article or component
and choose Relationship Information. The Relationship Information dialog box
shows which projects the component is used in. If an article has an attached picture,
the Refers to tab shows the picture as having a relationship with the article. For each
project, the dialog box indicates which layout and page number the component occurs
on.

Relationship Information

i Where used

|| ®  Name
& %/ biomimicryl_print__bmQZpxnS3.jpg
iﬂ‘ #/| broughten,

bmRPHelm).jpg

Relationship Information dialog box

= You can view the same information in the tabs at the bottom of the Preview pane.

* Choose Project and Page from the Display Mode drop-down menu &, then expand
the projects in the palette to see which components are attached to them. For each
project, the dialog box indicates which layout and page number the component occurs
on.

Detaching components

When you detach a component from a layout, Quark Publishing Platform handles the
detachment differently depending on the component type.

e When you detach a picture component, a dialog box lets you choose to delete the
picture from the layout or save a linked local copy of the picture file.

e When you detach a text component, the text box and content remain in the layout
by default. To delete them during the detach process, press Option/Alt before you click
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the Detach button. You can also delete and detach an item by pressing Shift+Delete
or by selecting the item, pressing Delete, and then clicking Continue if necessary. (By
default, the Do not show alert when: Deleting a box with a server attachment
preference is checked, so you may not need to press Continue.)

To detach a component, select it in the layout and choose Platform > Detach, or
Control+click/right-click the component in the layout and choose Detach from the
context menu.

Attaching digital assets to layouts

When Quark Publishing Platform XTensions software for QuarkXPress is installed,
you can attach picture, video, and audio Quark Publishing Platform assets to HTMLS5
object using the HTMLS palette. In general, such assets are referred to as digital assets.

To add a Quark Publishing Platform asset to an HTMLS object, click Quark Publishing
Platform in the HTMLS palette, then click Browse Quark Publishing Platform.

Once you have checked in or saved a revision of the project, the Workspace Browser
will show that multiple assets are attached to the box. (Digital assets that are attached

to a layout are referred to as overlay assets, and are identified with an & icon.)

In the QuarkXPress Usage dialog box (Utilities menu), digital assets added from Quark
Publishing Platform are identified with a Platform in the Source column.

All asset-related privileges under are honored for audio and video assets.

=P Tor more information about App Studio, see A Guide to App Studio.

=¥ Attachments that have been attached through the HTMLS5 palette do not display in
the Project Attachments palette.

= For information on creating AVE issues with Quark Publishing Platform, see A Guide
to QPP.

Replacing article geometry

In QuarkXPress, you can replace an attached article's geometry with the geometry
from an article template. To do so, drag the article template to a box that is part of
the existing attached article. Quark Publishing Platform attempts to automatically
map the article template components to the appropriate boxes based on content
category, component type, and component name.

= In order for Quark Publishing Platform to map the components automatically, the
content types, component types, and component names in the article template must
exactly match the content types, component types, and component names in the
article.
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Working with libraries

You can check a QuarkXPress library into and out of Quark Publishing Platform, route
it, change its status, and so forth, just like any other type of asset.

To check an open library into Quark Publishing Platform from within QuarkXPress,
open the library and then choose Platform > Check In Library. If more than one
library is open, the frontmost library is checked in.

By default, double-clicking a library in the Workspace Browser window opens a
read-only copy of that library. To change what happens when you double-click a
library, use the controls in the QuarkXPress/Edit > Preferences > Quark Publishing
Platform > Workspace > Mouse Settings tab > QuarkXPress Libraries area.

When working with libraries, remember:

Libraries created on Mac OS cannot be opened on Windows, and libraries created on
Windows cannot be opened on Mac OS.

You cannot see previews of libraries in the Workspace Browser window.

Libraries have the same metadata as QuarkXPress projects.

You cannot attach a library to a layout.

Libraries and picture components

If you drag a picture box that contains an attached picture into a library, then check
the library into Quark Publishing Platform, the picture attachment is maintained. If
you drag the picture box out of the library into a different layout, a new picture
attachment is created in the new layout. So if you then update the picture in Quark
Publishing Platform, the picture in the new layout is updated.

The same is not true for text boxes, however; when you drag a text box with an attached
article from a library to a layout, Quark Publishing Platform simply creates a copy of
the text box with no links to Quark Publishing Platform.

Using Read-Only to view an asset

To open a read-only version of an asset, select it in the Workspace window and click
Read-Only. The read-only asset is copied to your Quark Publishing Platform local files
folder and the asset opens in read-only mode.

If you want to create a file based on a read-only copy, choose File > Save As to create
an asset. If you want to check in the asset, you must have the privilege to check in
new files.

In QuarkCopyDesk and QuarkXPress, you can click the Read-Only button in the Check
Out dialog box to open an asset in read-only mode.

In the Platform Adapter for Microsoft Office - Word, you can click the Open as
Read-Only button in the Open from Server dialog box to open a document in
read-only mode.
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Publishing assets

To publish a Quark Publishing Platform asset and store the published copy on your
workstation, select it in the Workspace Browser window and click Publish, or
right-click the asset and choose Publish. The Publish dialog box displays. Use this
dialog box to specify the format you want to publish the asset in.

The Publish dialog allows you to publish a layout in one of the following supported
formats:

¢ App Studio Article: This option creates an App Studio article from an App Studio
layout in an App Studio Article. (For more information, see A Guide to App Studio.)
Note that you must supply App Studio Publishing Portal credentials in QuarkXPress
Server in order to be able to upload App Studio articles to the Portal; for more
information, see A Guide to QuarkXPress Server.

e App Studio Package: This option creates an App Studio Package.

e ePUB: This option creates an ePUB file from a reflow article in a Print or App Studio
layout. This option is available only if the layout includes a reflow article. (For more
information, see "Working with Reflow view" in A Guide to QuarkXPress.) You can
specify which layout and which export settings to use.

¢ Collect for Output: This option delivers the selected asset, along with all references
(images, audio, videos, reference XML), to the configured delivery channel or to a
particular location.

e HTML: This option published the selected asset as HTML.

e PDF: This option creates a PDF rendering of a Print or App Studio layout in a
QuarkXPress project. You can specify which layout and which PDF output style to
use.

¢ QuarkXPress Project: This option publishes the selected asset as a QuarkXPress project.

Viewing and editing attribute information

You can view and edit an asset's attributes in the Check In, Save Revision, and Edit
Attribute dialog boxes. If you want to view and edit attributes without opening an
asset, use the Edit Attribute command in the Workspace Browser window.

To use Edit Attribute:

1 Select the asset in the Workspace window and click Edit Attribute. The Edit Attributes
dialog box displays.
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Edit Attributes

Name | File Name: | Profile.qcd
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|l 1mage

|l Brand ¥ Form View
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| Cancel | oK

Use the Edit Attributes dialog box to view and edit an asset's attributes without checking
out the asset.

=$ Non-editable attributes are either automatically maintained by the application or
restricted based on user privileges or status. You can view all attributes, but you might
not be able to edit all of them.

= Changing an asset's status can change the Route to value if an automatic rule applies.
A change in status can change the Quark Publishing Platform constraints specified for
the asset type.

2 When you finish editing attributes, click OK.

= This feature is particularly useful if you want to route an asset to a different user without
checking out the asset and creating another revision.

= This dialog box also displays when you drag an asset from one collection to another.
If the asset cannot be moved to the target collection, you can use the dialog box to
edit the asset's other attributes.

Saving a revision of an asset
To update Quark Publishing Platform Server with your most recent changes to an asset,
use the Save Revision command.
e To save a revision of the active article in QuarkCopyDesk, choose Platform > Save

Article Revision.

e To save a revision of the checked-out and active article or project in QuarkXPress,
choose Platform > Save Article Revision or Platform > Save Project Revision.

e To save a revision of the active asset in Quark Publishing Platform Client, click Save
Revision in the Quark Publishing Platform Client toolbar.
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You can save a revision of a Microsoft Office (Word, Excel, PowerPoint) document to

the Platform server by using the following

command:

e The Save Revision to Server command from the Info tab of the File menu. This

command will update the Quark Publishing Platform Server with your most current

changes while leaving the document open for more editing.

Saving a new asset

If you are saving a version of a brand new asset, selecting this command will bring up

the Save dialog:

File Mame; Documentaton Translationdoos

Major Yersion [2.00 @ Minor Version (1.2
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Contert Type: | Macrosoft Word ! Warkdlo: [TEST
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Check-out Apphcation

Save i
@ T
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& i 1725 K8
. cusiam guery 7 Last modified by Admin on /32004 21026 P
5. ratches condition -
G Mew Search mac asset [Document Title].xml
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Choose a target collection from the collection list..
Enter a file name for the document in the File Name field.

To specify whether the asset is saved with a major or minor version number, click
Major Version (1.0) or Minor Version (0.1).

Access to the Minor Version (0.1) option is controlled by privileges.

Click More Options and modify any other available attribute fields as appropriate.
Note that access to these attribute fields is determined by your privileges.
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5 Choose a content type from the Content Type drop-down menu.
6 Choose a workflow from the Workflow drop-down menu.

7 To indicate the asset's current status, choose an option from the Status drop-down
menu.

8 To send the asset to a particular user or group, choose an option from the Routed to

drop-down menu. (Note that if your workflow relies on automatic status-based routing,

the Routed to drop-down menu value might change automatically when you choose

an option from the Status drop-down menu.)

= If you do not choose any name from the Routed to drop-down menu when you check

in an asset for the first time, the asset is routed to the active user.

9 Use the Revision Comment field to enter a revision comment for the version of the

asset you are checking in. The revision comment will be stored with the asset.

Depending on the preference setting of the user who checks out the asset, the revision

comment displays during the check-out process. The revision comment also displays

when you view revisions of the asset.

10 Modify any other available attribute fields as appropriate. Note that access to these
attribute fields is determined by your privileges.

11 Click Save. Depending on your preferences, when the check-in process completes,
Quark Publishing Platform Server may delete the local copy of the asset.

Saving an existing asset

If you are saving a revision of an existing asset, selecting this command will bring up

the Save dialog:

Save

E Collections/Home/Documentation I

| == 5]

File Name: | Documentation Translation (2).docx

_) Major Version (2.0) @ Minor Version (1.1)
4 ) More Options
Content Type: | Microsoft Word v Workflow: | TEST
Status: | start Routed to: | prgupta
Revision Comments:
Form View: |
Analyst -

Character Count
Checked Out
Checked Out by | Admin

Check-out Application C

Save | { Cancel

1 To specify whether the asset is saved with a major or minor version number, click
Major Version (1.0) or Minor Version (0.1).
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= Access to the Minor Version (0.1) option is controlled by privileges.

2 Use the Revision Comment field to enter a revision comment for the version of the

asset you are checking in. The revision comment will be stored with the asset.
Depending on the preference setting of the user who checks out the asset, the revision
comment displays during the check-out process. The revision comment also displays
when you view revisions of the asset.

Click More Options and modify any other available attribute fields as appropriate.
Note that access to these attribute fields is determined by your privileges.

Click Save. Depending on your preferences, when the check-in process completes,
Quark Publishing Platform Server may delete the local copy of the asset.

Customizing the search results pane

To specify the columns you want to display in the search results pane,
Control-click/right-click any column header and choose Customize Current View.
The Configure Columns tab displays.

800 Customize Current View...

Group By | Explore By |

| Name Al

Asset Checksum

Assigned Length

Attachment Checksum
_| Audience (DITA)

Author (DITA)

Auxillary Data

Box Height

Box Width

Brand (DITA)

By-line (IPTC)

|| Select All
|| Remember Column Changes

| Reset | | cancel | [ oK |

Use the Configure Columns tab to choose which attribute columns display in the Quark
Publishing Platform Client window.

Check the attribute columns you want to display, and uncheck the attribute columns
you want to hide. You can check and uncheck the individual columns you want to
show and hide, or use the Select All check box to select all or none of the attributes.

= You can add the Thumbnails column to display thumbnail asset previews.

Check Remember Column Changes to maintain the column display.

If you have the Enable Enhanced Search Displays in Workspace Browser privilege,
the Group By and Explore By tabs display.

Use the Group By tab to group the results by attribute values.

Use the Explore By tab to control attachment display:
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e Show Relationship Information: Lets you expand projects to see their attachments.

e Show Asset Usage (Project Mode): Displays projects and their attachments first,
followed by assets that are attached to other layouts and then unattached assets.

e Show Related Assets: Lets you expand projects to see their attachments.

e Show Layout and Page: Lets you expand projects to see their layouts and
pages, and indicates which layout and page each attachment is attached to.

e Show Collections Hierarchy: Displays assets in the collections hierarchy.

Setting Quark Publishing Platform Client preferences

To set Quark Publishing Platform Client preferences, choose Quark Publishing
Platform Client > Preferences. Use the dialog box to specify Workspace and alert
display options, file management rules, and other defaults. Most preferences are stored
on Quark Publishing Platform Server, so they apply to the user name you enter when
you log on, regardless of the workstation settings.

General pane

The General pane includes three tabs: Basic, Notification, and Mouse Settings.
Basic tab

The Basic tab of the General pane includes basic Quark Publishing Platform Client
preferences.
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Basic tab of General pane of Preferences dialog box

Uncheck Delete the Original File from the Local System on Check In Other to
always retain original files when you use the Check In Other command. If you check
Delete the Original File from the Local System on Check In Other, a warning
message displays every time you use the Check In Other command, enabling you to
retain or delete the selected file.

Check Global Warning: Always Warn Before Deleting Any Asset to display a warning
each time you delete a Quark Publishing Platform asset in Quark Publishing Platform
Client.

To specify how Quark Publishing Platform Client responds when you attempt to delete
checked-out assets and assets attached to QuarkXPress projects, use the Checked-out
Assets and Referenced Assets drop-down menus in the Asset Deletion Options area.
The controls are identical for both options. Choose Delete Asset Without Warning
to delete checked-out or attached assets without displaying a warning. Choose Never
Allow Deletion to prevent the deletion of checked-out or attached assets. Choose Ask
Before Deleting to display an alert so you can decide each time you delete a
checked-out or attached asset.

To specify where checked-out and read-only assets are stored temporarily while you
work on them, click Browse in the Location Options area and choose a location. The
path will display in the Checked-out Assets field.
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e Check Create Collection structure on Checkout and Get to create the collection
structure when you Check-out of Get an asset.

¢ To specify the horizontal and vertical measurements units used for your Quark
Publishing Platform workflow, choose options from the Horizontal Units and Vertical
Units drop-down menus (Inches, Inches Decimal, Picas, Points, Millimeters,
Centimeters, Ciceros, Agates, and Q).

e Check Apply Status-based Privilege Changes to Subsequent Statuses to maintain
privilege settings specified at the status level when subsequent statuses are selected

for an asset.

Notification tab
The Notification tab of the General pane includes notification-related Quark Publishing

Platform Client preferences.

General
o T “El
*PPR PP { ]
F = O
General | Workspace Startup Mode Archive

Click a tab to define the User preferences for your User name.

| Basic Mouse Settings |

Assignment Notification
@ Audio Alerts
[ﬂ Dialog Box Alerts

Notification tab of General pane of Preferences dialog box

¢ To specify how you want to be notified of assets routed to you while you're logged on,
use the controls in the Assignment Notification area. Check Audio Alerts to hear a
sound when an asset is routed to you. Check Dialog Box Alerts to display a dialog
box that identifies the asset (or assets) routed to you.

Mouse Settings tab

To specify what happens when you double-click an asset in the Workspace window,
click the drop-down menu in the Double-click Options area and choose Check Out,
Edit Attributes, or Read Only.

= If you choose Check Out, double-clicking a checked-out asset in a Workspace Browser
window displays the Check In dialog box.
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Mouse Settings tab of General pane of Preferences dialog box

Workspace pane

The Workspace pane includes controls for how revision comments, asset previews,
and text in the Workspace window display.

Workspace @
L
General Workspace Startup Mode Archive

Define or edit the User preferences for your workspace. These seltings apply to
assignments and search results windows and tabs.

Font Options

Choose the font for your workspace tabs or search result windows.

Choose Font: Icalwai v]

Choose Font Size: I 12 v]

Revision Comments

Choose when you want to display revision comments for assignments and
search results.

Choose: [Nmays ']
Asset Thumbnail Size

192

160

E=- 128
96

64

32

Status Color

[] Show Status Color around Thumbnails
SubcolectionDplions:

[¥] Show Subcallections

[ 0K ][ Cancel ]

Workspace pane of Workspace dialog box

¢ To specify the font and font size displayed for assets in the Workspace window, choose
options from the drop-down menus in the Font Options area.
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=% On Mac OS, if you choose a font that does not have a bold version, the enhanced
search displays show all headings in plain text. For example, if you choose the Issue
and Page display option, Unattached and <Collection Name> do not display in bold.

e To specify how revision comments are displayed when you check out an assignment,
choose Always, Never, or New Assignments Only from the drop-down menu in the
Revision Comments area.

¢ To control the size of thumbnail previews of assets in the Workspace window, adjust
the slider in the Asset Thumbnail Size area.

e Check Show Status Color around Thumbnails to display the color of an asset's status
in the border of the thumbnail preview that displays when you choose Thumbnails,
Filmstrip, or Detailed Thumbnails View from the Displays > Name submenu.

e Check Show Subcollections to display subcollections. The subcollections will be
displayed just above the main area in the Workspace Browser window. They will be
displayed in whatever view you have chosen (thumbnail, list, etc.).

Startup Mode pane

The Startup Mode pane provides controls for logging on when you launch Quark
Publishing Platform Client.

Startup Mode

.ﬁb

Archive

"25'1?

General Workspace

=
G
Startup Mode

Define or edit the User preferences for your Startup Mode.

Auto Log On

[_] Do Not Display Log On Dialog Box
This option can be used when you have checked '‘Remember Me' in the Log On dialog
box. Selecting this option will log you on to the server without asking for your username
and password.

Default Startup Mode

Choose the Startup Mode in which you want to launch Quark Publishing Platform Client.

Choose: | Remember the Last Mode |

Cancel | OK

Startup Mode pane of Preferences dialog box

e If you checked Remember Me in the Log On dialog box, you can check Do Not
Display Log On Dialog Box to automatically log on to Quark Publishing Platform
when you launch Quark Publishing Platform Client. This check box is also included
at the bottom of the Log On dialog box.

e Choose an option in the Default Startup Mode area to specify how Quark Publishing
Platform Client starts the next time you launch the application. Options include
Remember the Last Mode and Do Not Remember My Last Mode.
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Archive pane

The Archive pane provides controls for handling revisions and deleting assets when
archiving assets.

Archive

|

Archive

_P_Pp -F'Pr
= &
General Workspace Startup Mode

Define or Edit the User Preferences for Archive Files

Revisions: | Ask 3]

Delete Assets Afterwards

Archive pane of Preferences dialog box

Setting Quark Publishing Platform preferences: QXP

You can use the Quark Publishing Platform panes in the Preferences dialog box
(QuarkXPress/Edit menu) to specify default behaviors for handling assets, assignments,
and search parameters. Except for the Use Default Path for Asset Check-out and Do
not Display Log-On Dialog Box preferences, all other Quark Publishing Platform
preferences are stored on Quark Publishing Platform Server. Preference settings apply
to the user name you enter when you log on, regardless of the workstation settings.

QXP preferences: General pane

The General pane of the Preferences dialog box includes three tabs: Basic,
Notification, and Auto Log On/Off.

QXP preferences: General > Basic

To specify how the application responds when you attempt to delete checked-out
assets and assets attached to QuarkXPress projects, use the controls in the Asset
Deletion Options area in the Basic tab.

e Uncheck Delete the Original File from the Local System on Check-In to always
retain original files when you use the Check In Other command. If you check Delete
the Original File from the Local System on Check-In, a warning message displays
every time you use the Check In Other command, enabling you to retain or delete
the selected file.
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e Check Global Warning: Always Warn Before Deleting Any Asset to display a warning

each time you delete a Quark Publishing Platform asset.

The controls are the same in the Checked-out Assets and Attached Assets drop-down
menus. Choose Delete Asset Without Warning to delete checked-out or attached
assets without displaying a warning. Choose Never Allow Deletion to protect against
deleting checked-out or attached assets. Choose Ask Before Deleting to display an
alert each time you delete a checked-out or attached asset.

Check Create Collection structure on Checkout and Get to create the collection

structure when you Check-out of Get an asset.

To specify where you temporarily store assets while you work on them, click Browse
in the Location Options area. Navigate to the folder and click Choose/OK.

To control when revision comments display, choose an option from the Choose
drop-down menu in the Display Revision Comments area.
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Basic tab of the General pane of the Preferences dialog box

QXP preferences: General > Notification

The Notification tab lets you determine how you want to be notified of assets routed
to you while you're logged on. Check Audio Alerts to hear a sound when an asset is
routed to you. Check Dialog Box Alerts to display a dialog box that identifies the
asset (or assets) routed to you.
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Quark Publishing Platform
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Workspaae_ - |

Notification tab in the General pane of the Preferences dialog box

QXP preferences: General > Auto Log On/Off
The Auto Log Off Settings area lets you specify the interval of inactivity that must
pass before you are automatically logged off. Check Warn Before Logging Off to
receive a warning message before you are automatically logged off.

If you want to bypass the Log On dialog box the next time you log on to a Quark
Publishing Platform Server, check Do Not Show This Dialog Box Again and Remember
Me in the Log On dialog box. If you want the Log On dialog box to display again the
next time you choose the command, uncheck Do Not Display Log-On Dialog Box
in the Auto Log Off Settings area.
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Default Print Layout
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Guides & Grid
Grid Cel Fil B
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Default App Stedio Layout
General
Measurements
Paragraph
Character -
Toolks
Guides & Grid

Warn Before Logging Off

Auto Logoff tab of the General pane of the Preferences dialog box

QXP preferences: Workspace pane

The Workspace pane of the Preferences dialog box includes two tabs: Workspace
Browser and Mouse Settings.

QXP preferences: Workspace > Workspace Browser

The Workspace Browser tab lets you choose the font and font size to display in the
Workspace Browser window's search results pane, whether or not to show status
colors around thumbnails and whether or not to show subcollections.

Use the fields in the Depth Search area to specify parameters for a default Fit to Text
Box-Depth search in QuarkXPress. When you select a text box and choose Quark
Publishing Platform > Saved Searches > Fit to Text Box-Depth, Quark Publishing
Platform calculates the length of the entire text chain (which might include multiple
linked text boxes) and then compares this available space with the values in the Longer
by and Shorter by fields.

e The value in the Longer by field and the available space in the selected text chain
equal the maximum article length to be displayed in the Workspace Browser window
when you choose the Depth search. For example, if the Longer by value is two inches
and the text chain length is four inches, the search returns articles that are no longer
than six inches (the combination of the Longer by setting and the available space).

¢ The available space in the selected text chain minus the value in the Shorter by field
equals the minimum article length to be displayed in the Workspace Browser window
when you choose the Depth search. For example, if the Shorter by value is two inches
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and the text chain length is four inches, the search returns articles that are no shorter
than two inches (the available space value minus the Shorter by setting).

Workspace Browser | Mouse Settings |

Font Opbons
Choose Font:  Calibri

Chooss Font Size: 12

Status Color

[7] Show Status Colors around Thumbnails

Depth Search
Longer by: 17

Shorter by: i*

Subcollection Options
[#] Show Subcollections

Workspace Browser tab in the Workspace pane of the Preferences dialog box

QXP preferences: Workspace > Mouse Settings

The Mouse Settings tab of the Workspace pane lets you specify what happens when
you double-click an asset in the Workspace Browser window. For projects, templates,
and libraries, you can choose New Project, Check Out, File Information Dialog Box,
or Read-only.
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» | [ Workspace Browser | Mouse Settings |
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Character
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Default App Studio Layout

General
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Paragraph
Character
Tools

Guides & Grid
Grid Cell Fll

Quark Publishing Platform
General
Project and Attachments
Alerts

Mouse Settings tab in the Workspace pane of the Preferences dialog box

QXP preferences: Project and Attachments pane

The Project and Attachments pane of the Preferences dialog box includes four tabs:
Attachments, Auto Upload, Article and Visual Indicators.

QXP preferences: Project and Attachments > Attachments

The Attachments tab lets you control the attachment settings.

To synchronize the "Issue" attribute of any attached items with that of the project to
which they are attached, check Change the issue of the attached items to match
the project.

To retain geometry in detached articles, check Retain article geometry after detaching
articles.

To automatically restore an article's geometry to its previous state when the checkout
of the project to which it is attached is cancelled, check Restore original article
geometry after cancelling project checkout.

Set the Check Out with Attachments options:

e Check the Check Out Articles option to also check out any attached articles when a
project with attachments is checked out.

e Check the Check Out Pictures option to also check out any attached pictures when
a project with attachments is checked out.
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General » | | Attachments | Auto Update | Artide | visual Indicators |
Measurements
Paragraph [¥] Change the issue of the attached items to match the
Character project
Tools [7] Retain artice geometry after detaching artices
ﬁ;&;ﬂ || Restore original artide geometry after cancelling
project chedkout
Color Manager
Layers Chedk Out with Attachments aptions
Default App Studio Layout 7] Chedk Out Articles
General :
Measurements 7 [} Check Out Pictures

Attachments tab in the Project and Attachments pane of the Preferences dialog box.

QXP preferences: Project and Attachments > Auto Update
The Auto Update tab lets you control auto update settings.

To automatically update content, check Auto update content on: and then check the
events on which you want to automatically update content.

To automatically save a revision of a project after its content is updated, check Save
New Revision of Project after Auto Update Content.

To automatically update geometry, check Auto update geometry on: and then check
the events on which you want to update geometry.

The Auto update Page Pictures on Check In preference allows a user to send the
latest page Pictures to QCD Users while performing Save Project Revision or Project
Check in.

This preference allows user to send latest page Pictures to QXP Users while performing
Save Project Revision or Project Check in
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| Preferences &_J‘

General ~ | | Attachments | Auto Update | Article | visual Indicators |
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Paragraph Auto update content on: 2
Character Check Out Check In/Save Revision
23?;; 8Grid [T Check OutRead-only [ |Detach Item
Grid Cell Fil Save As Output
Color Manager [] Content Change Notification
Layers _ [] Save New Revision of Project after Auto Update Content
Default App Studio Layout
General Auto update geometry on:
Measurements 5
Parairh 7] Check Out Check In
Character ’
Tools [] Auto update page picture on Check In
Guides & Grid |
Grid Cell Fill =
Quark Publishing Platform
General
Workspace
8
Alerts =
oKk || Ccancel

Auto Update tab in the Project and Attachments pane of the Preferences dialog box.
QXP preferences: Project and Attachments > Article

The Article tab lets you to set the User Preferences for configuring the Article Page
Picture options while assigning articles from Projects.
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Alerts -

Article tab in the Project and Attachments pane of the Preferences dialog box.

QXP preferences: Project and Attachments > Visual Indicators
The Auto Update tab lets you control auto update settings.

To automatically show visual indicators in your project, check Show Visual Indicators
for: and then check the events for which you want visual indicators to be displayed.
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General + | [ Attachments | Auto Update | Artide | Visual Indicators |
Measurements [
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Grid Cell Fill || Content Editing Information
Color Manager | Geometry Differs
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Default App Studio Layout LS
General
Measurements
Paragraph
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Quark Publishing Platform
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Alerts -

T

Visual Indicators tab in the Project and Attachments pane of the Preferences dialog
box.

QXP preferences: Alerts pane

The Alerts pane lets you control when project- and attachment-related alerts display.

The Alerts pane of the Preferences dialog box includes two tabs: Project and
Attachments.

QXP preferences: Alerts > Project
The Project tab of the Alerts pane lets you control when project-related alerts display.

To suppress the alert that normally displays when you save a Platform project as a
non-Platform project, check Do not show alert while saving a server project as a
non-server project.

To save local copies of attached assets when you save a Platform project as a
non-Platform project, check Save server assets when saving a server project as a
non-server project and then indicate where to save them.

To suppress the alert that normally displays when you check out a Platform project
that has attachments that are checked-out, check Do not show alert for checked-out
articles when checking out a project with attachments.

To control when Job Jackets resources are updated, choose an option from the Choose
drop-down menu in the Update Job Jacket Resources area.
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Project | Attachments |

|| Do not show alert while saving a server projectas a
non-server project

[[] 5ave server assats when saving a server project as a
non-server project:

Browse. .,

[ Do not show alert for dhedked-out artides when
checking out a project with attachments

Update Job Jackets Resources
Choose:  Ask

Project tab of the Alerts pane of the Preferences dialog box

QXP preferences: Alerts > Attachments

The Attachments tab of the Alerts pane lets you control when attachment-related
alerts display.

To suppress alerts in specific situations, check options under Do not show alert when.

To automatically save local copies of assets when they are detached, check Save a local
copy of detached assets and then indicate where to save them.

To suppress the display of the Assign dialog box when attaching an article or picture,
check the appropriate options under Do not show Assign dialog box when.
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Attachments tab of the Alerts pane of the Preferences dialog box

Setting Quark Publishing Platform preferences: QCD

You can use the Quark Publishing Platform panes in the Preferences dialog box
(QuarkCopyDesk/Edit menu) to specify default behaviors for handling Quark
Publishing Platform assets, assignments, and search parameters. Except for the Location
Options and Do Not Display Log-On Dialog Box preferences, all other Quark
Publishing Platform preferences are stored on Quark Publishing Platform Server.
Preference settings apply to the user name you enter when you log on, regardless of
the workstation settings.

QCD preferences: General pane

The General pane of the Preferences dialog box includes three tabs: Basic,
Notification, and Auto Log On/Off.

QCD preferences: General > Basic

To specify how the application responds when you attempt to delete checked-out
assets and assets attached to QuarkXPress projects, use the controls in the Asset
Deletion Options area in the Basic tab.

e Uncheck Delete the Original File from the Local System on Check-In to always
retain original files when you use the Check-In command. If you check Delete the
Original File from the Local System on Check-In, a warning message displays every
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time you use the Check-In command, enabling you to retain or delete the selected
file.

¢ Check Global Warning: Always Warn Before Deleting Any Asset to display a warning
each time you delete a Quark Publishing Platform asset.

e The controls are the same in the Checked-out Assets and Attached Assets drop-down
menus. Choose Delete Asset Without Warning to delete checked-out or attached
assets without displaying a warning. Choose Never Allow Deletion to protect against
deleting checked-out or attached assets. Choose Ask Before Deleting to display an
alert each time you delete a checked-out or attached asset

* Check Create Collection structure on Checkout and Get to create the collection
structure when you Check-out of Get an asset.
To specify where you temporarily store assets while you work on them, click Browse

in the Location Options area. Navigate to the folder and click Choose/OK.

To control when revision comments display, choose an option from the Choose
drop-down menu in the Display Revision Comments area.

East Asian ~ | | Basic |Nobfication | Auto Log On/Off
Dynamic Guides Color
Notes Asset Deletion Options
PDF .
fiedine [¥] Debete the Original Fle from the Local System on
Spell Check Chedk-In
Tables [¥] Global Warning: Always Warn Before Deleting Any
Fraction/Price Asset
Artide Checked-out Assets: Ask Before Deleting -
General
Default Artice Attached Assets: Ask Before Deleting -
General
Meas rements Location Oplions -
Paragraph
Character = | Cosesteuanson
Guides & Grid
Grid Cell Bl [#] Create collection structure on Checkout and Get
Quark Publishing Platform Display Revision Comments
Choose:  Always

Basic tab of the General pane of the Preferences dialog box

QCD preferences: General > Notification
The Notification tab lets you determine how you want to be notified of assets routed
to you while you're logged on. Check Audio Alerts to hear a sound when an asset is
routed to you. Check Dialog Box Alerts to display a dialog box that identifies the
asset (or assets) routed to you.
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e

Notification tab in the General pane of the Preferences dialog box
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QCD preferences: General > Auto Log On/Off

The Auto Log Off Settings area lets you specify the interval of inactivity that must
pass before you are automatically logged off. Check Warn Before Logging Off to
receive a warning message before you are automatically logged off.

If you want to bypass the Log On dialog box the next time you log on to a Quark
Publishing Platform Server, check Do Not Show This Dialog Box Again and Remember
Me in the Log On dialog box. If you want the Log On dialog box to display again the
next time you choose the command, uncheck Do Not Display Log-On Dialog Box

in the Auto Log Off Settings area.
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Auto Logoff tab of the General pane of the Preferences dialog box

QCD preferences: Workspace pane

The Workspace pane of the Preferences dialog box includes two tabs: Workspace

Browser and Mouse Settings.

QCD preferences: Workspace > Workspace Browser

The Workspace Browser tab lets you choose the font and font size to display in the

Workspace Browser window's search results pane and whether or not to show status

colors around thumbnails.
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Workspace Browser | Mouse Settings |
Font Options

Chaose Forit:  Calibri

Choose FontSize: 12 =

Status Color

Subcollection Options
[¥] show Subcollections

Workspace Browser tab in the Workspace pane of the Preferences dialog box

QCD preferences: Workspace > Mouse Settings

The Mouse Settings tab of the Workspace pane lets you specify what happens when
you double-click an asset in the Workspace Browser window. For both articles and
templates, you can choose New Article, Check Out, Edit Attributes, or Read-only.
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Workspace Browser | Mouse Settings |

Double-cick Options _
QuarkCopyDesk Artides: ched: Out

QuarkCopyDesk Templates: pew Artide

Mouse Settings tab in the Workspace pane of the Preferences dialog box

QCD preferences: Article pane

The Article pane lets you control initial article views, invisible characters, and page
pictures.

To specify the initial article view when you check out, open, or display a
QuarkCopyDesk article, click Keep Last Setting, WYSIWYG, Galley View, or Full
Screen.

To automatically show invisible characters when you check out, open, or display a
QuarkCopyDesk article, check Show Invisibles.

To display a graphic representation of the QuarkXPress layout page to which a
QuarkCopyDesk article is attached, check Retrieve Page Picture.

The Auto update page picture preference allows user to update only the page picture
of an article without updating the geometry.
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Preferences
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Article pane of the Preferences dialog box

QCD preferences: Alerts pane
The Alerts pane lets you control alerts and Job Jackets updates.

To control when alerts display, use the checkboxes in the Do not show alert when
area.

To control when Job Jackets resources are updated, choose an option from the Choose
drop-down menu in the Update Job Jacket Resources area.

Preferences
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Alerts pane of the Preferences dialog box
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Setting preferences for Quark Publishing Platform Adapter for Microsoft Office

You can use the Preferences tab of the File menu (File > Preferences) to set your
Quark Publishing Platform Adapter for Microsoft Office preferences.

= All other Quark Publishing Platform preferences are stored on the Quark Publishing Platform
Server.

Platform adapter for Microsoft Office preferences: General tab

The General tab of the Preferences dialog box allows you to specify the local folder
that documents you check out will be located in. The Deletion Options drop-down
menu displays the following deletion options:

e Delete Without Warning: to delete checked-out documents without displaying a
warning.

e Never Allow Deletion: to protect against deleting checked-out documents.

¢ Ask Before Deleting: to display an alert each time you attempt to delete a checked-out
document.

Preferences

Geratral | Connection Settings. | Search Midvanced
Loscaticn Oiptions
Checioedhcut Docurmenits
CAUsersilswansce Docuwments\Quark Software IncOffice T
Deletion Options
Dedete the Original File from the Local System on Sene and Close

sk Gelore Deleting -

o Cancel

General tab of the Preferences dialog box

Platform adapter for Microsoft Office preferences: Connection Settings tab

The Connection Settings tab of the Preferences dialog box enables you to specify the
connection settings for Quark Publishing Platform.

e Enter the Quark Publishing Platform Server's IP address and port number in the Server
Name fields.

e The Protocol controls let you choose whether to use HTTP or HTTPS for communication
with Quark Publishing Platform Server. If you're not sure which to use, ask your Quark
Publishing Platform administrator.

* You can choose to automatically log in with your current user credentials, or you can
choose to provide your log in credentials by specifying a User Name and Password
now.

e The values in the User Name and Password field are defined for each user by the
Quark Publishing Platform administrator. For Quark Publishing Platform sites that use
Lightweight Directory Application Protocol (LDAP) to manage user lists, Quark
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Publishing Platform users log on with their network user names and passwords. Log-on
passwords may or may not be case-sensitive, depending on the Quark Publishing
Platform administrator's specifications.

Preferences 'u:.

General | Connection Settngs | Ssanch |,-!m-ar-ud
Cerver Hame: | + Bl400
Protocat @ HTTR HTTES
aF L:iglr with nsrent user credenbals
Log in as & Quark Publishing Flatform user
Lsar Narmas:
Fasswond

Era Seitngg

e

Connection Settings tab of the Preferences dialog box

Platform adapter for Microsoft Office preferences: Search tab

The Search tab of the Preferences dialog box enables you to specify the search settings
and to control how revision comments are displayed.

The Search Options allows you to specify what to search for. The drop-down menu
displays the following options:

e Name
e Content

e Name and Content

The Revision Comments allows you to specify when to display revision comments.
The drop-down menu displays the following options:

e Always
e Never

e New Assignments only

Preferences hod

Genenal | Conrection Settings | Seasch | Advanced

Search Options
Chooge gearch option

Mame and Conbent -

Revislon Comments
Choote whin you want 1o cepliy neviasn commments

Mever =

K | Canzel

Search tab of the Preferences dialog box
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Platform adapter for Microsoft Office preferences: Advanced tab

The Advanced tab of the Preferences dialog box enables you to reset all preferences
to their default state and to change the default configuration.

Preferenced [}

| General [Cmnms«ungm ] swch: Advanced

Click “Reset to Default” to reset 2l preferemces to their default state. Click
“Change Configuration..” to change the default configuration.

I_ Reset 1o s Change Comfiguration..

Ok || Cancel

Advanced tab of the Preferences dialog box
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Redlining

Using the Redline XTensions software, users of QuarkXPress, QuarkCopyDesk, Quark
Author Web Edition and Quark Publishing Platform Web Client can track changes to
text in projects and articles. In a Quark Publishing Platform workflow, additions,
deletions, and changes can all be tracked, and changes can be accepted or rejected.
Outside of Quark Publishing Platform, users can use redlining to track changes to
shared projects and articles. To learn how to use the full list of redlining controls in
QuarkCopyDesk, refer to A Guide to QuarkCopyDesk. This chapter covers redline controls
in a Quark Publishing Platform workflow.

= In order to be able to use the Redlining feature, a user must have the necessary
privileges. For more information, see "Content privileges: Edit Redlining."

Using Redline controls

The commands in the Redline submenu (Utilities menu) are Tracking, Highlighting,
and Show/Hide Toolbar. The Redline Toolbar also includes the Tracking and
Highlighting commands, as well as controls for navigating through changes, accepting
or rejecting changes, and setting options for displaying changes.

In addition to the Tracking and Highlighting controls on the left side of the Redline
toolbar, you can navigate through changes, accept or reject changes, and display the
View Options dialog box.
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View Options

Highlight: Insertions and Deletions H-J

Select Reviewers: | |
- @ All
™ Pat
™ Terry

Use the View Options dialog box to specify the reviewers and types of changes you want
to display.

= Text formatting changes are not tracked.
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Notes

The Notes feature lets you store comments in an article or layout without affecting
the actual content. You can use notes to add reminders, comments on the content,
or URLs. Notes work in QuarkXPress, QuarkCopyDesk, and Quark Publishing Platform
Web Client.

= To use the Notes feature with QuarkXPress or QuarkCopyDesk, you must have Notes
XTensions software installed.

Working with notes

You can use the commands in the Utilities > Notes submenu to navigate through
notes, to create and delete individual notes, and to open and close all notes in an
article.

Opening and closing notes

To open and close notes as you review comments:

To open an existing note, click the Note icon . and then choose Edit > Notes > Open
Note.

* To open all notes in the article, choose Edit > Notes > Open All Notes.

e To close a note, click the close box in the upper-left (Mac OS) or upper-right (Windows)
corner of the note window, or choose Edit > Notes > Close Note.

¢ To close all open notes in the article, choose Edit > Notes > Close All Notes.

e To move the text insertion point to the next note in the text, choose Edit > Notes >
Go to Next. To move the text insertion point to the previous note in text, choose
Edit > Notes > Go to Previous.

Showing and hiding notes

To show notes when they are hidden, choose View > Show Notes. To hide notes when
they are visible, choose View > Hide Notes.

Deleting notes

To delete a note, do one of the following things:

* Click the Note icon | and then choose Edit > Notes > Delete.
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e Click an open note window and then choose Edit > Notes > Delete.
e Place the text insertion bar to the right of the note icon and press Delete/Backspace.

e Select a range of text that contains a note icon and press Delete or Backspace.

Converting between notes and text

To convert the selected text to a note, press F10.

To convert a note (or part of a note) to text, select the target characters in the note,
then press F10.

Viewing notes by author, date, name, or color
To view notes by a certain author or by the date they were created, choose View >
Show Notes to enable notes, choose Edit > Notes > Open Notes By to display the
Open Notes dialog box, click All Notes, and then use the controls in the All Notes
area.

To view notes by name or color, choose Edit > Note > Open All Notes in New Article,
then choose an option from the By Name submenu or the By Color submenu. The
notes display as text in a new article.

Moving and resizing notes

To move a note window, drag its title bar. You can move note windows anywhere
within an article. If a note has been moved, you can return it to its original location

by clicking the note's # button.

To resize a note, click and drag the resize box in the lower-right corner of the note
window. On Mac OS, you can also click the icon in the upper-right corner of the note
window to resize the note window to display all of the note's text.

Printing notes

When you print an article, you can choose whether you want notes to be included
and how they should be formatted. In the Print dialog box (File menu), click Notes
in the list on the left to display the Notes pane, then check Print Notes to include
notes in the output. You can choose whether to include all notes or only notes that
are open, and you can choose to format the notes as footnotes, leave them inline, or
collect them on a separate page.

Notes in PDFs
When you create a PDF from an article that contains notes, you can choose whether
you want the notes to appear in the PDF. If you export in WYSIWYG view, the notes
are included as PDF notes; if you export in Galley view or Full Screen view, the notes
display inline, as they do on the screen in these views.

To include notes in a PDF file, click Options in the Export as PDF dialog box (File >
PDF), click Notes in the list on the left, and then check Include Notes in PDF.

A GUIDE TO QUARK PUBLISHING PLATFORM 10.5 | 155



WEB CLIENT

Web Client

With Quark Publishing Platform Web Client, remote writers and editors can use a Web
browser to perform many Quark Publishing Platform operations. Quark Publishing
Platform Web Client users can log on to Quark Publishing Platform Server, create
articles based on Quark Publishing Platform Job Tickets, check out and edit
QuarkCopyDesk articles in a Web browser, check out other assets to edit in separate
applications, and check the assets back in to Quark Publishing Platform Server.

Quark Publishing Platform Web Client users can also use the Check In Other feature
to put new files in their workflow (including QuarkCopyDesk articles, QuarkXPress
projects, and other files).

Quark Publishing Platform Web Client includes many of the features available in the
Workspace Browser palette in Quark Client, QuarkXPress, and QuarkCopyDesk,
including the following:

The Favorites area, the Assignments area, the My Searches area, the Saved Searches
area, and the Collections area (including the ability to work with collections and
collection templates)

The subcollections pane
The search interface

The search results pane

For more information, see "User interface."

Logging on with Quark Publishing Platform Web Client

Quark Publishing Platform Web Client enables access to Quark Publishing Platform
Server through a Web browser. (For a list of supported browsers, see the Quark Publishing
Platform ReadMe.)

=¥ You must enable cookies in your Web browser for Quark Publishing Platform Web

Client to work correctly.

To log on to Quark Publishing Platform Server using Quark Publishing Platform Web
Client:

1 Launch a supported browser.
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2 In the URL field, enter the computer name or IP address and port number for your
Quark Publishing Platform Server followed by /workspace/ (for example:
http://10.1.5.30:61400/workspace). The Log On page displays.

i PUBLISHING
|pph,“:=" SN, _@.

F oo

= T

Quark Publishing Platform Web Client lets you log on to Quark Publishing Platform Server
with a Web browser.

3 Enter your user name in the User Name field and your password in the Password
field, then click Log On.

4 If the log-on process is successful, the Quark Publishing Platform Web Client screen

displays your assignments.

=% If you close all your Quark Publishing Platform Web Client windows or if your network
connection is broken, you will be logged off within two minutes. However,
administrators can change this setting by adjusting the "session-timeout" variable in
the "Web.xml" file located in the "WEB-INF" folder (QPP
Server/webapps/Workspace/WEB- INF).

=¥ Your log-on password might be case-sensitive, depending on your administrator's
specifications. Also, check with your Quark Publishing Platform administrator to verify
if your Quark Publishing Platform user name and password are the same as your network

user name and password.

Changing password

You can change your Quark Publishing Platform log-on password after you log on
with Quark Publishing Platform Web Client.

1 Choose Change Password from the gear menu in the top right corner of your browser
window. The Change Password dialog box displays.

2 Enter your password in the Old Password field.

3 Enter your new password in the New Password field.
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4 Enter your new password again in the Confirm New Password field, and click OK.

Customize search results display
To control which attribute columns display in the Search or Assignments tabs:

1 Choose Customize Current View from the view menu. The Configure Columns
dialog box displays.

Configure Columns ¥

Attributes

Action ﬂ
ActionLocation

Article TOC BG Colaor

Assigned Length

Assignee List

L IR I TR IR IR |

Audience LI

oK Cancel

Configure Columns tab

2 Check the attributes you want to display as columns in the Web Client window.

= You can drag column headers to reposition columns in the search results display.

Searching in Web Client

Searching in Web Client works the same way as searching in other Quark Publishing
Platform clients. For more information, see "Performing a search."

A Web Client user now has the ability to delete, duplicate, rename and share searches

Archiving and Restoring in Web Client

A Web Client user now has the ability to archive and restore assets. Archiving can be
done from a search of collection(s) or asset(s).

Using display options

You have several buttons for displaying search results and collection contents in Quark
Publishing Platform Web Client.

=% Not all views are available in all situations.
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Click List View to display assets in a list format.

List View button

Click Snippet View to display assets in a thumbnail view with snippets of text.

Snippet View button

Click List View with Relationships to display assets in a list view where you can
expand them to see their relationships. Assignment notification regarding new asset
checkin is not shown in the view.

List View with Relationships button

Click Project and Page to display projects in a list view where you can expand them
to see their pages.

Project and Page button

Click List View with Relationship Status to display assets in a list view where you
can expand them to see their relationships, organized by type. Assignment notification
regarding new asset checkin is not shown in the view.

List View with Relationship Status button

Click Collection View to display search results in the hierarchical structure of the
collections tree. Assignment notification regarding new asset checkin is not shown in
the view.

Collection View button

Click Thumbnails to display small previews of assets with attachment information,
check-out status, and status identified by icons below each preview.
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Thumbnails View button

Click Customize Current View to choose the columns you want to display.

Cutomize Current View button

Previewing assets with Quark Publishing Platform Web Client

Click the Preview icon &l to display a large, zoomable spread preview of the selected
QuarkCopyDesk article, QuarkCopyDesk article template, QuarkXPress project, or
QuarkXPress project template.

If the selected asset is a project, you can use the tabs at the top of the Preview window
to view all of the Print, Interactive, and App Studio layouts in the project.

For Print, Interactive, and App Studio layouts, the Preview window displays a flatplan
view of the layout.

The Preview window remembers the last location and size.

Using the Publish features

The Web Client Publish drop-down menu displays the following options:
Publish as Collect for Output

Publish as App Studio Article

Publish as App Studio Package

Publish as HTML

Publish as PDF

Publish as QuarkXPress Project

Publish as ePUB

Publish as Rich Text Format

For more information about these options, see "Publishing assets."

Editing asset attributes

You can use the Web Client Edit Attributes button & to view and change an asset's
attributes. To edit asset attributes with Quark Publishing Platform Web Client:
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1 Select the asset and click Edit Attributes. The Edit Attributes dialog box displays.

Edit Attributes

Article e Name: [Front Paget.qcd
a F K 4
ront peoetac Collection: a

m Body
m Caption Content Type:: ¥
w g
(4] Headine Workflow: w7
@[ Image
m Short Description Status: ~ | Route to: nd

w Form View

Issue: | 03-09 A

Start Date: ‘ |

Due Date:| |

Pub ta Mntﬂ\e:'_

Bub to web: [

Drupal Contant URL: [Nttp://10.1.4.70/drupal/ |

Grupal Image URL;: NHtp://10.1.4.70/images/ |

oK Cancel
The Edit Attributes dialog box allows you to change an asset's attributes (privileges
permitting).
2 Expand the form view.

3 View or change attributes, then click OK. See "Viewing and editing attribute information"
for information about the controls in the Edit Attributes dialog box.

= You can re-index an asset in Quark Publishing Platform by choosing Index Again
from the asset's context menu.

Viewing asset revisions

To display the View Revisions dialog box, click View Revisions 7.
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View Revisions *®
Revision Number Status Create... CreationD... Thumbnail
4| 2.0 (Profile.ged) New St...  Admin 10/221121... -
Y
|
—
4 1.0 (Profile.ged) New St...  Admin 10/22112 8:...

Read Only Close

View Revisions dialog box

The View Revisions dialog box displays information about the revisions tracked by
Quark Publishing Platform Server for the selected asset. For pictures, videos, audio
assets, XML assets, and "other" files, you can open a read-only copy of a revision or
revert to an earlier revision to make it become the current version. The View Revisions
dialog box also shows thumbnail previews of asset revisions and allows you to delete

those revisions.

Viewing relationship information

To view the relationships (including primary attachments and secondary attachments,
if any) for the selected asset, click Relationship Information % or right-click the asset
and select Relationship Information. The Relationship Information dialog box
displays.

| Relationship Information x

= e
&% Refers to | 8" Where used
© . Name « Value

ﬂ =. 34432.icma

oK

The Relationship Information dialog box

=% You can also select the asset to view the relationship information at the bottom of the
Preview pane.
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e The Refers To tab displays all assets that the selected asset refers to (including assets
that are attached to it).

= If your are viewing the relationship information at the bottom of the Preview pane,
you can right-click on a referenced asset and select Open Collection. This takes you
to the collection of the referenced asset.

e The Where used tab displays all assets that refer to the selected asset.

=% The Pinning * column is used to indicate if a reference to an asset is pinned to a
specific version of that asset. The tooltip will show the version that the reference is

pinned to.

Creating articles in Quark Publishing Platform Web Client

When you create a new QuarkCopyDesk article in Quark Publishing Platform Web
Client, you can base that article on collection default settings or on a template that
has been checked into Quark Publishing Platform.

If you click New > Article From Server Ticket, the New Article From Server Ticket
dialog box lets you choose a collection. The default Job Jackets file and Job Ticket for
the collection display in bold and are selected by default, but you can use any Job
Jackets file and Job Ticket that is available in the dialog box if you have the necessary
privileges. The new article has dimensions that are based on the Job Ticket's default
Layout Specification (if any) and uses the style sheets and other resources defined in
the Job Ticket.

New Article from Server Ticket X

Collection: Home R

Select Job Ticket Template

= ¢ Default Job Jacket

Default Job Ticket

Continue Cancel

New Article from Server Ticket dialog box

If you click New > Article From Server Template, the New Article from Server
Template dialog box lets you choose from among all available article templates. You
can also select a saved search for templates or create a new search for article templates
checked in to Quark Publishing Platform Server.
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Creating projects from templates in Quark Publishing Platform Web Client

To create a new QuarkXPress project from a project template in Quark Publishing
Platform Web Client, choose New > Project from Server Template in the Quark
Publishing Platform toolbar to display the New Project from Server Template dialog
box, then select a template and click OK. If the template contains multiple layouts,
you can choose which one you want to work on.

=% You can edit only Print and App Studio layouts.

=P You can edit article templates in Quark Publishing Platform Web Client the same way
you edit articles. Just check the template out, make your changes, and then check it
back in.

Editing articles in Quark Publishing Platform Web Client

To edit an article in Web Client, you must first check it out. Select the article and click

Check Out <. The article opens for editing in WYSIWYG view.

= If an article assignment includes a revision comment, the revision comment displays

when you check out the article.
To navigate to a different page, click the page preview in the Preview pane on the left.
To show or hide the page picture (if any), click Show/Hide Page Picture.

To change the view percentage, use the zoom control at the bottom right.

To show or hide the Article Components and Style Sheets palettes, use the buttons
at upper right.

BEEE
Show/Hide Component Palette (left) and Show/Hide Stylesheet Palette (right) buttons

=% You can also edit article templates in Quark Publishing Platform Web Client.

= Be sure to enable pop-ups for your Web browser. You can temporarily enable pop-ups,
or you can always enable pop-ups from Quark Publishing Platform Server. If you do
not enable pop-ups, you will not be able to paste text into articles while editing in
Quark Publishing Platform Web Client.

Editing text components
To edit a text component in Web Client, check out the article and then click the text
component. Alternatively, you can double-click the name of the text component in
the Article Components palette. A text-editing dialog box displays.
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Apply Close

Text-editing dialog box

In the page preview, bullets and numbers display normally. In the text-editing dialog
box, however, a generic bullet or number displays in place of a formatted bullet or
number. Also, bullets and numbering do not display in the text-editing dialog box
unless they have been applied to a paragraph using a paragraph style sheet.

If the tools do not display, expand the toolbar at the top of the text-editing dialog
box. The tools are as follows:

Click Undo K} to reverse a change.
Click Redo ¥ 4 to reverse an undo.

Click Find #4 to display the Find dialog box. Enter text in the Find what field. Check
Match case to find only instances of Find what text that matches the case you enter.
Check Match whole word to avoid finding Find what text included within larger
words (such as "the" in "other").

Click Replace %: to display the Replace dialog box. This dialog box includes the Find
what field, the Replace with field, the Match case and Match whole word check
boxes, and the Replace and Replace All buttons.

Click Select All =l to select all the text in the text-editing pane.

Click Copy 52 to copy selected text to the Clipboard. Depending on your browser
security settings, you might have to respond to a message before you can copy text to
your Clipboard.

Click Paste (& to display the Paste dialog box. Use Command/Ctrl+V to paste the text
from your Clipboard into the field.

Click Paste from Word & to display the Paste from Word dialog box, which provides
controls to prevent formatting inconsistency when you paste text copied from a
Microsoft® Word document. Ignore Font Face definitions is automatically checked
to prevent adding fonts when you paste text copied from Microsoft Word. Remove
Styles definitions is automatically checked to prevent the addition of Microsoft Word
styles to the style sheets defined in your Quark Publishing Platform workflow. You
can edit the pasted text in the dialog box before you click OK.

Click the appropriate icon to apply bold, italic, underline, strikethrough, subscript,
and superscript formatting to text.

A GUIDE TO QUARK PUBLISHING PLATFORM 10.5 | 165



WEB CLIENT

Click Insert Special Character £2 to display the Select Special Character dialog box
and enter a special character at the text insertion point. Click the character to insert
it.

Click Background Color % to display the Select Color dialog box and specify a color
for the text-editing pane background. For example, if you are editing text that is white
on a black background in the QuarkXPress project to which it is attached, you can

choose a dark background color so you can see the white text. See "Adjusting background
color for editing" for more information.

Click Rubi @ and Group Character [*9] to apply Rubi notation and create a group of
characters. See "Working with Rubi" and "Working with Grouped Characters" for more
information.

Click Note = to add a note. See "Using notes in articles" for more information.
Click Tracking k! to track changes to text.

Click Highlighting £l to highlight changes to text.

Click Accept Change &I to accept changes to text.

Click Reject Change & to reject changes to text.

To import text from a text file on your computer, Control+click/right click in the text
and choose Import Text from the context menu. You can import text with formatting
or as plain text.

If the Style Sheets palette is not displayed, click Show/Hide Stylesheet Palette & at
top right of the Quark Publishing Platform Web Client window. Use the Style Sheets
pane to apply paragraph and character style sheets to text.

If the Conditional Styles palette is not displayed, click Show/Hide Conditional Styles

Palette Ei. You can use the Conditional Styles palette to apply conditional styles to
text, but you cannot create, edit, or delete conditional styles. You can insert a

conditional style marker . into text using the Insert Special Character button 2.

If the Bullet, Numbering, and Outline Styles palette is not displayed, click Show/Hide

Bullet, Numbering, and Outline Styles Palette IZ. You can use the Bullet, Numbering,
and Outline Styles palette to apply bullets, numbering, and outline indents to text,
but you cannot view the bullets, numbering, and indents in the text-editing dialog
box. Also, you cannot add, edit, or delete bullet, numbering, and outline styles. To
view the results of applying bullet, numbering, and outline styles in the layout, click
Apply in the text-editing dialog box.

Editing picture components

To edit a JPEG, TIFF, or EPS picture component in Web Client, check out the article
and then click the picture component or double-click the picture component in the
Article Components palette. A picture-editing dialog box displays.
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Picture-editing dialog box
Use the arrow buttons to flip the picture horizontally or vertically.

Use the X% and Y% fields to scale the picture. The chain icon controls whether the
picture scales proportionally or not.

Click and drag to move the picture in the box. The X+ and Y+ fields display the picture's
origin relative to the upper-left corner of the box.

Use the field on the right to rotate the picture.

When you click Apply, the spread preview updates to display any changes you've
made.

You can also manipulate pictures by Control-clicking/right-clicking their components
in the page preview and choosing an option from the context menu:

¢ To replace a picture with a different picture, Control+click/right-click the picture's
preview and choose Replace from Server.

e To import a picture from the local hard disk, Control+click/right-click the picture
component and choose Import Picture.

e To scale a picture to fit its picture component, Control+click/right-click the picture
component and choose Scale Picture to Box.

e Toremove a picture from its picture component, Control+click/right-click the picture
component and choose Clear Picture.

=¥ You cannot edit assets that have been attached to a picture component with the App
Studio palette. For more information, see A Guide to App Studio.

Managing components

When you check out or create an article in Quark Publishing Platform Web Client,
you can add and remove components, and you can display the Component Properties
dialog box to confirm the Content Type and view or edit the Component Name and
Component Type. You must belong to a user role with the appropriate privileges.

1 Check out an article.

A GUIDE TO QUARK PUBLISHING PLATFORM 10.5 | 167



WEB CLIENT

2 Todisplay the Article Components palette, click the Show/Hide Component Palette

button &,
Article Components e
+ | B2 m
|i| DS Tag Line ~

Iﬂ DS Modes Title
|4 DS Medes Text
Iﬂ DS Title

| 4| DS Features Title

|4 | DS Features Text

[4] DS About Title -
|i| DS About Text

iﬂ DS Pricing

Article Components palette

To add a component, click New E.

The New Component dialog box displays. Enter a name in the Component Name
field, choose Text or Picture from the Content Type drop-down menu, choose a
component type from the Component Type drop-down menu, and then click OK.

New Component

Component Name: Body 2|

Content Type: Text =7

Component Type: Body 7

oK Cancel

New Component dialog box

To delete a component, select it in the Component palette, then click Delete El.

To view or change a component's properties, select it in the Component palette, then
click Properties .

Finding and replacing text in articles

To find and replace text with Quark Publishing Platform Web Client:

Click the box containing the text you want to edit. The text-editing dialog box displays.

If the tools do not display, expand the toolbar at the top of the text-editing dialog
box.

Click Find @,
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Find and Replace

Find A Replace

Find what: | Fing

[ IMatch case
[“IMatch whole word

Find tab of the Find and Replace dialog box

4 To locate text in an article, click the Find tab.

5 To replace text in the article, click the Replace tab.

Find and Replace

Find Replace

Find what: F._2_|.‘||:|-Z;'.-

Replace with: Replace All

[“IMatch case
[“IMatch whole word

Replace tab of the Find and Replace dialog box

Adjusting background color for editing

If a QuarkCopyDesk article contains white text, the white text will not display on a
white background in the Quark Publishing Platform Web Client text-editing dialog
box. You can change the background color of the text-editing dialog box, but the
background color you specify is only for editing. It does not apply to the
QuarkCopyDesk article.

To change the background color:

Click the box containing the text you want to edit. The text-editing dialog box displays.

If the tools do not display, expand the toolbar at the top of the text-editing dialog
box.

Click the Background Color button %. The Select Color dialog box displays.

Select a color, and click OK. The background color of the text-editing dialog box
updates.
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Changing text size for editing

If a QuarkCopyDesk article contains extremely large or small type, you can use the
Zoom In and Zoom Out controls in the text-editing pane toolbar to adjust the size
of display in the text-editing pane without changing the copyfit information.

=% The Zoom control in the WYSIWYG pane does not affect the font size in the text-editing
pane.

To change the size of text display:

1 Select an article in the list and click Check Out.

2 Click the text component you want to edit, or double-click its name in the Article
Components palette. A text-editing dialog box displays.

3 To reduce the size of the text display, click Zoom Out @ in the toolbar.

4 To increase the size of the text display, click Zoom In & in the toolbar.

Working with Rubi

Rubi text clarifies the meaning or pronunciation of base text. Base text can run vertically
or horizontally, and rubi text usually follows the direction of the base text. There are
two types of rubi text: mono rubi and group rubi. Mono rubi is rubi text that is associated
with a single character of the base text. Group rubi is rubi text that is associated with

more than one character of the base text. To specify rubi for one or more characters:

1 Select one or more characters for which you want to apply rubi.

2 (Click Rubi @@. The Rubi dialog box displays.

Rubi *

Rubi Text:

Base Text: IBM

oK Cancel

Use the Rubi dialog box to specify rubi for the selected base text.

3 Enter text in the Rubi Text field that clarifies the base text .

= The selected base text displays in the Base Text field. If you enter new text in this
field, the new text becomes the new base text.

4 Click OK. A Rubi icon displays in place of the base text in the text-editing pane.

5 Click Apply to update the display of base text and Rubi text in the WYSIWYG view
pane.
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= After you apply Rubi, you cannot view or edit the base text or Rubi text in the
text-editing pane. To edit the base text or Rubi text, click the Rubi icon and change
values in the Rubi Text and Base Text fields.

= You cannot apply Rubi to grouped characters.

= [f you click the Rubi button without selecting text, you can enter values in the Rubi
Text and Base Text fields.

Working with Grouped Characters

Use the Group Character control to create a group of horizontal characters, such as
Roman characters, within a vertical line of text. Grouped characters always display
horizontally and do not break at the end of a line. To group selected characters:

1 Select one or more characters.

2 Click Group Character [, The Group Characters dialog box displays.

Group Characters *

Group Character Text: IBEM

Scale: ' Horizontal I#-! 100%

Track/Sending Amount: |0

0K Cancel

Specify scaling and character spacing in the Group Characters dialog box.

3 Choose Vertical or Horizontal from the Scale drop-down menu and enter a value
between 25 and 400 percent in the field to the right of the Scale drop-down menu.

4 If you want to change the character spacing for the grouped characters, enter a value
in the Track/Sending Amount field.

=$ The range for tracking values is between -500 and 500. The range for sending values
is between 0.353mm and 50.8mm, but if you specify a value beyond the range and
your measurement unit preference is not millimeters, the range displayed in the alert
indicates your measurement unit preference.

5 Click OK.

= Group characters in horizontal stories do not display scaling or character spacing, but
the characters remain as a group if text reflows.

= After you create grouped characters, the Group Character icon replaces the text in

the text-editing pane. To edit the text, click the Group Character icon and change
the text in the Group Character Text field.
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= If you click the Group Character button without selecting text, you can enter base
text in the Group Character Text field.

Using notes in articles

If you have the privileges, you can create, edit, and delete notes in articles with Quark
Publishing Platform Web Client.

e To create a note, place the text insertion point where you want to enter the note and
click the Note icon. Enter text in the note window and click OK.

e To convert text into a note, select the text and click the Note icon. When you click
OK to close the note window, the text is replaced with a note icon.

e To open a note, click the Note icon in the text editing window. The note window
displays with the note author's name and the date and time the note was created.

¢ To close a note, click the close box in the note window.

To delete a note, place the text insertion bar to the right of the note icon and press
Delete/Backspace.

w=p If you select a range of text that contains a Note icon and start entering characters,
the text (including the Note icon) is replaced by the characters you enter, and the note
is removed.

Editing projects in Quark Publishing Platform Web Client

To edit a project in Web Client, you must first check it out. Select the project and click
Check Out &. The project opens for editing. If the project contains multiple Print,
Interactive, and/or App Studio layouts, you can choose which one you want to work
on.

= You can edit both attached and in-line articles within projects in Quark Publishing
Platform Web Client. To edit an attached article while editing a project, check out the
attached article using the Check Out button in the Article Components palette.

For more information on editing content in Quark Publishing Platform Web Client,
see "Editing articles in Quark Publishing Platform Web Client."

=% You can edit only Print and App Studio layouts.

= You cannot edit articles that a layout artist has added interactivity to with the App
Studio palette.

Callouts in Quark Publishing Platform Web Client

If you use Web Client to open an article or project with a component that includes a
callout anchor, the callout is visible only in the page picture. Its content cannot be
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edited in Web Client. You can delete or reposition callout anchors, but you cannot
create, cut, copy, or paste them, and you cannot apply callout styles to them. Also,
you cannot associate a callout with a callout anchor, and you cannot release a callout
anchor from a callout.

Checking in Other files

You can use the Check In Other feature in Quark Publishing Platform Web Client to
check in assets.

1 Click Check In Other.

2 On the Windows platform, a drop-down menu displays the options: Check In File
and Check In Folder (Check In Folder option is in QPP client Only). Click Check In
File.

3 The Check In Other dialog box displays.

4 Click Choose File/Browse. A dialog box displays for you to select an article, project,

picture, or other asset.

5 Select a file and click Choose/Open. If you are using a Web browser that supports
HTML 5, you can select multiple files.

6 Click OK to display the Check in dialog box. The Check in dialog box displays. If
Quark Publishing Platform server recognizes the file type, the appropriate content type
is selected automatically. If Quark Publishing Platform does not recognize the file type,
the content type is listed as Asset.

7 Specity a collection, workflow, and other asset attributes in the Check in dialog box.

8 Click OK to check in the asset.

=P You can also add assets to Quark Publishing Platform by dragging them from the file
system to the Collections tree or the Search Results pane.

Editing Other Files

You can use Quark Publishing Platform Web Client to check out any type of asset .
You can then use a third-party application to edit the asset. When you're finished,
you can check it back in with Quark Publishing Platform Web Client.

= [f you use Internet Explorer on Windows to check out an asset, you can choose a
location for storing the checked-out file. If you use Safari on Mac OS or Mozilla Firefox
on either platform, the checked-out file is stored in the location specified for
downloaded files.

= [f you use Quark Publishing Platform Web Client to check in an asset that has been

edited with a third-party application, you must browse to select the file during the
check-in process.
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Deleting, duplicating and getting a local copy of an asset

You can delete, duplicate and get a local copy of an asset using Quark Publishing
Platform Web Client. Your preference settings determine how the process for
checked-out and attached assets works.

Deleting an asset

To specify how Quark Publishing Platform Web Client responds when you attempt to
delete checked-out assets and assets referenced by other assets, use the Checked-out
Assets and Referenced Assets drop-down menus in the Asset Deletion Options area
of the respective Preferences dialog box. The controls are identical for both options.
Choose Delete Asset Without Warning to delete checked-out or referenced assets
without displaying a warning. Choose Never Allow Deletion to prevent the deletion
of checked-out or referenced assets. Choose Ask Before Deleting to display an alert
so you can decide each time you delete a checked-out or referenced asset.

To delete an asset:

1 Select the asset and right-click to bring up the context menu.
2 Click Delete Asset from the menu.

3 A dialog box displays for you to confirm the deletion. Click Ok to delete the asset, or
Cancel to cancel the delete.

= [f the selected assets are checked out or attached, the delete process continues according
to your preference settings.

= You can select multiple assets and delete them all at the same time.

Duplicating an asset
To duplicate an asset:
1 Select the asset and right-click to bring up the context menu.

2 Click Duplicate Asset from the menu.

The asset is duplicated with Copy appended to the asset name. The original asset's
references are applied to the duplicated asset.

=% You can select multiple assets and duplicate them all at the same time.

Getting an asset

To get a local copy of an asset:

1 Select the asset and right-click to bring up the context menu.

2 Click Get from the menu.

A local copy of the asset will be downloaded to your system.

=¥ You can select multiple assets and get them all at the same time. If you get multiple
assets, a zip file of all the selected assets will be downloaded to your system.
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Using the Web Client Preview pane

The Preview pane on the right side of the screen works like the Preview pane in the
Workspace Browser window, except the tabs at the bottom of the Web Client version
of this pane do not display as much information as they do in other Quark Publishing
Platform clients. For more information, see "Preview pane."

Setting Quark Publishing Platform Web Client preferences
You can specify preferences for preview and style sheet displays and default horizontal
and vertical measurement units. To specify preferences:
1 Click Preferences. The Preferences dialog box displays.

2 Click the General tab.

Preferences *®
General Measurements
Default Editor Background Color | #fFFFFF 7

gshow Page Picture in Editing Window
|_| Show Status Color around Thumbnails

Asset Deletion Options

gGIobal Warning: Always Warn Before Deleting Any Asset

Checked-out Assets: | Ask Before Deleting + |
Attached Assets: [ Ask Before D.e.le.f:-i-n.g +]
QK Cancel

Use the General tab in the Preferences dialog box to specify display preferences in the
Quark Publishing Platform Web Client window.

3 To specify a default background color for text editing, enter a hexadecimal description
of that color in the Default Editor Background Color control or choose a color from
the drop-down menu.

4 To show QuarkCopyDesk article page pictures by default, check Show Page Picture
in Editing Window.

5 To display status colors as a border around asset previews, check Show Status Color
around Thumbnails.

6 To display a warning when you delete a Quark Publishing Platform asset in Quark
Publishing Platform Web Client, check Global Warning: Always Warn Before Deleting
Any Asset.

7 To specify how Quark Publishing Platform Web Client responds when you attempt
to delete checked-out assets and assets attached to QuarkXPress projects, use the
Checked-out Assets and Attached Assets drop-down menus in the Asset Deletion
Options area. The controls are identical for both options.

8 To specify measurement units, click the Measurements tab.
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Preferences X
General Measurements
Horizontal Units: '"In.-ﬁhe.s ?j
Vertical Units: Inches ?j
6].4 Cancel

Use the Measurements tab in the Preferences dialog box to specify measurement units
to display in the Quark Publishing Platform Web Client window.

9 Choose one of the following options from the Horizontal Units drop-down menu:
Inches, Inches Decimal, Picas, Points, Millimeters, Centimeters, Ciceros, Agates,

or Q.

10 Choose one of the following options from the Vertical Units drop-down menu: Inches,
Inches Decimal, Picas, Points, Millimeters, Centimeters, Ciceros, Agates, or Q.

11 Click OK.
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Script Manager

A script is a set of commands written in an interpreted language to automate certain
application tasks. You can use server-side scripts with Quark Publishing Platform Server.
The Quark Publishing Platform Script Manager application allows you to manage
automated scripts that perform actions without requiring another Quark Publishing
Platform application or user intervention. Script writers can access almost all Quark
Publishing Platform Server services through the Quark Publishing Platform Script
Manager interface, including all Data Transfer Objects (DTOs) and Java™ Message
Service (JMS) messages.

Scripts can initiate actions based on Quark Publishing Platform events, a predefined
schedule, or a user's single click. Your Quark Publishing Platform installation includes
sample scripts that you can import into Quark Publishing Platform Script Manager.

For example, you can import a sample script called "PublishAssetOnStatusChange.js"
that automates the steps required for creating PDFs from QuarkXPress projects when
the Quark Publishing Platform status changes.

The Quark Publishing Platform Server comes pre-configured with two scripting engines:
JavaScript™ (using Rhino) or Groovy (a scripting language for Java Virtual Machine
environments). However, you can write scripts in any language that is supported by
Apache Bean Scripting Framework (BSF), and you can plug the corresponding scripting
engine into the Bean Scripting Framework.

Quark Publishing Platform Script Manager configuration

After you install Quark Publishing Platform Server, look for the "ScriptManager" folder
in the Quark Publishing Platform Server application folder (also in the Quark Publishing
Platform installation). This folder contains "Quark Publishing Platform Script
Manager.app" (Mac OS) or "ScriptManagerStartup.bat "(Windows), a folder of sample
scripts, and (after you log on with Quark Publishing Platform Script Manager) a log
folder with incremented versions of "Quark Publishing PlatformScriptManager.log" to
report runtime errors and warnings. On Windows, the "ScriptManager" folder also
contains Java archive files (JAR files).

Sample scripts are provided in the "ScriptManager" folder.
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Working with Quark Publishing Platform Script Manager

The Quark Publishing Platform Script Manager user interface includes commands for
creating, importing, exporting, and editing scripts for Quark Publishing Platform
Server. In addition to writing and editing scripts with Quark Publishing Platform Script
Manager, you can execute scripts manually, schedule scripts to run at certain times,
or define Quark Publishing Platform events that trigger scripts, such as the first check-in
of an asset.

When you are logged on with Quark Publishing Platform Script Manager, you can
view saved scripts and individual script information by double-clicking the Quark
Publishing Platform Server folder icon at the top of the Stored Scripts column.

=p The "PublishAssetOnStatusChange" script in the illustration below had already been
imported and saved.

enon QPP Script Manager
OIF(m | Xi|ufea):2|C|¥ =R 0 K
Stored Scripts All Seripts
'J Script Name Script Execution Schedule/Event Script Execution St. Error Description Last Execution Time
PublishAssetOnStatusChange PublishAsse... Manual N/A NOT_RUN N/A N/A

Double-click a script listed in the Stored Scripts column to view it. When a script
displays, many Quark Publishing Platform Script Manager menu commands are
available from the toolbar at the top of the window.

QPP Script Manager - PublishAssetOnStatusChange (javascript)

800
D= [ X[ ]3] [S]e]8 [B]@] [0]Q
Stored Scripts Scrips Consant

1 localhost PublishAssetOnstatusChange 7|

//1mg packa
importPackage(Packages. java.lang) ;
importPackage(Packages. java.io) ;
importPackage(Packages. java.util);
Pack X

importP. service

in given status, it should be published.

var assetId = ASSET.get (DefaultMessagePropertyNames.OBJECT ID);

vice Facades
= runtimeBeanManager.lookupBean( "p:

//peclare gep
var publishFac.
var

Result (From Server)

Use Quark Publishing Platform Script Manager to automate Quark Publishing Platform
Server functions, such as the "PublishAssetOnStatusChange" sample script.

Logging on with Quark Publishing Platform Script Manager

You must log on before you can create or edit a script for Quark Publishing Platform
Server.
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1 Double-click "Quark Publishing Platform Script Manager.app" (Mac OS) or
"ScriptManagerStartup.bat" (Windows).

[-Nals) Log On
o Quark Publishing Platform
User Name: \ |
Password:
Server Name: v 161400
Protocol (*) HTTP () HTTPS
| LogOn || Cancel |

Log on to your Quark Publishing Platform Server to use Quark Publishing Platform Script
Manager.

2 Enter your user name, password, and Quark Publishing Platform Server name, then
click Log On.

Creating a script

You can write scripts with Quark Publishing Platform Script Manager, import Quark
Publishing Platform sample scripts for editing and execution, or import other scripts
for editing and execution.

1 To write a new script, choose File > New > javascript or File > New > groovy.

RICE Edit View QPS Help

B2 javascript [,
= Save ®S £ groovy
Save as... 1 #S

> Delete

g3 Import...
£ Export...

Exit

Use the New submenu to create a script in Quark Publishing Platform Script Manager.

A new tab displays in the Quark Publishing Platform Script Manager window, and the
script name displays in the Stored Scripts list on the left side of the Quark Publishing
Platform Script Manager window.

= Although you can create and modify scripts with the Quark Publishing Platform Script
Manager application, most script writers use a separate authoring application for writing
JavaScript or Groovy scripts. Consult your script authoring software documentation
to learn about structuring JavaScript or Groovy scripts.

2 Choose File > Save to retain your work as you write your script.

= Saving a script transmits the script content to Quark Publishing Platform server where
it is saved. A new or imported script is not added to Quark Publishing Platform until
it is saved.
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Importing a script
You can use File > Import to import JavaScript or Groovy scripts in Quark Publishing
Platform Script Manager. Your Quark Publishing Platform Server installation includes
sample scripts that you can import, edit, and execute.

1 Choose File > Import.

000
<|r|l3E]= i || % - || G javascript r Q
FAVORITES r [ axisz * BusDocQxpCheckin.js
= » 3 log ' CheckinAsset.js
= All My Flles irver.plist #® QPP Script Manager ' CheckinNewAsset.js
Al [ (L] sample Scripts > CheckOutAsset.js
2] Desktop L ServerNames.scm " DeliverAsset.js
Iﬂl [Fsi L - functions.js
) " GetAssetHighres js
© Downloads » " GetAssetMetadata.js
EI Movies L GetSaveds...hResults.js
17 Music » “ PublishAn...yCheckin.js
- L ~ PublishAn...verByMail.js
(5 Pictures ) ' PublishAssetjs
SHARED L _ PublishAss...sChange.js
L QppFunctions.js

1 ”
£ akhorana-iMac ! © UpdateAssetMetadata js
5 amsrivastava-mac... | installer

1 Anil's iMac (3) '

[1 Arun Bharti's iMac (2)

.
£ Atul's Mac mini 'ommand
1 Automation_iMac_. 4

. nand

2] Automation-iMac-... "%
anologies »
22 Al )
DEVICES .

\4 Mountain Lion
171 10.6.7 Client

| Cancel . Open

You can find Quark Publishing Platform sample scripts in the "javascript" folder in the
"Sample Scripts" folder.

2 Navigate to the "javascript" folder, select a script, and click Open.

ana QPP Script Manager - Publi hange (avascript)

Ofd[=[x] [m]a] [2]e]s [m][e] o]

Stored scripts Script Coment Trigger ...
_Hflncsz— € PublishAssetOnStatusChange :| |

v
€1990-2012 Quark, Inc. All rights reserved.

script Name:

Assetonstatuschange

objecti
eript ¥il1 publish an asset on status change. The chan
le generated will have same name as the that of QXP ¥

pped for that content type will be usec
1 desired format as extension.

Prerequ

pt should be configured as event bas th "OBJECT TYPE" as ASSET
CHAN GED.

d status yalue far an assee o be published.

where published output is to be retrie

channels for a content type

ort the required packages
mmnpackaqemacxages java.lang);
importPackage (Packages . java. i0) ;
H mmnpackaqmEacxaqes.]ava.ucm,
gpp. core.messaging. servi nstants);

/name of the status, such that when an asset is in given status, it should be published.
var statusName = "Publi:

pestination folder for
var destinationFolder =

var assetId = ASSET.get (DefaultMessagePropertyNames.0BJECT_ID);

//Declare GPP Service Facades
var publishFacade = runt imeBeankanager . lookupBean| "¢
runt

Result (From Serven)

The Stored Scripts area lists open scripts in Quark Publishing Platform Script Manager.
3 Scroll through the script to view the variables and structure.

4 Choose File > Save to save the script.

= The script you imported remains unchanged, but you must save the imported script
in Quark Publishing Platform Script Manager.

180 | A GUIDE TO QUARK PUBLISHING PLATFORM 10.5



SCRIPT MANAGER

Deleting and exporting scripts

You must log on and open a script in Quark Publishing Platform Script Manager before
you can export or delete it.

1 Double-click the script name in the Stored Scripts list on the left side of the Quark
Publishing Platform Script Manager window (or click the Script tab in the Script
Content area).

2 To delete a script, select it and choose File > Delete or click the Delete icon in the
Quark Publishing Platform Script Manager toolbar. A warning message allows you to
cancel the deletion.

3 To generate a standalone script file, select it and choose File > Export, or click the
Export icon in the Quark Publishing Platform Script Manager toolbar.

4 Enter a name for your exported script and click Save.

Writing, editing, and triggering a script

To automate a process, you need to write or import a script that directly uses services
and data provided by Quark Publishing Platform Server to perform required tasks. All
Quark Publishing Platform Server objects are accessible to the script, and operations
as defined in the Quark Publishing Platform Server API can be invoked to produce
required results. To use the script, you must save it first while logged on to Quark
Publishing Platform Server.

= Whether your execute a script manually or according to schedule or Quark Publishing
Platform event, the script is executed on the Quark Publishing Platform Server computer.
Not all of the Quark Publishing Platform Console output displays in the Quark
Publishing Platform Script Manager Result window. Only the final result or error
returned by the script execution displays in Quark Publishing Platform Script Manager.

Accessing Quark Publishing Platform Server objects
You can use the RuntimeBeanManager to access Quark Publishing Platform Server
objects. By default RuntimeBeanManager is a declared bean from Bean Scripting
Framework (BSF), which makes it directly available to scripts. You can use the lookup
method to access any server object.

The sample script text below demonstrates how to access server objects.

var assetFacade = runtimeBeanManager.lookupBean("'restAssetFacade')
var queryFacade = runtimeBeanManager . lookupBean("'queryFacade')

Loading a script in a script
You can use a load(.) method in Quark Publishing Platform Script Manager to add an
existing script to another script. Loading a script includes the entire script within the
current script so that its variables and methods can be used. Specifying "load(S1)" loads
a script named S1. Specifying "load(S1, S2, Sn)" loads scripts named "S1," "S2," and

"Sl’l."
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Quark Publishing Platform Script Manager includes two sample scripts that contain
common functions for Quark Publishing Platform and QuarkXPress Server Manager
("QppFunctions.js" and "QxpsmFunctions.js"). You can save time by importing and
loading these sample scripts.

Logging and debugging scripts
The following functions are helpful methods for logging details in scripts. The log
level set for Quark Publishing Platform Server determines whether log comments are
logged or not.

e print(.)
Prints string values of the variable arguments. The printing occurs on the server
standard output. For example, you can specify print(*'"Hello™) orprint(argl, ...,
argN).

e debug(.)
Logs a debug comment in the Quark Publishing Platform Server log file.

e info(.)

Logs an informative comment in the Quark Publishing Platform Server log file.

e warn(.)
Logs a warning comment in the Quark Publishing Platform Server log file.

e error(.)
Logs an error comment in the Quark Publishing Platform Server log file.

e exception(.)
Logs an exception in the Quark Publishing Platform Server log file. For example:

{

//do something
}

catch (err) {
exception(err);
}

Using utility methods in scripts

Use the following methods to read URLs and to run, spawn, and synchronize functions.

e readUrl(.)
Opens a connection to the given URL, reads all its data, and converts the data to a
string using specified character encoding or default character coding (if an explicit
coding argument is not provided). For example, readUr 1 (url) or readurl(url,
charCoding).

e runCommand(.)
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Executes the specified command with the given argument and options as a separate
process and returns the exit status of the process. For example, runCommand (command)
or runCommand(command, argl, ..., argN).

spawn(.)
Runs a given function or script in a different thread. For example, function g()
{//do something;) or spawn(g);.

sync(.)
Creates a "synchronized" function (a java synchronization method) from an existing
function. The new function synchronizes on the "this" object of its invocation.

var o = { f: sync(function(x) {
print(entry");

Packages. java.lang.Thread.sleep(x*1000);
print(Mexit");

P3;

Triggering a script

Quark Publishing Platform Script Manager scripts can execute in three ways. You can
run a script manually from within Quark Publishing Platform Script Manager, you can
schedule a script to execute at specific intervals, or you can specify events that occur
within a Quark Publishing Platform workflow that "trigger" the script.

Display the script in the Script Content area of the Quark Publishing Platform Script
Manager window.

Save the script.

Click the Trigger button on the right side of the Quark Publishing Platform Script
Manager window. The Script Execution dialog box displays.

8 .00 Script Execution

Scriptiiame ChecklnAsset

G) Manual
By clicking this option you agree to run the script manually
_ Schedule Based
Once October 31, 2012 || 03:07 PM | *
Reritriing Every 5 mins =] [oz.07p0 [F
() Event Based

Object Type ARTICLE

Change Type ALL

Use the Script Execution dialog box to manually execute a script, schedule a script
execution, or define a Quark Publishing Platform event to trigger the script.

4 To execute the script, click Manual, and click OK. The script executes.
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To schedule a script to execute once, click Schedule Based, check Once, then choose
a date and time. The script will execute at the scheduled time.

To schedule a script to run at regular intervals, click Schedule Based, check Recurring,
then specify the intervals.

To specify a Quark Publishing Platform event that triggers the script, click Event Based
and choose an option from the Object Type drop-down menu. The options in the
Change Type drop-down menu change according to your Object Type drop-down
menu choice.

Choose an option from the Change Type drop-down menu, then click OK.

Quark Publishing Platform event-based script example

The sample script below is triggered to publish and deliver a PDF version of an asset
to a particular location when the asset's status is changed. In this case, the Object
Type is called "ASSET" and the Change Type is "ASSET_CHANGED".

The whole script needs to replaced by following content:
importPackage(Packages. java.lang);

importPackage(Packages.java.io);

importPackage(Packages.java.util);
importPackage(Packages.com.quark.gpp.core.messaging.service.constants);

//name of the status, such that when an asset is in given status, it should
be published.
var statusName = "Publish™;

// Destination folder for published content
var destinationFolder = "E:/target";

var assetld = ASSET.get(DefaultMessagePropertyNames.OBJECT_ID);

//Declare QPP Service Facades
var publishFacade = runtimeBeanManager . lookupBean(*'publishFacade™);
var assetFacade = runtimeBeanManager . lookupBean(*'restAssetFacade™);

/*Map of content types and publishing channel ids.

Depending upon the asset"s content type, corresponding publishing channel
will be considered

*/

var publishingChannelsMap = {"QuarkXPress Project":"gxpPdf®, "Business
Document” : "busDocPdf"};

/*

Channel parameters for publishing channel with id : gxpPdf
*/

var parametersForQxpPdf = new java.util_HashMap();
parametersForQxpPdf.put("'SPREAD_VIEW", "FALSE");

/*
Channel parameters for publishing channel with id : busDocPdf
*/

var parametersForBusDocPdf = new java.util_HashMap();
parametersForBusDocPdf.put(*'XSL_URI", "classpath:BusDoc2QXPS.xslt");
parametersForBusDocPdf.put(*"QXP_TEMPLATE_URI", "‘classpath:BLTEMP.qgxp™);

/*

Map of publishing channel id and publishing parameters

*/

var parametersMap = { "gxpPdf" : parametersForQxpPdf, “busDocPdf*
parametersForBusDocPdf};

//Declare a string buffer
var stringBuffer = new StringBuffer();

//names of the attributes to be fetched
var attributes = ["Name', "Status', "Content Type'];

var assetInfo = assetFacade.getAsset(assetld, null/*majorVersion*/,
null/*minorVersion*/, attributes,

false/*get child asset relations */,

false /* get parent asset relations*/,

[1/*Relation types*/,
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null /*Rendition Type */,
null /* Output stream*/,
null /*layout number*/, null/*page number*/);

var attributesList = assetInfo.getAttributeValueList().getAttributevalue();

var assetName =
var currentStatus = "";
var contentType = """

for(var i = 0; i<attributesList.size(); i++){

var attributeValue = attributesList.get(i);
if(attributeValue.getName() .equalslgnoreCase(""Name'™)){
assetName = attributevValue.getValue();

3
if(attributeValue.getName().equalslgnoreCase(*'Status')){
currentStatus = attributeValue.getvValue();

if(attributeValue.getName() .equalslgnoreCase("'Content Type')){
contentType = attributeValue.getValue();

}

//1In case the asset is in desired status
if(currentStatus.equalslgnoreCase(statusName)){

try{
var pdfFile = new File(destinationFolder + "/"+ assetName+".pdf');

var fileOutputStream = new FileOutputStream(pdfFile);

//get publishing channel id on the basis of content type
var publishingChannelld = publishingChannelsMap[contentType];
var publishingChannelParameters = parametersMap[publishingChannelld];

publishFacade.publishQPPResource(assetld, fileOutputStream,
publishingChannelld, null /* Since we want to publish the given asset, hence
delivery channel is null*/,

publishingChannelParameters);

stringBuffer.append(""\n"+assetName+" has been published as PDF at location
"+destinationFolder);

}catch(exception){

stringBuffer.append("'Error while publishing the asset with name :
"+assetName+'"\n"");

stringBuffer.append(exception);

rinally{
if(fileOutputStream !'= undefined){

fileOutputStream.close();

}
Yo )
stringBuffer.toString();

Executing a script manually

Even if you define a Quark Publishing Platform event to trigger a script or schedule
the script execution, you can execute a script manually at any time.

1 Display the script in the Script Content column.
2 To execute a script, choose QPP > Execute or click the Execute button.

3 To execute a specific function of a script, choose QPP > Execute Parameter. The
Execute Parameters dialog box displays.

4 Enter a name in the Method name field, specify parameters (you can add and delete
parameters), and click OK to execute the specific parameter(s).
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Privileges

When you specify privileges for a role, you are defining the commands available to
the members of that role for the selected Quark Publishing Platform application. When
the members of a role do not have the privilege to perform a task, the command will
be unavailable or hidden. To specify privileges, log in to the Quark Publishing Platform
Web Admin interface at http://[IP address of Platform Server
computer]:61400/admin and then click Roles and Privileges on the left.

There are two types of privileges:

¢ Content Privileges: These privileges control the way that users interact with content.

Contemt Privileges Apphcat ion Previleges

- InCopy Assignment

i:nl:up'.- Dacummenk

P inCopy Document Template

87 Mecresoft Excel

A7 Mucresoft Excel Templabe

0¥ | Microsoft PowePoint

B Mecresoft PowerPoint Template
B Mecresolt Word

@ Mucrosoft Word Template

lﬁ: Plain Text

e hssat [ A
28] Document d ¢ General
h App Studio Package o Chack In M
B L ¥ Chick Oub Assets Assigned to Other Users

o Overricle Another User's Checkout

+| Duplic ate

o Delete

o Preview

< View All Revisons

o Rt to provious wersion

| Regd-only Cheeck Out or Geet Assets Assigned o Other Users
+ Change Checked-in Saset Name

+ Check In &sset wathout Displaying the Check In Dislsg Box
1 Enable Asset Srchiving

El Quark AVE Package ¥\ Get Original Assets

9 QuarkCnpyDesk Aitiele 2 7] Edit Apibates
L} QuarkCopyDesk Article Template < Edit Wormal Access Fields of Asset{s) Rowted to the User
'ﬂ-\, Fich Test + Edit Hormal Access and Limited Acoess Felds of Assebs) Rowted to the U
&) wpress Tags F1 Edit Mormal Access Fields of Asset{s) Rowted to Other Lisers
=||..'_j Layaut Resouncé | Edit Rormal Acoess snd Limited Access Falds of Astetis) Rowted to Other|
] L Library o Change Collection of Checked-in Asset
= Media ¥ Change Warkflow of Checked-in Asset
= & Picture
[ Project

= L : v

Different content privileges are available for different asset types, and privileges may
work differently depending on which asset type is selected.

e Application Privileges: These privileges control the application features that are
available to users.
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Content Privileges | Application Privileges

= A

= [¥] Administration
@[] Attributes
(V] Redlining
=[] Users and Groups
#[V] Drop-down Menu Attribute Lists
®[¥IRoles
(] System Monitoring
=[] Storage
=[] Replication
=[] Workflows
(V] Content Types
@[] Forms
@ [V] Relations

= [¥] Workspace

[¥] Live Preview

V] Collections
#[¥] Collection Templates
V] Searches

Content privileges

Content privileges are generally related to the degree and type of access that users
have to content.

Content privileges: General

This section includes general privileges.

e Check In New: Role members can check in new articles, projects, pictures, and other
assets.

¢ Check Out Assets Assigned to Other Users: Role members can check out articles,
projects, pictures, and other assets that are assigned to other users.

e Override Another User's Checkout: Role members can check out articles, projects,
pictures, and other assets that are checked out by another user. For example, if a user
has an asset checked out and you have the privilege to override a checkout, you can
select the asset, press Option/Alt, and click Check Out on the Quark Publishing
Platform Workspace toolbar. A message informs you that the asset is checked out by
a specific user. If you continue with the override checkout, the other user will receive
notice as well. The other user cannot check the asset in unless he or she renames it
(and has the privilege to check in new assets). The new asset is a separate asset, unrelated
to the original.

e Duplicate: Role members can duplicate articles, projects, pictures, and other assets.
¢ Delete: Role members can delete articles, projects, pictures, and other assets.
e Preview: Role members can preview articles, projects, pictures, and other assets.

e View All Revisions: Role members can view all revisions of articles, projects, pictures,
or other assets within the collections to which the user belongs on Quark Publishing
Platform Server.

¢ Revert to Previous Version: Role members can revert articles, projects, pictures, and
other assets to previous versions.
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e Read-only Check Out or Get: Assets Assigned to Other Users: Role members can
copy read-only versions of articles, projects, pictures, and other assets. Users can retrieve
copies of assets from Quark Publishing Platform Server without checking out the assets.

e Change Checked-in Asset Name: Role members can change the names of checked-in
assets that are assigned to other users.

¢ Check In Asset without Displaying the Check In Dialog Box: Check this box to
enable users to bypass the Check In dialog box by pressing Option/Alt while clicking
Check In Asset.

¢ Enable Asset Archiving: This privilege allows users to archive Quark Publishing
Platform assets.

e Get Original Assets: Role members can get the original version of assets.

e Publish: This set of privileges lets you control whether role members can publish in
the various formats supported by Quark Publishing Platform.

Content privileges: Edit Attributes

This section includes several privileges that you can enable or disable for attributes
assigned to each Quark Publishing Platform file type. When you create attributes, you
can specifically limit their access to users who have the privilege to edit normal- and
limited-access attributes by checking Limited Access in the Create Attribute dialog
box. Users with the privilege to edit only normal-access fields cannot edit limited-access
attributes. For example, members of the "Editors" role may have access to a limited
attribute, such as "Editor's Approval." But members of the "Writers" role may not be
able to edit the field because they only have the privilege to edit normal-access fields.
The privileges include:

¢ Edit Normal Access Fields of Asset(s) Routed to the User: Role members can edit

Normal Access attributes for articles, projects, pictures, and other assets routed to them.

e Edit Normal Access and Limited Access Fields of Asset(s) Routed to the User: Role
members can edit Normal Access and Limited Access attributes for articles, projects,
pictures, and other assets routed to them.

e Edit Normal Access Fields of Asset(s) Routed to Other Users: Role members can edit
Normal Access attributes for articles, projects, pictures, and other assets that are routed
to another user.

e Edit Normal Access and Limited Access Fields of Asset(s) Routed to Other Users:
Role members can edit Normal Access and Limited Access attributes for articles, projects,
pictures, and other assets that are routed to another user.

¢ Change Collection of Checked-in Asset: Role members can move a checked-in asset
to a different collection.

e Change Workflow of Checked-in Asset: Role members can move a checked-in asset
to a different workflow.

Content privileges: Publish

This section includes several privileges related to publishing.

e PDF: .
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e ePub: .

Content privileges: Job Jackets

This section includes several privileges that control whether role members can override
Job Jackets features.

e Override Default Job Jackets File or Job Ticket Template: Role members can use a
Job Jackets file or Job Ticket that is not the default.

e Override Layout Evaluation Rules While Checking In a Project: Role members can
check in a project even if it fails layout evaluation.

¢ Override Layout Evaluation Rules While Printing a Project: Role members can print
a project even if it fails layout evaluation.

Content privileges: Edit Redlining

Use these privileges to control whether users can accept and reject changes, as well as
whether they can enable and disable redline change tracking.

e Accept and Reject Changes (Selected/Displayed/All): Role members can accept and
reject redlining changes.

¢ Enable/Disable Tracking: Role members can turn redline tracking on and off.

Content privileges: Article Components

This section includes several privileges related to article components.
* Drag and Drop Components to Form Primary Attachments Only: Role members
can drag and drop components to create primary attachments only.

¢ Drag and Drop Components to Secondary Attachments: Role members can drag
and drop components to create secondary attachments.

e Override Primary Attachment of Components: Check this box to enable users to
press the Shift key while attaching an article component that is already a primary
attachment. This creates a new primary attachment.

¢ Enable Drag and Drop for Components across Collections: Check this box to enable
users to attach article components to projects in different collections.

¢ Detach Components from Projects: Check this box to enable users to detach a
component from a project.

e Add Components to Articles: Role members can add components to articles.
¢ Delete Components from Articles: Role members can delete components from articles.

¢ Rename Components and Change Component Types: Role members can rename
components and change their component types.

e Retain Local Resources During Article Check-in: Role members can keep local
resources associated with an article after the article is checked in.

Content privileges: Edit Pictures

Use the controls in this area to enable users to manage picture attachments.
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e Drag and Drop: Role members can drag and drop pictures from the Workspace
Browser window into a layout.

¢ Enable Drag-and-drop for Pictures across Collections: Check this box to enable
users to attach pictures to projects in different collections.

e Detach Pictures from Projects: Check this box to enable users to detach a picture
from a project.

e Modify Picture Placement Properties: Role members can change the properties of
imported pictures.

¢ Replace or Clear Picture: Role members can replace or remove imported pictures.

Content privileges: Editing
These privileges specify how role members can format text.
e Edit Text: Members of the role can edit text in checked-out articles.

¢ East Asian Typography Features: Members of the role can use East Asian typographic
features.

e Paragraph Formats: This section includes privileges for applying paragraph formatting.

¢ Character Formats: This section includes privileges for applying character style sheets
and certain character attributes (bold, italic, underline, superscript, subscript, and
strike-through).

¢ Notes: This section includes privileges for creating and editing notes, as well as editing
and viewing notes created by other users.

Application privileges

Application privileges are generally related to the degree and type of access that users
have to application features.

Application privileges: Administration
The following privileges apply to workflow and file management.
e Attributes: This section includes three privileges to view, create and modify, and delete
asset attributes.

¢ Redlining: Use these privileges to control whether users can accept and reject changes,
as well as whether they can enable and disable redline change tracking.

e Users and Groups: This section includes privileges to view, create and modify, and
delete users and groups of users. You can also manage users imported from a
Lightweight Directory Access Protocol (LDAP) list.

e Drop-down Menu Attribute Lists: This section includes three privileges to view, create
and modify, and delete lists that you can include in drop-down menu attributes.

¢ Roles: This section includes three privileges to view, create and modify, and delete
roles.
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e System Monitoring: This section includes three privileges to view the system monitor,
log off users, and shut down Quark Publishing Platform Server.

e Storage: The storage function allows you to specify locations for Quark Publishing
Platform Server to store assets, as well as rules for each kind of file type.

e Repositories: This section includes three privileges to view, create and modify,
and delete storage repositories.

* Storage Rules: This section includes three privileges to view, create and modify,
and delete locations for storing different file types.

e Workflows: This section includes privileges to view, create/modify, and delete
workflows.

e Content types: This section includes privileges to view, create/modify, and delete
content types.

e Forms: This section includes privileges to view and modify forms.

¢ Relations: This section includes privileges to view, create/modify, and delete
relationships.

Application privileges: Workspace
The following privileges apply to the Quark Publishing Platform workspace.

e Collections: This section includes privileges to create, delete, duplicate, move, copy,
browse, and modify collections.

¢ Collection Templates: This section includes privileges to create, delete, duplicate,
move, and copy collection templates.

e Searches: This section includes privileges to create/modify, share/unshare, and delete
searches. It also lets you enable enhanced search displays.

e Live Preview: Allows users to have a live preview of rendered XML documents in the
References/Preview pane of Quark XML Author and Quark Author Web Edition.
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Glossary

This glossary serves as a quick reference for Quark Publishing Platform specific terms.

Archive
To copy a Quark Publishing Platform asset from the storage folder to a backup storage
location. Archiving an asset does not remove it from Quark Publishing Platform Server.

Article
A text file in a Quark Publishing Platform workflow. See also Attached Article, No
Subcategory Article, and Unattached Article.

Article component
A text chain within a QuarkCopyDesk article. Article components can be created or

deleted using QuarkCopyDesk, Quark Publishing Platform Web Client, or Quark
Publishing Platform XTensions software for QuarkXPress. Each article component has
its own copyfit information. See also Picture Component.

Assign
To route a new project, article, picture, or other Quark Publishing Platform asset to a
user, group, or No One.

Assignment notification
An audio alert or dialog box that notifies you of an assignment. QuarkCopyDesk,

QuarkXPress, and Quark Publishing Platform Client users can set a preference for being
notified of assignments while logged on to Quark Publishing Platform Server. Users
can receive an audio alert, a dialog box alert, both alerts, or neither alert.

Attached article
An article that has been linked to one or more text or pictures boxes in a QuarkXPress
project. Attached articles may contain text, picture content, and a page picture.

Attached picture
A picture that has been linked to a picture box in a QuarkXPress project.

Attributes
Specific information attached to a Quark Publishing Platform asset. A typical set of
attributes for a Quark Publishing Platform asset might include such information as
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the time and date the asset was assigned, the due date and due time, and the current
status of the asset. Administration role users define attributes at the server level.

Attribute field

An element of a Quark Publishing Platform asset attribute. Each attribute field holds
a specific kind of information, such as due date or status. Fields can be normal access
(available to all users with the privilege to edit attributes) or limited access (available
only to users with the proper privileges). Field access can also be controlled with
constraints. Field types include text fields, date fields, time fields, number fields,
measurement fields, check box fields, and drop-down menu fields.

Cancel Checkout

To discard changes made to a checked-out asset and remove it from your hard disk.
When you cancel a checkout, the version you most recently checked out from Quark
Publishing Platform Server (or the last revision saved, if any) becomes the current
version again.

Check in

The meaning of "check in" depends on whether an asset is already part of the Quark
Publishing Platform workflow. If an asset is new, to check it in is to introduce it into
the Quark Publishing Platform workflow by adding it to Quark Publishing Platform
Server. If an asset is already in Quark Publishing Platform Server, to check it in is to
return control of the asset to Quark Publishing Platform Server after having the asset
checked out. Checking in usually involves routing the asset to another user or group,
although users can also route assets to themselves.

Check out

To check an asset out is to copy the most recent version of that asset to your local hard
disk for editing. When you check out an asset, you prevent other users from editing
it. When editing is complete, you must check in the asset to return control of it to
Quark Publishing Platform Server.

Collect for Output

A QuarkXPress command that enables you to create a copy of a project, copies of
picture assets imported into the project, color profiles and fonts used in the project,
and a report of the project's elements. When you create a "collect for output" version of
a project (usually after all attached articles and page elements are finished and the
project is ready for output), all article text is saved to the copy, which can be opened
and printed using any compatible version of QuarkXPress. The Collect for Output
publishing channel is also provided for XML content.

Collection

A collection is a group of related assets. Each collection can have one or more associated
workflows (optionally with automatic routing rules), a set of Job Jackets, a number of
associated users and groups, and revision settings for each asset type.
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Collection template
Collection templates make it easier to create and maintain collections. For example,

assume you have several publications, and each publication needs its own identically
configured "Images" subcollection. Rather than creating each "Images" collection
manually from scratch, you can create an "Images Template" collection template, then
create each "Images" collection from that template. If you later need to add a user or
make a change to a Job Ticket used by the "Images" subcollections, you can simply
make the change to the "Images Template" collection template, and the change is
automatically applied to all collections that use that collection template.

Component
See Article Component and Picture Component.

Constraint
A limitation on what a user can or cannot do to an attribute field when he or she

checks in an asset, saves a revision, or edits an attribute. A constraint can require a
user to make a change to the value in a field, require the user to enter a value in the
field, or prevent the user from changing the contents of the field. Constraints can be
based on status and role.

Copy tasting (also called "text preview")
The ability to view the first 255 characters of a QuarkCopyDesk article component or

text file in the Workspace window.

Default path for checked-out assets
The folder on a user's hard disk where checked-out assets are stored while the user is

working with them.

Delete
To delete a Quark Publishing Platform asset is to permanently remove it from Quark

Publishing Platform Server. You can also delete article components using Quark
Publishing Platform XTensions software and QuarkCopyDesk.

Destination server
The server to which you are copying assets when you replicate them.

Detach

To detach an attached article or other Quark Publishing Platform asset is to break the
link between that asset and a text box or picture box in a QuarkXPress project. After
it is detached, the asset or article remains on Quark Publishing Platform Server and
can be attached to a different box or project.

Display submenu (View menu) and Display drop-down menu (Workspace
toolbar)
Display options that enable you to display search results according to file name,

collection, thumbnail preview, or a scrollable "filmstrip" of thumbnail previews. For
users who have the "Enable Enhanced Search Displays in Workspace Browser Window"
privilege, additional options display. Users with the privilege can view search results
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by name, project, project and page, and the custom hierarchy of attributes. Users
without sufficient privileges can see the search results displayed by name. To change
a display mode, choose an option from the Display drop-down menu or Display
submenu (View menu).

Drag and Drop
A method for attaching an article or picture to a box in a QuarkXPress project or to a

component in a QuarkCopyDesk article. Using Quark Publishing Platform XTensions
software, you can drag and drop an asset from a Workspace window or a file system
folder by clicking the asset's icon, dragging it over a box or component, and releasing
the mouse button. When you attach a picture file to a QuarkXPress project, you can
assign it as a picture or a QuarkCopyDesk article.

Duplicate asset
The act of creating a copy of a Quark Publishing Platform asset. Users with the privilege

can select an asset in the Workspace window and click the Duplicate button. The
duplicate asset includes the same attribute information as the original asset, but it has
no revisions.

Edit attribute

The act of changing the attribute fields of a Quark Publishing Platform asset. You can
select an asset in a Workspace window and click Edit Attribute to display the Attribute
information dialog box, which includes all attribute fields you can access.

Favorites
An area in the Workspace navigation pane of the Workspace Browser where you can
store links to often-used collections and searches for easy access.

FIT!!

The QuarkCopyDesk Measurements palette displays FIT!! when an article component
matches its assigned length. If an article component does not fit, either the overset or
underset amount is displayed in the Measurements palette.

Full Screen view

One of three article viewing options in QuarkCopyDesk. Displays the text of the article
in a single column that is as wide as the article window. Full Screen view redraws
rapidly and displays some character formatting, but it does not display paragraph
formatting and line breaks. See also Galley View and WYSIWYG View.

Galley view

One of three article viewing options in QuarkCopyDesk. Displays the text of the article
in a single column that accurately shows line breaks, but does not show all paragraph
formats and character attributes. See also Full Screen view and WYSIWYG view.

Geometry

Geometry consists of box-shape information, runaround information, text-formatting
information, hyphenation exceptions, and everything else that determines how text
flows in a project. Attached articles include geometry from the projects to which they
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are attached. Geometry is necessary for maintaining accurate copyfitting information
and text display in WYSIWYG view.

Get
The ability to retrieve a copy of a Quark Publishing Platform asset without checking

out the asset itself. Using Get to retrieve a copy of an asset does not affect the
corresponding master file.

Group
A name that refers to a defined list of users. You can route an asset to a group the same

way you route an asset to a single user. Assets routed to a group will display in the user
assignment Workspace navigation pane for all users in that group.

Issue
A server-level attribute that provides a customizable category for organizing content

structures and Quark Publishing Platform assets. Users with the "Enable Enhanced
Search Displays in Workspace Browser Window" privilege can organize search displays
according to assets associated with issues.

Lightweight Directory Access Protocol (LDAP)
LDAP is a protocol that allows administrators to consolidate user accounts for different

network systems. Often referred to as "active directory" on Windows, LDAP streamlines
system administration because users can be added, deleted, and modified in one
location and updated in Quark Publishing Platform. Quark Publishing Platform
Administrators can also create and manage separate users not on the LDAP list.

Limited-access field
A field in a Quark Publishing Platform attribute that can be edited only by users with
the privilege to edit limited-access fields. See also Normal-access field.

Log file

Log files record activity on Quark Publishing Platform Server.

Log off
To disconnect from Quark Publishing Platform Server.

Log on
To connect to Quark Publishing Platform Server. To log on, you must enter a user
name and password.

Mapping set

A set of replication guidelines that determines where assets are copied and what happens
to attribute data when an asset is replicated. A mapping set enables you to specify how
values in attribute fields on the source server are mapped to values in corresponding
attribute fields on the destination server.
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Master file
The most recently checked-in version of a Quark Publishing Platform asset. Master

files are stored in Quark Publishing Platform file repositories.

MultiLinks
The ability to attach an article or picture to more than one project. MultiLinks include
one "primary link" and one or more "secondary links."

Normal-access field
An attribute field that can be edited by any user with the privilege to edit attributes.

See also Limited-access field.

Note

An annotation inserted into an article using QuarkCopyDesk or QuarkXPress using
the Notes XTensions software. An editor might use a note to remind a writer to check
the spelling of a name or the accuracy of a statement. Notes can be made invisible and
do not affect text flow. QuarkCopyDesk users can print notes in an article.

Overset
An article is overset when its current length is greater than its assigned length. See also

FIT!! and Underset.

Page picture

An onscreen representation of the QuarkXPress project page to which a QuarkCopyDesk
article is attached. Page pictures are visible in WYSIWYG view in QuarkCopyDesk, as
well as Quark Publishing Platform Web Client.

Pane
An area with user-specific controls in the Quark Publishing Platform Client interface.

Password
A set of characters without which a user cannot log on to Quark Publishing Platform

Server. A password can also be empty.

Picture
A graphics file in a format compatible with QuarkXPress.

Picture component
A QuarkCopyDesk article component that contains a picture.

Preview
A representation of an asset in the Workspace window.

Primary link

The first link created between an article and a text box or a picture and a picture box
in a QuarkXPress project. The primary link determines the geometry used when the
article is edited using QuarkCopyDesk. If the primary link is broken and a QuarkXPress
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user is logged on, he or she can establish a new primary link. The QuarkXPress user
can override an attachment to establish a new primary link. See also Secondary link.

Privileges

Privileges determine if and when members of a role can have access to specific Quark
Publishing Platform assets, attribute fields, and software features. For example, privileges
for a "Reviewer" role may enable the members to add notes to articles but prevent
them from editing article text. Privileges can be altered according to an asset's status.
See also Status privileges.

Quark Publishing Platform
See Quark Publishing Platform.

Quark Publishing Platform Client application
The application that provides workflow administration functions, file management,

and connectivity with third-party applications.

QuarkCopyDesk
An application that opens and creates articles in which you can enter and edit text,

notes, and pictures. QuarkCopyDesk can be linked to Quark Publishing Platform Server
or used as a standalone text processor.

QuarkCopyDesk Preferences file
The file that contains program default information for QuarkCopyDesk. The

"QuarkCopyDesk Preferences.prt" file contains Application preferences, Article
preferences, style sheets, colors, H&J specifications, lists, auxiliary dictionary path
information, and hyphenation exceptions.

When a QuarkCopyDesk user logs on to Quark Publishing Platform Server and works
on an article that is attached to a QuarkXPress project or created from server defaults,
the project-level and server-level attributes override "QuarkCopyDesk Preferences.prf"
file settings.

QuarkCopyDesk template
A write-protected version of a QuarkCopyDesk article, created by saving the file in

template format. When you open a QuarkCopyDesk template, you create an editable
copy of the template file.

QuarkDispatch configuration file
A file that defines the parameters of an older Quark Publishing Platform (that is, earlier

than Quark Publishing Platform 7).

Quark Publishing Platform asset
An article, project, picture, or other asset that has been checked in to Quark Publishing

Platform Server. A Quark Publishing Platform asset has an associated set of attributes,
which includes information about the asset, such as its due date and the name of the
user who modified it most recently.
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Quark Publishing Platform Server
A networked application that keeps track of all the transactions (asset movements and

revisions) on the system, searches for and retrieves assets, and manages all elements
and asset access authorization in Quark Publishing Platform.

Quark Publishing Platform Web Client
A browser-based text-editing application to use within the Quark Publishing Platform

workflow.

Quark Publishing Platform XTensions software for QuarkXPress and
QuarkCopyDesk (Quark Publishing Platform XTensions software)
XTensions software that enables QuarkXPress and QuarkCopyDesk users to connect

to Quark Publishing Platform Server. With Quark Publishing Platform XTensions
software, QuarkXPress users can assign articles, search for articles and pictures, and
attach them to text and picture boxes in a project. Using the Update Geometry
function, QuarkXPress users can notify other users when a project with attached items
changes.

Quark Publishing Platform
An integrated workgroup publishing system based on software from Quark Software

Inc. Quark Publishing Platform (Quark Publishing Platform) provides editorial, page
layout, and workgroup-management functionality. Built around QuarkXPress, Quark
Publishing Platform enables writers, editors, graphic artists, and workgroup managers
to work on projects simultaneously.

Read-Only
To retrieve a read-only copy of a Quark Publishing Platform asset from Quark Publishing
Platform Server.

Require Value
An asset attribute constraint that requires a user to enter or choose a value for the field
before proceeding with the check-in, save revision, or edit attribute operation.

Revert

The act of accessing a previous revision of a Quark Publishing Platform asset. Users
with the privilege to view a list of asset revisions can choose a revision and revert to
it. When you revert to a previous revision, it becomes the current version on Quark
Publishing Platform Server.

Revision
A previous version of a Quark Publishing Platform asset. A new revision is saved each

time you check in an asset or save a revision manually. You can view and revert to
revisions if you have the appropriate privileges. See also Revision Comment and Revision
Tracking.

Revision comment
A message that can be attached to a Quark Publishing Platform asset revision when
you save a revision or check in the asset.
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Revision tracking

The capability of a Quark Publishing Platform site to automatically save revisions and
keep track of the location of Quark Publishing Platform assets as they are routed
through the production process from the time they are assigned or checked in until
they are produced and deleted from the system.

Role
A set of privileges that determines a user's access to Quark Publishing Platform assets,

attribute fields, and software features. You must assign each user to a role.

Route

Users can route Quark Publishing Platform assets to particular users, to a group, or to
no particular user (No One). A Quark Publishing Platform asset that has been routed
to a user is displayed in that user's Workspace window when he or she checks
assignments. Assets routed to a group display in all the group members' Workspace
windows.

Search

A set of criteria used to search for assets according to attributes in Quark Publishing
Platform Server. In response to a search, Quark Publishing Platform Server returns a
list of matching assets in the Workspace window.

Search results pane
The pane in the Workspace pane of the Workspace Browser palette where search

results are displayed.

Secondary link
A link between a project's text or picture box and a Quark Publishing Platform asset

that has already been linked to a different project. A secondary link is created by
dragging and dropping an attached article or picture to a box in a different project. A
secondary link is essentially a read-only link to the original content, but it can be
updated when the content is updated. See also Primary link.

Server
The top organizational level of a Quark Publishing Platform site.

Source server
The server from which assets originate when you replicate them.

Spread view
A view that displays previews of page spreads. This view is visible in the Preview pane
in Quark Publishing Platform clients.

Status

A labeled "stage" that a Quark Publishing Platform asset goes through on its way
through a Quark Publishing Platform workflow. A list of statuses might include
Assigned, First Draft, Edited, Copy Edited, Proofed, Final Draft, and so forth. Statuses
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are set up by members of the Administration role at the workflow level, and statuses
can be customized to meet different needs.

Status privileges
Privileges granted to users when an asset reaches a certain status. Status privileges can
match role privileges, or they can be custom-defined for the status. Members of the

Administration role set up status privileges.

Status routing

The ability to automatically route a Quark Publishing Platform asset to another user
or group whenever a new status is chosen for the asset. (For example, when an article's
status is set to "Ready for Editing," the editor's name can be automatically selected in
the Route to drop-down menu.)

System integrator
A system integrator evaluates a site's current hardware and software needs, determines

how to integrate the hardware and software required for a Quark Publishing Platform
system, installs the system, and provides technical support, training, and expertise.

Although they are not Quark employees, system integrators are trained and certified
by Quark Software Inc. to sell, install, and support Quark Publishing Platform software.

Unattached article
An article that is tracked by Quark Publishing Platform Server but is not attached to

a box in a project.

Unattached item
A Quark Publishing Platform asset that is not attached to a project.

Unattached picture
A picture that is tracked by Quark Publishing Platform Server but is not attached to a

box in a project.

Underset
An article is underset when its current length is less than its assigned length. See also

FIT!! and Overset.

Users
When you configure a Quark Publishing Platform Server, you must create a system-wide

list of users at the server level. Users in the server-level list can be selectively included
or excluded in collections.

Workspace Browser window
A window that lets you perform almost all client and administrative tasks in Quark

Publishing Platform Client, and almost all client tasks in other Quark Publishing
Platform client applications.
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Workspace navigation pane

An area on the left side of the Workspace pane where you can easily perform searches
and access favorites, saved searches, unsaved searches, shared searches, assignments,
and collections.

Workspace window
The Workspace window includes buttons and drop-down menus for performing most
Quark Publishing Platform functions, and it displays the results of a search.

WYSIWYG view

One of three article viewing options in QuarkCopyDesk. Displays the text of the article
using the geometry of the project to which the article is attached. If the article has a
page picture, the page picture is also displayed in WYSIWYG view. ("WYSIWYG" stands
for What You See Is What You Get.) See also Galley view and Full Screen view.

XTensions software
Software that adds functionality to QuarkXPress and QuarkCopyDesk.
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Legal notices

©2022 Quark Software Inc. and its licensors. All rights reserved.

Protected by the following United States Patents: 5,541,991; 5,907,704; 6,005,560;
6,052,514; 6,081,262; 6,633,666 B2; 6,947,959 B1; 6,940,518 B2; 7,116,843; 7,463,793;
and other patents pending.

Quark, the Quark logo, and Quark Publishing Platform are trademarks or registered
trademarks of Quark Software Inc. and its affiliates in the U.S. and/or other countries.
All other marks are the property of their respective owners.
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