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PubPoint Version 2.5 (HoustonDowntown.com)

This document contains three sections, written for a content publisher, and focused as
an introductory, yet comprehensive, overview of PubPoint and its functional usage.
The sections are Common Tasks and Steps, Interface Overview and Reference, and

Icon Legend.

Common Tasks and Steps

The steps outlined in this section cover the most often performed tasks in PubPoint.
For more complex tasks, you may need to combine or modify these tasks per you
intent. For reference, please see the Interface Overview and Icon Legend sections.

» Login to PubPoint

1.

2.

3.
4.

Open Web Browser on your
workstation

Go to your site’s admin section.
(www.houstondowntown.com/admin)
Enter User name and Password
Click "OK"

» Adding Content by Adding a NEW article,
category or section

(NOTE: When you create new items, they are
created in draft mode, which are not published B9 Breaking News

live on the site.)

1.

w N
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Select a category from the content tree from

the left hand side of the screen. The

category you select will contain the new

page.

Please type your user name
and password.

Uszer Mame: |

Password:

0K I Cancel

=48 Home

- E) Newsletter Signup
Erncuesta — Como Se Debel

Survey - What Should Do

B3 Special Events

B3 Press Room

B3 Shopping, Dining, Entertai
E Family Fun

Fauntain Schedule
Restaurants and Clubs
Shopping

Click the "new" button HEw..

Retailers in Houston Cel
. @B Retailers in Tunnel and

Type name in name field, select object
type, click “OK”. This creates a new
object (Category or Article)

. Formatting |
Select formatting Tab =

Type or Paste in text into the blank area.

Click the "Save Changes" button
Saﬁchangez
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Plesse specify & name and choose what you
wolld like to create.

MName:

Shared Linked ltem
Associated Shared Source e (Shared Contel

0K I Cancel



http://www.houstondowntown.com/admin

» Publishing Content "live" on the web site
1. Select the Article or Category you
want to publish from the left hand tree

VieW Do you wish to approve this object?
- " Current Status: Live
2. Click "Approve" Button from the button approve To: s
'{'.'pprgl.l.'e Camments:
bar.

3. View the “Current Status” and
“Approve To” status in the “Status

Change” dialog, verify your intent, and e |
click “Approve”. =

Cancel

» Reassigning the status of a page

(Note: Go from Draft to Live, Live to Draft, Archive to Draft, etc)

1. Select the object (article, page,
category, section)

Select “Check Out” Check Cut Do you wish to reassign this object?

. ) ) Current Status: Live
Click the “Reassign” button, this opens
the reassign dialog box.

wnN

Reassign To:

Comments:

Reassign

4. Select the status you wish to Reassign
to, and click “Reassign”

Reassign I Cancel

> Deleting Content Objects (Category, Article, Page Form)from the site.
(Note: Items deleted from PubPoint are not _—
permanently deleted and can be recovered by an SRR R AR s
MNT support person, or a trained PubPoint B grerts
administrator.)

1. Select category you wish to remove or the
category that "holds" the content article or
page.

2. If wanting to delete an article or page within
a category, click the contents tab

||:: tents (15 ) . .
antents (19) , and click the item’s text title

from the list. This will open up that specific
Page or Article.

The following items will be deleted as well:

Comments:

OK Cancel
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Date Created Date Modified

Checked Out By | Language  Status

B Family Fun

1%

X

% B Fountain
X

X

6/30/2004 5:04:43 PM  3/31/2005 5:07:03 PM

0/30/2004 4,33:27 P 3/31/2003 5:05:10 PM

Schedule

El
Restaurants
and Clubs

B shaopping

6/30/2004 5:05:22 PM 4/19/2005 10:17:05 AM

£/23/2004 11:27:40 AM  3/1/2005 4:06:53 PM

B Retailers in
X

riton Conte 5/30/2004 5:09:21 PM

3/7/2005 1:13:02 PM

Live

Live

Live

Live

Live

Delete

Click the Delete Button.

View the Delete dialog box, verify you are actually deleting the content

you intended, and click “Ok”

» Uploading a new Image or File to your site

1.

2.

Go to the “Images and Files” Category in
the left hand tree view.
Click "New Image/File" button on the button

Mesw Imnage,File

bar.
On the New dialog box type in:
= Name
= Select either Image or File
= Use the "Browse" button to locate
the file or image from your desktop.
Click "Upload"

» Adding an uploaded Image or File to content.
(Linking is a separate process, but very similar. To link use the “Hyper-

Link” toolbar button.
1.

2.

No
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®l)
Select and Check out the object (Page,
Category, Section, Form) you wish to edit.
Go to the formatting tab, and select the
location in your content’s text where you
want to add the image or file.

Click Insert Image/File button on Toolbar

On the “Image Selection” dialog, select
the Images or File tab.

Locate the image or file from Image
Gallery, or from wherever you placed it in
the content structure.

Select insert format type.

Click “Ok “

Copyright 2005 MNT Systems, Inc

Please specify a name and choose what you would
like to create.

MNarme: |New Image

P

File: ChDocuments and SettingsyA L Browse..,

Upload I

Cancel |

“2A Image Selection -- Web Page Dialog, m
Images | Files |

Show: | Image Gallery || Class:| All hd

Insert:| Thumbnail with link to full size image | v
= =
Thurnbnail Only
Full Size Image

Cancel
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» Editing text content of an existing page, section, or category.

1.
2.

3.

Locate and select the object you wish to edit in the left hand Tree View.
Check Ciut

Select “Check Out “
. . Farmatting |
Click on formatting tab. =
Make your changes. (Title and publishing dates on the “Properties Tab”,
Formatting and content body on the “Formatting” tab.)

| Save Changes

Click “Save Changes”

» View the Edit History of an Object (Page, Category, Form, Section) and
compare to current version.

1.

2.

Page 4 of 12

Locate and select the object you wish to inspect in the left hand Tree
View.

Click the “History” button on the button bar, this opens the “Content
History” dialog box. From here you will see a list of all actions
performed to a content object.

(Note: Some items in this list will have a colored icon, others will not.
The ones with colored Icons contain a version of the content which

existed at that change.)
a3 . p

Event | By \horn | When "‘_
51 checked Infout  Laura 4/11/2005 6:01:14 PM
&) modified Laura 4/11/2003 6:00:51 PM
5] Checked [nfOut  Laura 4£11,/2005 5:58:04 Pr
Sj Checked InfOut  Laura 4/3/2005 10:28:56 AM
&) wodified Laura 4/8/2005 10:28:52 &M
& checked Infout  Laura 4/8/2005 10:28:32 &M
5] Checked [nfut  Laura 4/8/2005 10:24:53 AM vl

iew | Close |

Select a list item with a colored Icon and click “View”; this will open a
detailed object history dialog.

To see the updates made, click the “Compare On “button, resizing the
dialog as necessary to view the comparison. The changed property and
text will show in red.
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Modified by Laura on 4/8/2005 10:28:52 AM,

Title: Doing Business
URL: Home/DoingBusiness;

Date Created: 6/30/2004 4:52:19 PM

Status: Live

Field Mame

|0Id Yalue

Current Valug

)
WhREE will dowhiown Be N 20257 Watth a ore-indte vided, arnd

WAL will dowiown Be Tn 20257 Watth a one-mindte ¥ided, and
read the Downtown Developrment Framework itself: flvsheet,
cover pages 1-18, and pages 19-36.

Current Projects maps, print version, are available by visiting our
offices at 909 Fannin, Suite 1650 or by calling 713-5650-1470,
The map's pdf file is above.

Downtown presentations (pdf files): 9/8/04 retail presentation to
O'Connar 8 Associates (7mb), 4/5/05 to a real estate
orgahization (5.3 rb), and a presentation for downtown

warkers (5.2mh),

Recent economic indicators provided by the Greater Houston
Partnership. Additional information on Houston's economy can be
fiound at wwww houston,org -~ select About Houston, the Houston
Economy. Need cost of living comparisons? Call us, as we have
the data,

Articles about the comeback of downtowns and downtown
Hauston: High on Houston: Al those people can't be wrong, can
they? Mew York Post Ontiee, 1713704, Local market, Hbustor
Chronicls, 11/9/03

If you would like to receive the real estate e-mail

Lpdate distributed eight to twelve times annually with updated or
new information, please e-mail us with your name, company, tite

Yiew contents as WYSIWYE HTML,

read the Downtown Developrment Framework itself: flvsheet,

cover pages 1-18, and pages 19-36,

Current Projects maps, print version, are available by visiting our
offices at 909 Fannin, Suite 1650 or by calling 713-650-1470, The
map's pdf file is above,

Downtown presentations (pdf files) on downtown employes
amenities (S.2mb), retail (7mb), and real estate (5.3 mby).

Recent economic indicators provided by the Greater Houston
Partnership. Additional information on Houston's economy can be
found at www houston.org -- select About Houston, the Houston |
Econamy. Meed cost of living comparisons? Call us, as we have
the data,

Articles about the comeback of downtowns and downtown Ell
Houston: High on Houston: A1l Hhose pedple can't be wrong, can |
they? New York Post Onfing, 1/13/04; Local market, Houston ‘
Chanicis, 11/9/03 |
If you would like to receive the real estate e-mail

update distributed eight to twelve times annually with updated or
new information, please e-mail us with your name, company, tite
and e-mail address,

If you have questions, call 713-650-1470, or e-mail Chris Peters, v/

Preview | Compare Off

Previous

MNent |

5. Click “Close” to close this window.

» Logout of PubPoint
1. Click the "Logout" button on the top

toolbar

2. Click "Ok" to check in all objects

Page 5 of 12
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Microsoft Internet”txplorer

</

wwould vou like to logoff your user session and
check in anything vou currently have checked out?

| Ok i [ Cancel




Interface Overview and Reference
This section covers basic layout and purpose the PubPoint interface, broken down by

functional area.

-

pubpeint
-

Main Interface Console — The main interface is a multi-paned window that reacts
together as you work within the console. The main sections are Bread Crumbs, Tree
view, Tab Bar, Button Bar and Main button bar. These sections will dynamically
change depending on where you are, what you are looking at, and the functionally

available to you.

OBack - lﬂ Ii'] :

& Outhox

=43 administration

@ Personal Folders
& panner Advertisements
e Reports

#-EJ Shared Content

#-BJ Images & Files

2] Mewsletter Signup
Encuesta — Como Se Deb
Survay - What Should Do
Breaking Mews

Special Events

Press Room

Shopping, Dining, Enterts
Getting Around

‘Wwarking Here

Living Here

Doing Business
Programs and Services
About Us

< 31
@Done

File Edit Wiew Favorites Tools

Address @j http: frn, houstondownkawn, com/ admin 7id=

Help !,r'
- Search " Favorites £ L [~ ] - & 3
v e ks ?
¥ Drafts ik Published & Archived
Home ‘four Published Articles |
| Contents {13} | Images (0) | Files {03 | Properties | Formatting | Banners | Languages | All CDntentS
A Title Diate Created Diata Modified Checked (1) lad
What Shouid i
x DDWn.bDWrn 7192004 10:31:29 &AM 9/27/2004 10:38:15 AM Check Ot
Iook like in 20
Years? Approve
X Ewireak'”g 7/19/2004 10:10:13 &AM 1/21/2005 5:45:11 PM T——
b 4 Eenstgec'a' 7/19/2004 10:10:32 &M 8/5/2004 3:01:30 PM Previgw
Histary
x ? iz 3/10/2004 2/02:51 PM  B/27/2004 10:35:31 &M
ululyy] Copy Ta...
am|
i Delete
* gmﬁsmg’ 6/30/2004 4,22:15 PM  1/10/2005 11:03:31 AN I:
Entertainment Workfiow
B3 Gatting . .
X around 6/30/2004 4:22:37 PM  3/18/2003 4:39:52 PM I Edit Ohject L
B3 working - e
x Here 6/30/2004 4,22:52 PM  4/8/2005 10:14:58 AM Copy UID
[ Ohbject T Info
b 4 I_Ite're"""”g £/30/2004 452:02 PM  3/2/2005 4:02:06 PM ol IE
< & Import/Expart
1 " Permissions ||
Find: In: | [All Columns] |¥| Status: | Active <] o1
@ Trusted sites

Main Button Bar - This bar provides quick access to common areas used in a
Workflow configured site (Inbox, Outbox, Drafts, Published, Archived), as well as a
logout button, the logged in user’s name, and PubPoint Logo.

1= Inbox

g Quthox

@ Drafts

& Published & archived

4, Change Password

= Logout

Jodie Sinclair m

Bread Crumbs — Shows you where you are in the content structure. It will always list
the name and path to the current selected object as it exits in the content structure.

Page 6 of 12
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The current object name is displayed on the far right, in black. The “Parent” container
categories are to the left of the current object and are blue.

Home : Shopping, Dining, Entertainment : Family Fun

Tree View — Displays all the places in the content structure, as well as global content,
and administrative sections. With it you can immediately navigate to any area by
expanding the + and clicking on the text for any item.

=43 adrninistration
-3 Personal Falders
‘3’ Banner Advertisements
CJReparts
#-BJ Shared Content
o) Ima& 8 Files
= Hame
i 5] Mewsletter Signup
] Ercuesta — Cormo Se Deberia
- Survey - What Should Down
Breaking Mews
-Bd Special Events
-B4 Press Roam
Shopping, Dining, Entertainm
1Bl
Bl Fountain Schedule
1B Restaurants and Clubs
1-E] Shopping
El Retailers in Houston Cente)
B retailers in Tunnel and Sk
Parking

| Religious Places or Institut]
&l Theater District
Getting Around
Wiorking Here

Living Here

Doing Business
Programs and Services
#-B7 about Ls

Tab Bar — Allows you see different types of information for of the same object.
(NOTE: Different objects will have differing amount of tabs.)

Properties | Images (O | Files {07 | Languages " Formatting | All Contents |
I~

Page 7 of 12
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Formatting Toolbar — Only shows when the Formatting tab is selected. Provides an
editing area and allows you to markup your page content just as if you were in a word
processor.

Edit For: | Message Body || View Mode: | Text | v

pe | F = E == EFEEE

Contents List View - Only displays when the “Contents” tab of a container object
(Category) is selected -- An object such as a category or sub category. This view will
list all items within the selected container.

X Tite Date Created Date Modified Checked Out By | Language Status

¥ B Family Fun 6/30/2004 5:04:43 P 3/31/2005 5:07:03 P Live

bk Ehgcﬁgta'” 6/30/2004 4:55:27 FM  3/31,/2005 5:06:10 PM Live
=

X Restaurants  6/30/2004 50522 FM  4/19/2005 10:17:05 &M Live
ahd Clubs

% B shopping  8/23/2004 11:27:40 AM  3/1/2005 4:06:53 PM Live

¥ B Retaiers ": 6,/30/2004 5:09:21 PM  3/7/2005 1:13:02 PM Live

" Houston Cente

Button Bar - Shows the allowed actions you can take on the selected object. (Note:
The selected object is displayed in the breadcrumbs. — It is not the highlighted item in
a list view.)

Save Changes

Chieck In

Approve

Reazsign

Histary

Copy To...

Move Ta...

‘ Preview: ‘

Delate

| EditObject |

Page 8 of 12
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Properties Tab — Shows general information about the selected object, such as
description, html body, publishing dates, times, and basic object properties — such as
Checked Out To, “Current Status”, “Created On”, “Modified on”, and URL.

— General

Marne: Farnily Fun

Shiort Description:

Body:

<P>Famwilies have lots to do downtown! fnbsp:
manyenksp: opportunities: </ P>
<L

The following are just a few of the ~

<LI»City Hall Wisitors Center. Open Mondavinbsp:through Friday, § =sm - 4 pm.,
it&nbsp:offers interactive =sites asbout the Houston area, a brief film about

— Publishing

dlways Live: []1s this content always going to shaw on the web site?

| | cesn carr.
| bucencathng

Checked Out To: Jodie
Current Status: Live
Created By: Built-in
Created on: 6/20,/2004 5:04:42 PM
Modified on: 4,/29/2005 11:25:43 P
URL: MHome /ShoppingandGoingOut/FarmilyFun,

Page 9 of 12
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Formatting Tab — Shows a WYSIWYG view of the object content. This view provides
a toolbar and much of the same editing functionality (style, align, font size, copy (Ctrl-
C, paste (ctrl-V), undo (ctrl-Z), and automatic hyperlinks ) which you are familiar with
from Microsoft Word and many common Email editing software packages.

EditFor: Message Body |~ view Mode: | Text v/ |

| [Ku]==]=] |

[Farnilies have lots to do dewntown! The following are just a few of the many opportunities: [

o City Hall Visitors Center. Open WMonday through Friday, 2 am - 4 pm., it offers mteractive sites about the Houston
area, a brief film about Houston and a gift shop.

o isit the city's official events calendar.

s Take atour of dewntown -- through the pedestrian tunnels {durnng business hours), istoric downtown, mght crawls,
ghost walkes and more.

s Ohservation decls:

o JPMorgan Chase Tower, 600 Travis. Chase Tower i3 75 stories tall, mabing it the tallest building in Heuston,
and one of the top 10 buildings i the Tted States. The observation deck 1z on the &0th foor and 5 open during
business hours.

o Wells Fargo Plaza, 1000 Louisiana. At 71 stones, Wells Fargo Plaza is the second tallest building in Houston,
and the tallest all-glassz-extenior bulding m the Western Hemisphere, Take an elevator up to the 28th floor to get
a wonderful wiew of Houston.

Wistt Wain Street Square, the three-block pedestnan plaza i the 200-1100 blocks of 1ain Street. (For reference,
Foley's 1z i the 1100 block) The centerpiece 12 a 230-foot-long fountain with 40-foot jump jets!
Explore the many other fountainz, especially the fountains along Preston and Prairie.

iy ] :

Page 10 of 12
Copyright 2005 MNT Systems, Inc



>
pubpeint
L

Link Maker Dialog - Used from the “Formatting” tab’s tool bar to create links to
internal objects (files, images, sections and pages) and links to external sites.

x|

-=WebPage Dialog

Internal Link | External Link

Please choose a location you whould like to link to.

+@ Administration

- Personal Folders

Banner Advertisements

=R | Reports

E Shared Content

=k a Images & Files

ffice - 2005 1Q GRE Ofc Mkk Stats

E Office - Colliers Ofc MkE Summary 1Q05

I8 office - Calliers Ofc Mkt Rpt 1005

-l Hotel - PKF Trends Feb 2005 {charts only)

-I& Hatel - PKF Trends Feb 2005

E Reetail - Downtown Retail Updated 4-05

E Retail - Main Street Retail Updated 4-05
E Retail - Restaurant and Bars updated 4-11-05

E Retail - Grant Pragram [v]
[ | . .

I =3

Show all items, not just categories.

Target: _self (Defaulf) [V] |

0K Cancel |

x|

-=WebPage Dialog

Internal Link | External Link

Please enter the location you whould like to link to.

_self Defauly  |v|

Target:

| Cancel

Page 11 of 12
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Icon Legend
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There are many different icons used in the PubPoint tree view. They are listed in the
following table, with type, description and specific examples. (Note: PubPoint is a
very dynamic platform, and new icons can easily be added and programmed with new
functionality.)

Icon Type and Description Specific Example

& Home Home of www.houstondowntown.com
This represents the Home of a web site.

B3 Nav Category Getting Around, Working Here.
This is a container object, which could hold other
categories, articles, or forms. The Category Title
is the name of the section in the site’s navigation.

B3 Global Category Images and Files
This is a container object, whose content is
available for use throughout the content structure

B3 List Category Breaking News, Special Events, Press
This is a container object, whose content is Room
specifically coded to list automatically from this
section.

=l Nav Article Family Fun, Fountain Schedule,
This is a single Page in the site -- The page title Shopping
appears in the site’s main navigation, and links to
the content body for this object.

E Form Newsletter signup, Survey

This is a single web form object, used to collect
data from the web users.

Administration

The main administration section. This is used by
trained PubPoint administrators to configure the
site.

Administration

Personal folders
The main personal folders section. It contains
subsections for use with a workflow enabled site

Personal Folders

W

Shared Global Folder
Items in this Folder are shared and can be linked
throughout the site.

Shared Content

Shared Article

An article which is linked to a another article and
either get’s its content from it, or shares it's
content to it.

Parking, Safety, Education and Safety

Email Newsletter Job(s)
A category which contains newsletter drafted,
ready to send, or already sent.

Newsletters, May 2005 Newsletter

Newsletter Distribution List
An object containing all the recipients on a
particular email distribution list.

Customers, Employees, Texas
Retailers, Event XYZ participants.

Page 12 of 12
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