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Tutorial #1: The Website, Reports, and the Product Code.

I. Overview

In January 2003, the Office of Strategic Research finally posted a long overdue complete update to the office’s website.  Currently, it can be found at http://www.odod.state.oh.us/research.  You’ll notice the change from the previous “/osr/data.htm” extension.  This is one of many updates designed to ease the user experience on the website.  Along with the URL change, there have been several key updates, which we should briefly cover before diving in any further.

Key Update #1: IT Department Standardization
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Besides responding to an ever-growing demand to completely overhaul the previously existing site, this update responds to a department-wide standardization and coordination movement.  The IT department has set firm guidelines by which all ODOD websites must adhere.  Besides defining an overall look-and-feel for all department sites (shown in Figure 1.1), IT has developed a “template” which provides an outer shell, or box, in which the OSR website must exist.
Figure 1.1: ODOD site and template layout.

The current template allows only for the left menu (circled in red) and the main white area (circled in green) to be edited by individual ODOD offices and divisions.
Key Update #2: Content Areas
When considering what features were best for the ideal site that this office demands, it was determined that a typical user lacks the complete understand of what OSR is capable of providing.  To fulfill this need, the concept of Content Areas (discussed in detail later) was developed.  A Content Area is a section of the site reserved for a particular category of information that highlights selected and popular products available from this office.  

Key Update #3: OSR Product Code

In an attempt to solidify a standard organizational structure for all OSR reports, an OSR Product Code was developed that provides a quick and easy means of organizing, accessing, and deciphering any specified report.  Each report is assigned a 10 digit alphanumeric “code,” which specifies the Domain, Series, and Report to which a designated file or product belongs.  The Product Code will be covered in detail later in this tutorial.

Key Update #4: New OSR logo.
Another feature that has been implemented along with the website, in a side-by-side endeavor, is a new office logo.  Seen below (Figure 1.2), this logo is to be included on web reports, pdf reports, the website, and other places throughout the office.  In an attempt to introduce sudo-name branding which will lend to the education and understanding by clients of what services and products this office is capable of providing.

Figure 1.2: The new OSR logo.
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II. The Website

The following sections provide details regarding the actual OSR website.

A. Product Listing

Originally anticipating a database-driven website, the Product Listing contains a detailed list off all Domains, Series’, and Reports available from OSR (including descriptions and links to downloadable files or related reports).  The site is set up such that all links to products go straight to the Product Listing page.  From here, the page “jumps” up and down the page to find the linked product by using what are called “Link Names” (which utilize the Product Code in order to find the listing).  This structure was kept intact, even without the database-driven functionality, to best provide the ability for a modular continual update process.  With the hope that the site will eventually evolve to include the database-driven functionality (and therefore require little work to implement). 

The Product Listing page can be found in the menu (on the left of every OSR page), or at http://www.odod.state.oh.us/research/ProductListing.html.  In conjunction with this page, there is a database (which can be found under the local WWW folder on the F:/Shared drive, and is named OSR.mdb) which keeps a record of all products, their product code, description, etc.  You will be updating this database when updating the ProductListing.html page in later tutorials.


B. Content Areas
Figure 2.1: OSR Business & Industry Content Area
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This figure shows how Content Areas can be used to highlight featured reports, as well as provided quick and easy access to popular information (such as NAICS breakdown or R&D spending, as seen).
As mentioned earlier, a Content Area is a section of the site reserved for a particular category of information that highlights selected and popular products available from this office. For example, Business & Industry (as shown in Figure 2.1, to the left) highlights the Major Ohio Employers report as well as the Ohio Industry Series.  You should also notice that there are several graphs and charts included; these can be considered “eye candy” and also provide quick answers for some of the more popular requests.

The Content Areas and their filenames are:

Main (default.html)

the site “homepage,” also contains general information about the office, featured links, as well as recent news and release information.

Economy (Economy.html)

Business & Industry  (BusinessIndustry.html)

Population & Housing (PopulationHousing.html)

Maps (Maps.html)

County Trends (CountyTrends.html)

county level reports such as Ohio County Indicators and Ohio County Profiles.

Departmental Reports (DepartmentalReports.html)

reports created outside this office, however pertinent to OSR clients.

Census 2000 (Census2000.html)

all Census 2000 specific reports and data.  It should be noted that Census 2000 data is also incorporated in reports throughout the site.




C. Research Links

As with the previous site, the Research Links page contains links that might be of interest or help to OSR clients.  They are sectioned alphabetically into the following categories: Agriculture, Children, Criminal Justice, Economics, Education, Employment, Environment, Federal Government Information, Health and Human Services, State Government Finances, Taxes, Technology, and Transportation.  http://www.odod.state.oh.us/research/ResearchLinks.html

D. Informational Pages

At the bottom of all OSR website pages can be found a footer which contains links to About OSR, Contact OSR, OSR Home, and the ODOD Home.  There is also a link to About OSR on the main page.

About OSR -> http://www.odod.state.oh.us/research/AboutOSR.html
Contact OSR -> http://www.odod.state.oh.us/research/ContactOSR.html
III. Reports

A. Overview

In the past, there has been some confusion over the language used to reference certain “products” that this office may offer.  To clear all possible confusion and standardize all “product” offerings, we are introducing solid terminology for use with the website as well as all OSR “products” in general.  The basis of this terminology rests on what we will now call a “report.”  A report is considered an actual singular document created by this office, and includes standalone maps as well.  A report itself can have several components, which can either be maps, appendices, or on the website related files.  Reports are generally grouped in domains, which are derived from the Product Code (discussed later).  Domains include Economy, Business & Industry, Population & Housing, Maps, County Trends, and Departmental Reports.  In each domain, reports can be group in a Series, or simply just be a standalone report in the domain.

Now that the hierarchy has been established, there are three classifications of reports: Print Reports, Web Reports, and PDF Reports. 


B. Print Reports

As the name states, Print Reports are simply the hard (printed) copy of a particular report.  Such as the printed copy of the Ohio’s Economy report, diligently updated each month, or the popular Major Ohio Employers report available at the OSR front desk.  This classification needs no further explanation.


C. Web Reports

Web Reports, again as the name states, are report versions created explicitly for the web.  They are only in HTML format, and should be differentiated from PDF Reports (covered next).  Web Reports are to be created in Macromedia Dreamweaver (located on the laptop), using the OSR Web Report template that sets a “frame” in which is to be created.  Figure 3.1 shows the Census 2000 SF3 County and Locations Profiles, the first designated Web Report created using this template.  The use of HTML and Web Reports gives the website an ability to provide a broader array of content, while still maintaining its complete structure and adhering to department standardizations.  It should also be noted that maps created in an image format (such as GIF or JPG) can also be published as a Web Report by using the OSR Web Report template.  Tutorial #8: Creating a Web Report provides instructions on how to create a Web Report using Macromedia Dreamweaver.  Additionally, Tutorial #9: Publish a Web Report provides instructions on how to publish a Web Report.


D. PDF Reports

Once again, as the name states, a PDF Report is the version of a report that has been converted to the Adobe Acrobat PDF file type.  Tutorial #2: Creating a PDF Report provides instructions on how to use Adobe Acrobat 5.0 to create PDF Reports.   Additionally, Tutorial #7: Publishing a PDF Report provides instructions on how to publish the created PDF Report to the website.

Figure 3.1: Web Report template.
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IV.  Product Code

As mentioned briefly earlier, the Product Code was developed as a means of organizing and accessing all available products, and their components, in a single 10-digit alphanumeric code.  The Product Code is in the following format:

DSRRCCCCCC

Where,


D is the product Domain

S is the Series designation


RR is the Report designation


CCCCCC is the Component designation

D: E, B, P, G, S, X. As discussed earlier, a Domain is the highest level in which all products are categorized.  There are six Domains into which each product is to be assigned: Economy (E), Business & Industry (B), Population & Housing (P), Maps (G), County Trends (S), and Departmental Reports (X).  

S: 0-9. A Series is simply a group of designated Reports.  For example, the Ohio Industry Series (B4) is a Business & Industry Series that contains ten Industry Reports.  Another example is the Ohio County Indicator Maps (G7) Series which contains twelve Reports (in this case maps).  It should also be noted that Standalone Reports, those Reports that are not included in a Series, also use the S digit.  For example, the Ohio’s Economy Report (E000) is included under the Economy Domain (E) but does not have a Series associated with it (there is no E0 Series).

RR: 00-99. As mentioned earlier, the Report is the basis for this Product Code hierarchy, and is considered an actual singular document created by this office, and includes standalone maps as well.  Whether contained in a Series or not, the Report designation increments with each subsequent Report definition.  Continuing with the Ohio Industry Series example, each of the ten Reports has a product code beginning with B4, the Series designation, and ending with 00-09 for a complete code of B400-B409.

CCCCCC: Whether in a Print Report, or on the web, some Reports have “attachments” or Components associated with them.  In a Print Report, this may include just a simple map inserted with the report.  On the web, this may be an additional file format, such as an Excel file, or both Web and PDF Report.  In any case, the Component designation links these files or reports to the primary report. Following with the Ohio Industry Series example, the Rubber & Plastics Industry Report (B403) includes two associated Components; the Report Excerpt (B403000000), and the Snapshot (B403000001).  Notice the four leading zeros before the actual Component designations of 00 and 01.  These four digits are actually reserved for the inclusion of an associated unique report.  For example, if we were to associate a map (say G904) with the Rubber & Plastics Industry Report, the Component designation would be B403G90403.  Let us deconstruct this; B4 is the Domain and Series designation, 03 the Report number, G904 is our map to be associated, and the trailing 03 tells us in which Component this map is associated.

The full Product Code example is as follows:

The Business & Industry Domain (designated as a B) contains the Ohio Industry Series (B4).  The Ohio Industry Series, in turn, contains ten Industry Reports (designated B400-B409).  Several of the Industry Reports contain Components, such as the Rubber & Plastics Industry Report (B403) which contains two Components; the Report Excerpt (B403000000) and the Snapshot (B403000001).  If the Rubber & Plastics Industry was to include a map Component (G904), the Component’s Product Code would be B403G90403.

NOTE: See the Census Product Code Appendix for an exception to the Product Code scheme (P0).

END TUTORIAL #1.
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Tutorial #2: Creating a PDF Report.

I. Overview

Now that we have set forth some important background and base information in the first tutorial, we can move on to actually creating files for this new office website.  As mentioned previously, there are two types of reports that will be used in conjunction with the website.  We will first deal with the PDF Report, and later on (in tutorials #8 and #9) we will cover creating and publishing a Web Report.  

Typically, the procedure for creating a PDF Report will begin with the creation of the specified report in an authoring application, such as Microsoft Word, Excel, or PowerPoint.  From there, there are several ways we can generate an Adobe Acrobat PDF version of this report.  To begin, you will need access to a machine with Adobe Acrobat 5.0 installed.  The OSR laptop, available as a shared machine, will generally be the easiest means of getting this access.   It has Abode Acrobat 5.0 installed on it as of 2/24/03, and since it is portable allows it to be moved wherever the needs may be.  If using the laptop, you may either connect it to the network and login as you would on any ODOD machine, or leave it disconnected and login as OSRUSER on “This Computer” (as opposed to the ODODNT Network selection at the login prompt).  If performing the later, you will need to copy your report (in the authoring format) to a disk or CD in order to access the file from the disconnected laptop.

II. Creating a PDF file.

Once you have access to your report, in its authoring format, there are three methods to convert it to a PDF Report: Converting from inside authoring applications using Adobe PDFMaker 5.0, Printing to a PDF file using Adobe Distiller, and Using a PostScript file to convert to PDF.  Detailed instructions for each follow.

A. Converting from inside authoring applications using Adobe PDFMaker 5.0
Along with Adobe Acrobat 5.0 is installed a macro (essentially a button or command just like Cut, Copy, or Paste) called Adobe PDFMaker 5.0.  This macro is specifically available in Microsoft Office products like Word 97, Word 2000, Excel 97, Excel 2000, PowerPoint 97, and PowerPoint 2000.  The macro can be accessed from the toolbar buttons seen at the top of the document or from the newly added Acrobat pulldown menu (see Figure 2.1).  This is a quick and easy way of churning out your PDF Report with no hassle at all.  Note that if converted in this fashion, the PDF Report will retain all links recognized by the authoring application.

Figure 2.1: Adobe PDFMaker 5.0 macro in Microsoft Word 97.
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As can be seen here, there are two ways to use the Adobe PDFMaker 5.0 macro in Microsoft Office products:  The buttons (the two buttons shown in the lower left corner), and the Acrobat pulldown menu.

After choosing one of the options (in most cases the “Convert to Adobe PDF” option), it will bring up a Save As… window for you to name and choose where to save your PDF file.  Simply name and select the location, click Save and Adobe PDFMaker 5.0 does the rest!  Your PDF Report will be ready and waiting right where you specified.  Painless!

For the Power User:

Most users will have no need or desire to change the publishing settings for PDFMaker.  However, for those rare users who can’t help but tinker, the Change Conversion Settings… option available in the Acrobat pulldown menu provides access to everything from recognizing Internet links to setting automatic Bookmarks.  We will not cover this any further in this tutorial.  However, the Adobe Acrobat 5.0 Help Guide is quite thorough in explaining exactly what can be done using these, and other, settings.  See Creating Adobe PDF Files (pg. 32).

B. Printing to a PDF file using Adobe Distiller
Adobe Acrobat 5.0, with the Adobe PDFMaker 5.0 previously mentioned installs Acrobat Distiller.  Distiller is the engine that actually does all the conversions, but it churns everything in the background so you never actually see it running.  However, if the authoring application you are using to create you report is not included with the compatible applications for Adobe PDFMaker, you have another option.  Acrobat Distiller is installed as a Printer option.  In order to “print” using Acrobat Distiller, simply use your applications Print command and select Acrobat Distiller from the list of installed printers.  See Figure 3.1.

Figure 3.1: Selecting Acrobat Distiller from your authoring applications Print command.
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You should note that there is also a Acrobat PDF Writer Printer option available.  PDFWriter is another way to create PDF files, however does not use Acrobat Distiller to do so.  This option should only be used for the following reasons:

You're converting simple business documents, such as those created with Microsoft Word or Excel.

Your documents do not contain Encapsulated PostScript (EPS) graphics.

Your system has a limited amount of RAM.

You want to produce PDF files more quickly than you can with Distiller.

For this offices purposed, it is best to use Acrobat Distiller, which offers more ability than the simpler Acrobat PDFWriter.

Distiller will "print" your PDF file to the exact same location as the source file.  This location can be found under the Printer selection dropdown box and is labeled "Where:".

Still quick and painless!

For the Power User:

As with any other printer, Acrobat Distiller has several printing options that can be altered to create a PDF document to specific needs; notably the ability to print in Black and White versus Color.  See the Adobe Acrobat Help Guide section on "Setting Distiller Preferences" on page 46.

C. Using a PostScript file to convert to PDF
Not all authoring applications offer a mechanism for creating PDF files directly.  In these cases, there is still one option: convert your report to PostScript file and then convert the PostScript file to a PDF file.  Although it uses the same process as Print with Acrobat Distiller, there are notable differences.  To begin, simply choose the Print command of your authoring application.  Select your printer of choice, and check the Print to File box.  After clicking OK, you will be asked to name the file and select a location.   Use a .ps file extension (for example myReport.ps), select your location, select All files from the dropdown box below the filename (see figure 4.2) and click OK.  Your application will create a PostScript file (as designated by your filename) in the location specified.  

Figure 4.1: Selecting Print to File.
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After selecting your printer of choice, make sure to select the Print to file checkbox (as seen here).

Figure 4.2: Saving as a .ps file
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Make sure to select All Files from the Save as type box, and enter a File name ending in .ps.

Next, to convert the PostScript file to PDF, start the Acrobat Distiller program.  Click File > Open, browse to your PostScript file, and click Open.  Distiller will then ask you where to save the new PDF file.  Select a filename and location and click Save.  Acrobat Distiller will then churn out a PDFfile just as you specified.

Figure 4.3: Acrobat Distiller.
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And then you have your PDF report.  This process tends to be much more intense and yields little differences.  It therefore should only be used when the other two options, described earlier, are not available.

III. Using Abode Acrobat itself
The Adobe Acrobat program itself is very powerful, and should be used to alter created PDF files.  For this office's purposes, it can be used to add to an existing report or document.  Everything from Bookmarks, to PDF Forms, to interactivity can be utilized using the new Adobe Acrobat 5.0.  Included with this tutorial are section extracts from the Adobe Acrobat 5.0 Help Guide that should be useful in extending your PDF reports.

Included is:

Looking at the Work Area

Organization and Navigational Elements (includes Bookmarks and Thumbnails)

Working with PDF (includes how to touch-up a PDF document without returning to the authoring application).

Besides the included sections, other sections of the Adobe Acrobat 5.0 Help Guide that may interest you are:

PDF Forms (pg. 145-171)

Adding Interactivity (pg. 172-184)

Managing Color in Acrobat (pg. 230-242)







Created by: Keith F. Blake (2/2003)

Developed for: The explicit use by authorized OSR staff in education required for updating the OSR website.
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