Web University Content Inventory 
Spreadsheet Naming Conventions

August 14, 2009

Overview: 

A database has been created to track information on Web University’s content, called the Web U Content Inventory spreadsheet (or “WUCIS”).  When content is uploaded to Web U, all appropriate fields needs to be updated in WUCIS by:

1) Checking Out the spreadsheet

2) Entering all data and 

3) Checking In the spreadsheet

PATH: 
Web U Content Inventory spreadsheet: 

Team Site> 
Technology>
Tech Workspace> 
Content Management Project, est. March 2009>

Web U Content Inventory

WUCIS:  
Tabs exist for each College in the Web U Content Inventory spreadsheet 
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Fields are slightly different between the upper Docs area… [image: image2.png]N R £ e —— = S ]
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and the lower Presentations and Links areas for each department

[image: image3.png]WEB U - CAD COLLEGE and DEPARTMENT PRESENTATIONS LIS





Entering data for DOCUMENTS:
1) Select appropriate College tab or Web U if no college applies

2) Select appropriate department and insert a row at the BOTTOM of that section in which to enter text

3) Enter text as follows:

Title:  Two options depending on length of Title/Subtitle:

i. Short title: Product Name, type of doc and year copyrighted, e.g.:  FarrowSure Gold Sales Aid  2008©
[image: image4.png]Pfize
Rev2

Pfizer Product Solutions-Swine Biologicals
Learning Guide 2007¢<

[FarrowSure Gold Sales Aid 2008

Bios





ii. Long title/Subtitle: Product name, type of doc, year copyrighted, colon (:), then subtitle, e.g.:  FarrowSure Technical Bulletin March 2008: Profiling efficacy and safety of a new, reformulated 2-mL dose vaccine 
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Name: URL of item, e.g.:  GOLD TB_FarrowSure Tech Bulletin_2-19pm_FINAL VERSION.pdf
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Description:  Limited to 250 characters, including spaces (about 30 words).  Page count, period, two spaces, then choose best option or combination of the following:  1) your own narrative based on document’s contents, 2) a useful excerpt from the document’s introduction or conclusion (conclusions often work well with white papers), or 3) “Covers” or “Topics” then titles from the doc’s table of contents.  Examples:

1) 88-Pages.  Overview of major canine respiratory, systemic and enteric diseases that are important to understand in order to effectively discuss vaccines with vets/staff.  Covered are disease transmission, progression, primary location, prevalence…

2) 3-Pages.  Conclusion: Results suggest that in overweight dogs with hind limb lameness secondary to hip osteoarthritis, weight reduction alone may result in a substantial improvement in clinical lameness.

3) 11-Pages.  Topics: Enhancing well-being of senior pet dogs/cats; screening medical status of senior pets w/emphasis on establishing baseline data in healthy animals, testing clinically ill animals, assessing seniors prior to anesthesia and surgery. 

Notes: If it may be helpful to readers to run-over 250-characters to squeeze in a bit more detail—see Example 1 above—end in ellipsis. 

L&D Dept:  Enter dept names using full names or existing abbreviations that are checked in the document’s profile
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Notes:  Notes column is used for database maintenance, but may be used for special notes to the administrators
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P2L Asset:  Enter Yes or No for whether Power2 Learn should link to item
Entering data FOR PRESENTATIONS/LINKS:
1) Select appropriate College tab or Web U if no college applies

2) Select appropriate department and insert a row at the BOTTOM of that section in which to enter text

3) Enter text as follows:

Title / Desc:  Full Title (and Subtitle, if any), then “Presentation”, e.g.: Using the DRAXXIN Value Calculator (Part 1 of 2) Presentation
Notes:
(For Presentations): Enter Time and Slide Count, a period, two spaces, then choose best option or combination of the following:  1) your own narrative based on content, 2) a quote from the presentation that offers an insight to its contents, or 3) “Objectives,” “Contents,” or “Topics” then titles from slide contents or titles.  Examples:
1) 13-Mins/28-Slides. Online presentation that describes counter detailing methods for selling against Guarding and ScourBos.  Online presentation by US Cattle Marketing.

2) 6-Minutes/10-Slides.  “For dependable performance in a new formulation, reliable supply and protection that can lead to healthier pigs – Count on it!” Protect sows and gilts from parvovirus, leptospirosis and erypsipelas.

3) ~60-Minutes/63-Slides.  Session 1: What, why, how… and so what?; Session 2: Interviews – what is a high impact conversation, prepping for conversations, involving customers actively, balancing customer needs with PAH business needs…
Notes:
(For Interactives):  Same as Presentations, with the following exceptions:

1) Enter Interactive,” instead of “Presentation” at title’s end and 

2) Include a brief description of contents (slide show, audio file, quiz, etc) instead of Time/Slide-Count.  Follow with same description as a Presentation
URL 
Enter URL 

L&D Dept:  Enter dept names using full names or existing abbreviations that are checked in the document’s profile
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P2L Asset:  Enter Yes or No for whether Power2 Learn should link to item
NOTES TO JEREMY FOR CORRECTIONS, EDITS



Jeremy notes to add: big picture screenshot with numbers on each item to start.
